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Office of the Schools Division i
Superintendent

DIVISION MEMORANDUM

No. 9% ,s. 2024

July 29, 2024

CALL FOR APPLICATION FOR NON-TEACHING AND TEACHING POSITIONS

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
1. This Division is hereby accepting applications for the following vacant positions:
No. | Position Title/ CSC- approved Qualification Standards Piaqt: of
SG/ Monthly - " s, : T Assignment
Salary/ Item Education Training | Experience | Eligibility Comp[;eftency
Sner applicable)

1. | Special Bachelor's None None RA 1080 West
Education degree in required | required (Teacher)/ Central
Teacher I/SG Education LET/PBET Elementary
14/ P33,843/ with School II;

specializatio
Item Numbers: n in Special North
SPET1-60025-2024 | Education Central
SPET1-60026-2024 Elementary
SPET1-60027-2024 School
SPET1-60028-2024

2. | Project Bachelor’s None None Career School
Development degree required | required Service Governanc
Officer I / SG relevant to Profession eand
11/P27,000 / the job al/ Operations
OSEC-DECSB- Second Division
PDO1-60021- Le.w?l .

2016 Eligibility
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3. Teacher III/ SG Bachelor of | None 2 years RA 1080
13 / 31,320/ Elementary | required rejlfevant (Teacher); e
Education experience | PBET/LET
Item Numbers: or
TCH3-60703-2014 Bachelor’s
degree plus
18
professional
units in
Education
4. | Teacher III/ SG Bachelor of | None 2 years RA 1080
13 / 31,320/ Secondary required | relevant (Teacher);
I % Education experience | PBET/LET]
tem Numbers: or
TCH3-60279-2017 | Bachelor’s i Sk
TCH3-60678-2020 | gegree plus Sr. Technical-
18 VSS;
professional
TCH3-60135-2016 units in East Central
Education Integrated
with School
appropriate Bonuan
TCH3-60092-2005 | major Boquig
National High
School
5 Teacher II/ SG Bachelor of | None 1 year RA 1080 Elementary
12 / P29,165/ Elementary | required | relevant (Teacher)/ S
Education experience | LET/PBET)
Item Numbers: or
TCH2-61104-2016 Bachelor’s
TCH2-71556-1998 degree plus
TCH2-72004-1998 18
TCH2-60051-2012 | 1 ofessional
units in
Education
6. | TeacherII/ SG Bachelor of | None 1 year RA 1080 Salapingao
12 / P29,165/ Secondary | required | relevant (Teacher)/ NHS
Education or experience | LET/PBET]
Item Numbers: Bachelor’s
TCH2-60051- degree plus
2010 18
professional
units in
Education
with
appropriate
major
i, Address: Burgos St., Poblacion Oeste, Dagupan City
Telephone: (075) 653-4101
D&ED Website: depeddagupan.com

MATATAG
mecoeoi ) ioaee DACONO

email: dagupan,city@deped.gov.ph




s
1N 2
%"a.-? "‘"i

Republic of the Philippines
Bepartment of Education

REGION I
SCHOOLS DIVISION OF DAGUPAN CITY

A
lg’l

Office of the Schools Division

Superintendent
7 Administrative Completion | 4 hours 1 year of Career Elementary
Assistant III /SG | of two-year | of relevant Service Schools
9/ P21,211 studies in relevant | experience | Sub-
college training profession
Item Numbers: al/ First
ADAS3-60070- Level
2018 Eligibility
ADAS3-60181-
2017
8 Administrative Completion | 4 hours 1 year of Career Senior High
Assistant II /SG | of two-year | of relevant Service School
8/ P19,744 studies in relevant | experience | Sub-
college training profession
Item Numbers: al/ First
ADAS2-60113- Level
2016 Eligibility
2 The job description for the aforementioned vacant position is attached as

Enclosure No. 1.

3. Applicants are advised to determine if they meet the minimum qualification
standards approved by the Civil Service Commission and the selection criteria set forth in

DepEd Order 66, s. 2007 prior to submission of application documents.

4, All interested applicants to the above-mentioned vacant positions, whether internal
or external to DepEd, are required to submit two sets of folders containing the following

documents:

Mandatory documentary requirements:

a.

0o

-0

5

Checklist of Requirements and Omnibus Sworn Statement on the Certification on the
Authenticity and Veracity (CAV) of the documents submitted and Data Privacy Consent
(Enclosure No. 2) duly notarized by authorized official;

Letter of intent addressed to the Schools Division Superintendent;

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

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 of latest appointment, if applicable;

h)
DeyED
MATATAG
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j- Photocopy of Performance Rating:

For Teacher II-IIl and SPET positions; last three (3) rating period(s) prior to the
deadline of submission;

For Non-Teaching, Related-Teaching, School Administration and Master
Teacher positions: last rating period(s) covering one (1) year performance prior
to the deadline of submission, if applicable

k. Other documents as may be required by the HRMPSB for comparative assessment:
For applicants to Non-Teaching / Related-Teaching and School
Administration positions:

- 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

- Photocopy of Performance Rating obtained from the relevant work experience,
if performance rating in Item (i) is not relevant to the position to be filled

For Teacher II-III/SPET applicants:

- Means of Verification (MOVs) showing Outstanding Accomplishments:
Oustanding employee award, Innovations, Research and Development
projects, publication and authorship, Resource speaker/consultant,
reckoned from the date of last issuance of appointment

AU E Pﬁaﬂhﬁﬁ for submission of abovementioned documentary requirements sh_all be on

. Individuals who failed to submit mandatory documentary requirements
(items 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.

