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DIVISION MEMORANDUM
No. 4}1_{ ;522023

TO: Assistant Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Administrative Officers
School Heads
Teachers and Non-Teaching Personnel
Others Concerned

DATE: November 10, 2023
SUBJECT: VACANCIES FOR NON-TEACHING POSITIONS

This Division is hereby accepting applications for the following vacant positions:

No. | Positian Title/ Qualification Standards Place of
SG/ Monthly [ Education Training | Experience | Eligibility Competency | Assignment
Salary/ Item (if
Number : applicable)

1 | Administrative | Completion of 4 hours | 1yearof Career Judge Jose De
Assistantlll / | two-year of relevant Service Sub- Venecia Sr
SG9/P21,211/ | studiesin relevant | experience professional/ Technical-
ADAS3-60076- | college or High | training First Level Vocational
2018 School Graduate Eligibility Secondary

with relevant Schol
vocational/trade
course

2 | Administrative | Must be able to | None None None Dagupan City
Aide | / read and write | required | required required National High
$G1/P13,000/ School
ADA1-60148-

2004

Please see attached job description for each vacant position.

Interested applicants are required to submit two sets of folders containing the following
documents:
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Mandatory documentary requirements:

a. Letter of intent addressed to the SDS;

b. Duly accomplished Personal Data Sheet (CS Form No. 212, Revised 2017) with Work Experience
Sheet, if applicable;

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

d. Photocopy of Certificate of Eligibility/Rating, if applicable;

e. 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;

f. Photocopy of Certificate/s of Training, if applicable;

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

h. Photocopy of latest appointment, if applicable;

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

J. 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, notarized by authorized official; and

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

i. 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; and

i. Photocopy of the Performance Rating cbtained from the relevant work experience, if
performance rating in item | is not relevant to the position to be filled, if applicable.

.~ Deadline_for submission of abovementioned documentary requirements shall be on
é . Individuals who failed to submit mandatory documentary requirements
(tems a to j) on the set deadline shall not be included in the pool of official applicants. However, non-
submission of documentary requirements (item k.) shall not warrant exclusion from list of official
applicant.

No additional documents shall be accepted after the deadline.

Documents shall be fastened in a long folder in an orderly manner with proper ear tabs and shall
be submitted thru personal delivery or courier addressed to:

ROWENA C. BANZON, CESO V

Schools Division Superintendent

Department of Education, Division of Dagupan City
Burgos St., Poblacion Oeste, Dagupan City
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Applicants may also send their application thru the official email address:
depeddagupanhr@gmail.com.

The schedule of activities for assessment will be sent thru email address of qualified applicants.

This Office highly encourages all interested and qualified applicants including PWD and members
of indigenous communities to join the assessment.

As reference for assessment, applicants are encouraged to refer to DepEd Order No. 007, s.

i 7
’ﬁ@iuzom, CESOV

Schools Division Superintendent

2023.

For information and guidance.

Address: Burgos St., Poblacion Oeste, Dagupan City
Telephone No: (075) 615-2645 | 615-2649
Website: depeddagupan.com

emall: dagupan.city@deped.gov.ph

Managemant E" =]

Systom ATy
IS0 9001:2015 "

=]

A

i ®
TUVRhelnland

Wy luv.eom
in a7




