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July 13, 2026
DIVISION MEMORANDUM

No. 700 s. 2026
ACCEPTANCE OF APPLICATIONS FOR RELATED TEACHING POSITIONS

TO: Assistant Schools Division Superintendent
CID & SGOD Chief and Personnel
OSDS Unit Heads and Personnel
Elementary & Secondary School Heads

All Others Concerned
1. The DepED Schools Division Office of Catanduanes announces the acceptance of
applications for related teaching positions from July 13, 2026 until 5:00 PM of July 23,
2026.
2: The vacancies are the following:
- . Salary ; No. of
Position Title Giads Office Assignment Vacancy
Education Program 22 1
Supervisor Curriculum Implementation
Public Schools District 22 Division 1
Supervisor

3. The CSC Prescribed Qualification Standards for the said positions and Job Description
are shown in Enclosure No. 1 to this memorandum.

4. Applicants are required to register in the link
https://tinyurl.com/AppLinkforRTP0726 and a printed copy of their registration must
be included in their application documents. Applicants should provide complete details of
their personal information, education, training, experience, and eligibility on the link. Only
applicants who registered in the link and submitted complete hard copies of documents in
the Schools Division Office- Records Section on the set deadline will be considered as official
applicants.

5. All interested qualified applicants shall submit their documents at the Records Section
in color coded folder:

e Education Program Supervisor - Pink

e Public Schools District Supervisor — Red

Documents must be fastened on the left side with Table of Contents arranged from letter A to
letter M as indicated below. To facilitate the evaluation process, labels (index tabs) using A to
M are requested:

BASIC DOCUMENTARY REQUIREMENTS
A | Letter of Intent addressed to the Schools Division Superintendent
B | Duly accomplished CSC Form 212 (Revised 2025) with latest passport size ID picture,
notarized and Work Experience Sheet (if applicable), download the form at
https:/ /bit.ly/PDSCSCForm212
Clear photocopy of valid and updated PRC License/ID (if applicable)
Clear photocopy of Civil Service Commission Board Rating/Certificate of
Eligibility /Report of Rating
E | Clear photocopy of Transcript of Records (TOR) for baccalaureate degree,
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and post graduate degree (if applicable)
Clear photocopy of Certificate/s of training attended within the last 5 years with
summary table, arranged by year from most recent (if applicable)
Clear photocopy of Service Record/Certificate of Employment/Contract of Service (if
applicable) -
Clear photocopy of Latest Appointment (if applicable)
Clear photocopy of Performance Rating covering one (1) complete performance cycle
acquired in their current or latest position (for positions requiring Performance Rating)
For applicants whose previous job uses other performance appraisal tools in which the
rating period follows a semestral or quarterly cycle, one year performance shall be
equivalent to two or four performance ratings.
J | Checklist of Requirements and Omnibus Sworn Statement in the Certification on the
Authenticity and Veracity (CAV) of the documents submitted and Data Privacy Consent
Form (Annex C) - download @ bit.ly/Annex C
OTHER DOCUMENTS (Refer to DepEd Order No. 7, s. 2023)
K | Outstanding Accomplishment if any
¢ Awards and Recognitions
e Research and Innovation
e Membership in National Technical Working Groups (TWGs) or Committees
¢ Resource Speakership/Learning Facilitation
e NEAP Accredited Learning Facilitator
L | Application of Education (relevant intervention that is directly applicable to the
functional unit where the position applied for is lodged), if any
e Action Plan approved by the Head of Office
e Accomplishment Report verified by the Head of Office
e Certification of the utilization /adoption signed by the Head of Office
M | Application of Learning & Development, if any
e Certificate of Training that is aligned with the Individual Development Plan
(External applicants must submit a certification from the HR of their current or
previous employer stating that the L&D intervention is aligned with the tasks of
the applicants)
e Action Plan/Re-Entry Action Plan
e Accomplishment Report with a certification that the L&D was used/adopted by
the Office

= @ ™

6. The Criteria and Point System for Hiring and Promotion for Related Teaching positions
per DepED Order No. 21, s. 2024 are as follows:

Related Teaching
Cfiteria Positions
(SG 16-22)
Points
Education 10
Training 10
Experience 10
Performance 20
Outstanding Accomplishments 5
Application of Education 15
Application of Learning & Development 10
Potential (Written Test, BEI, Work Sample 20
Test)
s Applicants must submit one (1) folder for each position applied for.
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8. For Application of Education, points shall be given to applicants who have eaz.-:?ed
higher education units or degrees beyond the minimum qualifications of the vacant position
and have submitted the required Means of Verification (MOVs).

9. Only the Application Letter, Omnibus Certification and Personal Data Sheet are
required to be submitted in original forms.

