R epublic of the Philippines
Pepartment of Education

Region V
Schools Division of Sorsogon

October 12, 2023

DIVISION MEMORANDUM

No.

To:

, 8. 2023

ANNOUNCEMENT OF VACANCY AND CONDUCT OF COMPARATIVE
ASSESSMENT FOR VARIOUS NON-TEACHING POSITIONS

Assistant Schools Division Superintendent

Division Human Resource Merit Promotion and Selection Board
Public School District Supervisors/OIC-PSDSs

School Administrators

All Others Concerned

. This is to inform the field that this Office through the Division Human

Resource Merit Promotion and Selection Board (HRMPSB) will conduct a
comparative assessment for various non-teaching positions.

. Enclosed in this Memorandum are the following:

A. Annex A - Notice of Vacancy (includes the Position Title, Plantilla Item
No., Salary Grade, Qualification Standards, number of vacancies and
place of assignment)

B. Annex B - List of requirements to be submitted which are the folder
for initial evaluation, and the envelope containing the documents
needed during the comparative assessment.

C. Annex C - Checklist of Requirements with the Omnibus Sworn
statement and Data Privacy Consent which should be duly signed by
the applicant.

. DepEd Order No. 7, s. 2023 otherwise known as the Guidelines on

Recruitment, Selection and Appointment in the Department of
Education will be the reference for the conduct of the comparative
assessment.

Prompt initial evaluation will be conducted upon submission so that the
applicants will immediately know if they are qualified to proceed to the
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comparative assessment. The folders containing the documents for
assessment will be sealed after the initial evaluation.

5. The deadline of submission is on October 26, 2023 at 3:00 P.M. It is
understood that no additional documents shall be accepted after the
deadline. It is encouraged that applicants should submit their envelopes
before the set deadline.

6. This Office promotes and emphasizes Equal Employment Opportunity to all
interested applicants without regard to age, sex, sexual orientation, gender
identity, civil status, religion, ethnicity, political affiliations and disability.

7. Persons with disability may request assistance from the Division HRMPSB
prior to the scheduled date of the comparative assessment. The HRMPSB
shall provide auxiliary and supplementary materials according to  their
needs.

8. The venue for the comparative assessment will be at the QMS Center beside
the office of the undersigned from 8:00 AM to 5:00 PM. HRMPSB members
and applicants are still encouraged to adhere to health protocols such as
social distancing, wearing of face mask and using of alcohol or hand sanitizer.

9. The schedule of the comparative assessment will be announced through an
Advisory which will be posted on the SDO Sorsogon Province official website
(depedsorsogon.com.ph), at the office of the Personnel Section and through
social media platforms.

10.Expenses relevant to the conduct of this activity shall be charged to the
Division MOOE/Local Funds subject to the usual accounting and auditing
rules.

11. Immediate and wide dissemination of this Memorandum is desired.

~

WILL. { GANDO, CESO VI
School§ Division Superintendent
Pu
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ANNEX A

Position Title Salary/ QUALIFICATION STANDARDS
(Parenthetical . Monthly Place of
No Title. if Plantilla Item No. Job/ Pay Salary . i . ity Competency Assi o
» Grade ucation raining Experience Eligibi gnm
applicable) (if applicable)
Bachelor's degree in Commerce/ Donsol National
1| AccountantI QSRC-DECAR-A)- 12 29,165.00 | Business Administration major in| None Required None Required A4, 1050 N/A Comprehensive
390047-1998 5 {Accountant) :
Accounting High School
Administrative OSEC-DECSB-ADA1- 2 ; : .
2 Aide 1 390826-2004 1 13,000.00 | Must be able to read and write None Required None Required None Required N/A Elementary
Administrative OSEC-DECSB-ADA1- . . . Matnog National
3 Aide I 300870-2004 1 13,000.00 | Must be able to read and write None Required None Required None Required N/A High School
, | Administrative | OSEC-DECSB-ADA3- i 14,678,00 | ComPletion of two-year studiesin| oo L o ompiiand ‘;‘:ﬁ?::j:;;]cj (ﬁi‘r":‘: gk Bagacay National
Aide IIT (Clerk 1) 390137-2004 college Level Eligibility High School
; Barcelona
. s ; . ¥ Career Service (Sub- .
5 | Hdmistratve USREORCH A0 3 14,678.00 Comphetion.of tmo-yeer shadienn. None Required None Required | professional) / First N/A Hationsl ;
Aide III (Clerk I) 390138-2004 college Level Eligibility Comprehensive
High School
2 Magallanes
s & ; : i Career Service (Sub- ;
Administrative OSEC-DECSB-ADA3- Completion of two-year studies in . . . . National
6 Aide III (Clerk 1) 3001432004 3 14,678.00 eullege None Required None Required profesmon.al‘] f -First N/A Vioeationiat Bigh
Level Eligibility
School
Administrative 3 o Career Service (Sub- g
7 | Assistant II (Clerk OSEgé%ﬁlggzggASZ 8 19,744.00 Completion oi;: $o~};ear studies in | 4 hou:':. ai)r:‘ i;‘lele'vant 1 yf::' oii::llg:ant professional] / First N/A Anythvzh;;"?i :;;:un
i eg 8 pe Level Eligibility
Administrative . i Career Service (Sub- San Francisco
8 | Assistant II (Clerk OSEggggggf;a%Asz- 8 19,744.00 | Completion °i§’l"]°'3:’a’ e B h°“::afrf.m1°"a“t ! i °£i::$‘efam professional) / First N/A National High
V) i & ng P Level Eligibility School
Administrative . - Career Service (Sub- ; .
9 | Assistant Il (Clerk OSEg—gtf)ﬁgf_IZ—oAlDSASQ- 8 19,744.00 Completion oi(': :;o-;;ear studies in | 4 hours 9{ .releva.nt 1 y:a.;r oii:e;l::s.nt professional) / Pirst N/A SerSn:;ol;I;gh
V) 8 tramwg Pe Level Eligibility
Administrative : L Career Service (Sub- . .
. OSEC-DECSB-ADAS2- Completion of two-year studies in | 4 hours of relevant 1 year of relevant : 3 Senior High
10 | Assistant II (Clerk 390728-2016 8 19,744.00 college traini expecience professional) / First N/A School

V)

Level Eligibility




Administrative

OSEC-DECSB-ADAS2-

Completion of two-year studies in

4 hours of relevant

1 year of relevant

Career Service (Sub-

Senior High

11 | Assistant II (Clerk 8 19,744.00 . s professional) / First N/A
Iv) 390739-2016 college training experience Level Eligibility School
Administrative ; - Career Service (Sub- . .
12 | Assistant I (Clerk OSEg;%EggE?&ASQ— 8 19,744.00 Completion ol(': mo—iea.r studies in | 4 hou;smill' -relevant 1 yeex;r 0; ::ll:\erant professional) / First N/A Seglco;og;gh
V) 8 ng pe Level Eligibility
Administrative ; S Career Service (Sub- : ;
13 | Assistant II (Clerk OSEgégnggﬁ%‘b‘sz' 8 19,744.00 | Completion °fﬂ_$‘*’:a’ studiesin | 3 h"”;Sa?r.“’l‘“’a“‘ 1 yow °;’e‘;1::‘"“‘ professional) / First N/A Sers‘f; O]:;gh
V) 8 ining pe Level Eligibility
Adsuinisetive Career Service (Sub-
Assistant 11 OSEC-DECSB-ADAS3- Completion of two-year studies in | 4 hours of relevant 1 year of relevant 2 : Anywhere within
14 . 9 21,211.00 >~ ) professional) / First N/A e
(Senior 390193-2017 college training experience RN the Division
Level Eligibility
Bookkeeper)
Lener Eeriicn Donsol National
Administrative | OSEC-DECSB-ADOF1- Bachelor's degree relevant to the . . (Professional) / :
15 officer I (Cashier) 390074-2004 10 23,476.90 job Hane Required None Reqused Second Level BrA C;’E;t;’i’fe
Eligibility
Administrative Career Service
Officer Il OSEC-DECSB-ADOF2- Bachelor's degree relevant to the . ; (Professional) / Senior High
16| (Administrative 390269-2016 12 2700040 job Nome Regaired Neme: Resuivod Second Level o School
Officer I) Eligibility
Administrative Career Service
Officer I1 OSEC-DECSB-ADOF2- Bachelor's degree relevant to the . . (Professional) / Senior High
17| (Administrative 390281-2016 1 27,000.00 job None Required Home: Sngarer Second Level N/A School
Officer I) Eligibility
OSEC-DECSB-SRBK- Completion of two-year studies in | 4 hours of relevant 1 year of relevant Cadaer Sgrvicy (Sub- Talaonga National
18 |Senior Bookkeeper 390001-2023 9 21,211.00 sellsis traini gl g professional) / First N/A High School
8 aining perience Level Eligibility
OSEC-DECSB-SRBK- Completion of two-year studies in | 4 hours of relevant 1 year of relevant Cateer Seevice [Sub-
19 |Senior Bookkeeper 300051-2014 9 21,211.00 P ¥ ¥ professional) / First N/A Elementary

college

training

experience

Level Eligibility
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ANNEX B

LIST OF DOCUMENTS TO BE SUBMITTED
A. Folder for Initial Evaluation

a.

phloT

Photocopy of scholastic/academic record such as but not limited to
Transcript of Records (TOR) and Diploma, including completion of
graduate and post-graduate units/degrees;

Photocopy of Certificate/s of Training;

Service Record;

Copy of PRC License and /or CSC Eligibility

Checklist of Requirements and Omnibus Sworn Statement on the
Certification on the Authenticity and Veracity (CAV) of the documents
submitted and Data Privacy Consent Form pursuant to RA No. 10173
(Data Privacy Act of 2012) using the attached form (Annex C), notarized by
authorized official.