10. The applicant assumes full responsibility and accountability for the completeness,
authenticity and veracity of the documents submitted, as evidenced by the Omnibus Sworn
Statement, duly signed by the applicant. Any false and fraudulent document submitted shall
be grounds for disqualification.

11. The schedule of activities are as follows:

Person/s
Date and Time Activities Venue Committee | Participants
Responsibl
e
July 23, 2026 (8:00 Deadline of Records Records Interested
AM to S5:00 PM) Submission of Section Officer Applicants
Application letter
with relevant
documents
July 27-28, 2026 Initial Evaluation | SDO HRMO, HRMO,
(8:00AM-5:00PM) of Documents Terrace HRMPSB HRMPSB
Secretariat, | Secretariat,
HRMPSB HRMPSB
Sub- Sub-
Committee | Committee
To be announced Written Test and SDO HRMPSB Qualified
Work Sample Test | Terrace Secretariat | Applicants
To be announced Document SDO HRMPSB Qualified
Evaluation & Terrace Applicants
Behavioral Event
Interview
To be announced Release of SDO HRMPSB
Comparative Secretariat
Assessment
Result-Registry of
Qualified
Applicants

12. Only relevant Education, Training and Experience that exceeds the minimum
qualification of the CSC approved- Qualification Standard shall be given points. Training must
be earned after the last promotion but within the last five (5) years.

13. Applicants who failed to submit complete mandatory documents on July 23, 2026
(until 5:00 PM) shall not be included in the pool of official applicants. No additional
documents shall be accepted after the deadline.

14. All official applicants in the pool shall be assigned an application code to ensure
objectivity and integrity of the process and to protect the identity of the applicants when
posting the results.
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15. Notice of Initial Evaluation Result for Qualified and Disqualified applicants will be
notified through email.

16. During the open deliberation, qualified applicants must be ready with their original
documents for verification purposes.

17. Applicants may retrieve their documents one (1) month after the release of the approved
Comparative Assessment Result (CAR). The HRMPSB will not be responsible for the
safekeeping of the documents submitted. It will be disposed properly three (3) months after
the release of CAR.

18. This Office upholds Equal Employment Opportunity Principle: “that there shall be no
discrimination in selection of employees on account of age, school, gender, civil status,
disability, religion, ethnicity, social status, income class, paternity and filiation, political
affiliation, and those from any sexual orientation and gender identities and expression
(SOGIE) or other similar factors/personal circumstances which run counter to the principle
of merit, fitness for the job and equal opportunity.”

19. Persons with disability, pregnant or any applicant in need of special assistance should
notify the Personnel Section prior to the scheduled date of evaluation.

20.  All expenses to this activity shall be charged against local funds subject to the usual
accounting and auditing rules and regulations.

21. For information, immediate and wide dissemination, guidance and compliance.

T. ABAYON,
Asst. Schools Divikion Superintendent
OIC, Office of the Schools Division Superintendent
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Enclosure No. 1 to Division Memorandum No. 34 s. 2026

Job Description — Ver. 2
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ﬁ JOB DESCRIPTION JD No. Revision Code: 00
Department of Education
Education Program Supervisor (LRMDS 22
Position Title Manager, QA Coordinator) Salary Grade
Parenthetical Title Governance School Division Office
Level
Office/Bureau/Service Unit/Division Curriculum Implementation Division
Reports to Chief Education Supervisor Effectivity Date
Positions Supervised
JOB SUMMARY

Centers.

To supervise the development, production and distribution of all types of learning resources (printed, digital, multi-media, etc.) for use in
the schools division so as to increase access to varied quality learning resources by intended users (i.e. teaching and learning
resources and professional development materials)

« To improve delivery of the basic education curriculum.
« To provide technical assistance to the schools in the set-up, management, operations and maintenance of their Learning Resource

QUALIFICATION STANDARDS

CSC Prescribed Qualifications

Education | Master's degree in education or other relevant Master’s

degree with specific area of specialization

Trainings | 8 hours of relevant training

Experience | 2 years as Principal or

2 years as Head Teacher or
2 years as Master Teacher

Eligibility | RA 1080 (Teacher)
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KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

LEARNING RESOURCE

Establish, supervise and coordinate the implementation of the LRMDC of the schools division
Coordinate the development (through the LR Development teams), production and distribution of
learning resources for region-wide adoption

Source, clear copyright as required for third party content, permissions and conditions of use.
Evaluate, quality assure and approve localized learning resources for school’s division use

Manage the equitable distribution of learning resources in the schools division (including
textbooks)

Ensure compliance to LRMDS policies, guidelines, standards in development, procurement,
production and utilization of learning resources

Conduct research on the utilization of learning resources to inform LR design, procurement,
curriculum implementation, teaching, learning assessment and reporting