B. Envelope for the Comparative Assessment
(to be sealed after the initial evaluation)

a.

b.

o RO

TR

Letter of intent addressed to the Head of Office, or to the highest human
resource officer designated by the Head of Office.

Duly Accomplished PDS (CS Form No. 212, Revised 2017) with Work
Experience Sheet, if applicable;

Photocopy of valid and updated PRC License/ID, if applicable.

Photocopy of Certificate of Eligibility/Rating, if applicable;

Photocopy of scholastic/academic record such as but not limited to
Transcript of Records (TOR) and Diploma, including completion of
graduate and post-graduate units/degrees, if available;

Photocopy of Certificate /s of Training, if applicable;

Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record, whichever is /are applicable;

Photocopy Latest Appointment, if applicable;

Photocopy of the Performance Rating in the last three (3) rating period(s)
covering (1) year performance in the current/latest position prior to the
deadline of submission, if applicable;

Checklist of Requirements and Omnibus Sworn Statement on the
Certification on the Authenticity and Veracity (CAV) of the documents
submitted and Data Privacy Consent Form pursuant to RA No. 10173
(Data Privacy Act of 2012) using the attached form (Annex C), notarized by
authorized official; and

Other documents as may be required by the HRPMPSB for comparative
assessment, including but not limited to:

i. Means of Verifications (MOVs) showing Outstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last issuance
of appointment; and

ii. Photocopy of the Performance Rating obtained from the relevant
work experience, if Performance Rating in Item 20 (i) is not relevant
to the position to be filled. If applicable.
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CHECKLIST OF REQUIREMENTS

Name of Applicant: Application Code:
Position Applied For: Lo
Office of the Position Applied For: R
Contact Number:
Religion:
Ethnicity:
Personvm.hl)luﬂh:y Yeul | No( )
Solo Parent: Yes( | No{ |
f Verification
Status of .
A Vo sl (T ba filed out by the HRMO/ MR Office/ sub-commitieej
Basic Documentary Requirement [T be filied-out by the Status of
applicant; Submission Remarks

Cheok |f submitied) {Chess: f complied,

a. |Letter of intent addressed to the Head of Office or highest
human resource officer

b. |Duly accomplished Personal Data Sheet (FDS)
{CS Form No. 212, Revised 2017) and Work Experience Sheet, if
applicable

c. |Photocopy of valid and updated PRC License/ID, if applicable

4. |Photocopy of Certificate of Eligibility /Report. of Rating, if
applicable

e. |Photocopy of scholastic/academic record such as but not
firnited to Transcript of Records (TOR) and Diploma, includmg
completion of graduate and post-graduate units/degrees, if

e

Photocogy of Certificate /s of Training, if applicable

Pholowpy of Ceniﬁcnn_- of Employment, Contract of Service, or
R w! ever is/ licable

Pm_i_.ggpyol’latm tment, if

:-?’ L Bt

Photocopyofmeperfnﬂnmmmpmtheuunnng
period(s) covering one (1) year performance prior to the deadline
of submission, if applicable

j. |Checklist of Requiremems and Omnibus Sworn Statement on
the Certification on the Authenticity and Veracity (CAV) of the
documents submitted and Data Privacy Consent Form

k. |Other documents as may be required for comparative
assessment, such as but not limited to:

Means of Verification (MOVs) showing Outstanding
Accomplishments, Application of Education, and Application of
Learning and Development reckoned from the date of last
issuance of appointment

Photacopy of Performance Rating obtained from the relevant
work experience, if performance rating in ltem (i) 1s not relevant
to the position to be filled

Attested:

Human Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

1 hereby certify that all information above are true and correct, and of my personal knowledge and belief, and the documents
submitted herewith are original and/or certified true copies thereof.

DATA PRIVACY CONSENT

1 hereby grant the Department of Education the right to collect and process my persona! information as stated above, for purposes
relevant to the recruitment, selection, and placement of personnel of the Department and for purposes of compliance with the
laws, rules, and regulations being implemented by the Civil Service Commission.

Name and Signature of Applicant

In consonance with Republic Act No. 8792 or the “Electronic Cormmerce Act of 2000, (elk d shall have the Jegal effect, m'm"mq“u’m
m:umnmndummlummsamﬂuhhmthWHub;nm if the said ek - document
mmun—hﬂmﬁmh-m“nhhwhhmm