UTILIZATION OF LRMDS (TA on
LR Management)

Assess situation and analyzes needs to identify gaps in schools capability to implement LRMDS
Prepares a learning resource technical assistance plan for each schools (with the help of the
District TA teams)

Coach Schools in implementing the plan to build their capability to implement the LRMDS

Monitor the Schools implementation and utilization of the LRMDS

SDO_CID_Education Program Supervisor (LRMDS) Page 2 of 2
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ﬂ JOB DESCRIPTION JDNo. Revision Code: 00
Department of Education
Position Title Public School District Supervisor Salary Grade 22

Parenthetical Title

Governance Level

School Division Office

Office/Bureau/Service

Unit/Division

Curriculum Implementation Division

Reports to

Chief Education Supervisor

Effectivity Date

Positions Supervised

JOB SUMMARY

To provide schools and learning centers in a district with relevant and timely service through:

o the conduct of instructional supervision

e provision of technical assistance in school management and curriculum implementation
.mmﬁma_mwz:mmoo:acoZmus<wmom_m:<=o:3m::o_._mmq:mqmm:nmn:oo_ioqua
.

sustaining strong and harmonious partnerships and collaboration among stakeholders in order to improve access to and delivery of

quality basic education

QUALIFICATION STANDARDS
Education | Masters degree in education or other relevant Master’'s Degree
Trainings | Sixteen hours of relevant training
Experience | Five years cumulative experience in instructional supervision and school management;
Eligibility | RA 1080 (Teacher)

SDO_CID_Public Schools District Supervisor Page 1 of 3
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KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

INSTRUCTIONAL
SUPERVISION

1.

2.

3.

Provide guidance and instructional supervision to school heads by observing and gathering data on
their strengths and development needs and then coaching them towards improved instructional
leadership practices.

Observe and gather data on the strengths and competency (KSA) development needs of teachers and
coach school heads on how to improve teachers’ KSA in teaching-learning delivery.

Assess the situation of schools and learning centers, and identify actions needed to put in place an
enabling environment for School Heads and Teachers to deliver quality basic education

TECHNICAL ASSISTANCE
IN SCHOOL MANAGEMENT

1.

Provide technical assistance in the formulation of school plans (e.g. SIP) and its adjustments by
conducting workshops, doing follow through coaching and providing appraisal and feedback on their
draft plans, so that all schools can have approved plans as basis for budgeting and resourcing,
Monitor and evaluate school's implementation of their plans and submit reports to the Schools Division
management team to provide feedback

Coach and guide the schools in his/her assigned district to effectively implement their programs and
projects and attain its objectives.

Coordinate and facilitate the conduct of orientation/ induction programs for all newly hired teachers on
their roles and responsibilities.

Collect and analyze accomplishment reports of school heads to monitor and follow up on the proper
and timely implementation of school plans and programs and provide technical assistance where
needed.

MONITORING AND
EVALUATION

1.

2
3

Conduct monitoring and evaluation on the utilization and liquidation of SEF, MOOE and other funds to
determine if schools adhere with the policy and standards using pre-designed M & E and transparency
tools.

Monitor SBM Level of practice through validation of their documents and outputs to determine areas for
development and possible provision of technical assistance to improve school performance.

Monitor and evaluate private schools through ocular inspection of required documents to determine
adherence to set standards as regards to permit to operate renewal of operation, permit for
recognition, GASTPE implementation, accreditation

CURRICULUM
DEVELOPMENT,
ENRICHMENT, and
LOCALIZATION

1. Conduct monitoring and evaluation of the school's implementation of the localized curriculum to provide

feedback to management towards continuous enhancement of the curriculum.
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KEY RESULT AREA/S

DUTIES AND RESPONSIBILITIES

LEARNING OUTCOMES
ASSESSMENT

1.

2.

Gather result of assessment reports per district and per school, per subject area and analyze
performance gaps to pinpoint causes and possible interventions to close the gap.

Draft policy recommendations related to improving learning outcome based on findings from studies
and reports.

RESEARCH

1. Conduct action research on curriculum implementation, needs and issues, appropriate interventions for

assigned district as well as best practices and submit findings and recommendations for management
action and policy formulation.

TECHNICAL ASSISTANCE

BN

S.

Assesses the situation and analyzes the needs of schools in the district to identify the appropriate and
relevant actions and interventions

Coordinate with the EPS concerned to arrive at a technical assistance plan for each district..

Coach the school head in implementing interventions related to curriculum implementation t and
instructional delivery.

Prepares and submits periodic reports on the progress of the technical assistance being provided to
the schools

Prepares and submits reports on the results of technical assistance and corresponding policy
recommendations for management's consideration.
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