6. No additional documents shall be accepted after the deadline.
7. Submission of applications may be done thru any of the following modes:

a. Personal submission to the Division Office Records Section not later than SPM
on set deadline (preferred mode); OR

b. Online submission thru the official email address not later than 12midnight on
set deadline (if personal submission is not practicable): depeddagupanhitagmail.com. The
scanned copies of the application documents shall be saved in one file only with
filename in this format: position applied for full name of applicant (ex.
Administrative Officer II_Juan C. Dela Cruz)

8. Applicants should first submit the aforementioned documents to fche Personnel Unit
for initial verification as to the completeness of the requirements before it can be stamped
“received” at the Records Section. For applicants who will be submitting documents online,

Address: Burgos St., Poblacion Oeste, Dagupan City
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an acknowledgement email with information as to initial checking of completeness of
documents will be sent the next working day;

9. The schedule of activities for assessment will be communicated to qualified
applicants via their email address.

10.An applicant may apply for one or more positions, provided that he/she meets the
qualifications for each position he/she is applying for, and should submit two sets of
documentary requirements for each positions being applied for.

11.An Open-Ranking System shall be adopted in the conduct of comparative
assessment wherein qualified applicants must be present to witness the actual evaluation of
their papers vis-a-vis criteria wherein they will conform with their document’s assessment
results.

12.  As reference for assessment, applicants are encouraged to read DepEd Order
No. 66, s. 2007. Criteria and point system are indicated in the Individual Evaluation Sheet
hereto attached as Enclosure No. 3.

13.This Office highly encourages all interested and qualified applicants including
Person’s with Disability and members of indigenous communities to join in the assessment.

14.For information and guidance. e /

RO ANZON EdD, CESO
Schaools Division Superintend

Enclosure No. 1: Job Description

Enclosure No. 2: Checklist of Requirements & Omnibus Sworn Statement
Enclosure No. 3a: Individual Evaluation Sheet (for teaching position)
Enclosure No. 3b: Individual Evaluation Sheet (for non-teaching position)

Address: Burgos St., Poblacion Oeste, Dagupan City
Telephone: (075) 653-4101

Website: depeddagupan.com

email: dagupan.city@deped.gov.ph
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Enclosure No. 1 to Division Memorandum No. , 5, 2024

JOB DESCRIPTION

Position Title: Special Education Teacher I Salary Grade: 14
Unit/Division: Elementary Monthly Salary: 33,843

QUALIFICATION STANDARD
Education: Bachelor's degree in Education with specialization in Special Education
Training: None required
Experience: None required
Eligibility: RA 1080 (Teacher)

Duties and Responsibilities

1. Assesses children/youth with special needs together with a multidisciplinary assessment team

2. Recommends proper educational placement of children/youth with special needs

3. Modifies the curriculum to address the needs of children/youth with special needs

4. Teaches children/youths with special needs

5. Uses instructional materials/assistive devices appropriate for children with special needs

6. Conducts case studies/resarches of children/youths with special needs

7. Implements Individual Educational Plan {IEP) for children/youth with special needs in consultation with
parents, confers with parents, principal, medical specialists, social workers, professional and other stakeholders

8. Coordinates placement of children/youth with special needs for regular classroom inclusion

9. Ensures that regular and receiving teachers adhere to inclusive education policies

10. Serves as a SPED focal person in the division/or a resource room teacher in the SPED Center of the school

Position Title: Project Development Officer I Salary Grade: 11

Unit/Division: School Governance and Operations Division Monthly Salary: 27,000
QUALIFICATION STANDARD

Education: Bachelor's degree relevant to the job

Training: None required

Experience: None required

Eligibility: Career Service Professional / Second Level Eligibility

Duties and Responsibilities

Youth Formation Program Management and Implementation

1. Implements the mandated programs, projects, and activities on youth formation from the C.entra.lfRegianal
Office including but not limited to the Supreme Student Government (SSG) and Supreme Pupil Government
(SPG), and career guidance program.,

2. Prepares division memorandum on cascading the mandated programs, projects, and activities on youth
formation from the Regional/Central Office.

3. Facilitates the conduct of the youth formation activities in the division level anchored on the DepEd Youth
Formation Framework and DepEd Core Values(

4. Oversees the election of the SPG, SSG, clubs and other youth organizations in schools.

5. Organizes and facilitates the conduct of the division-federated SPG and SSG elections.

6. Oversees advocacy activities of the schools on youth formation programs.

Page 1 of 5



Y ngelops a division database of newly-elected SPG, SSG, and school clubs/organizations officers and newly-
appointed Teacher-Advisers and submits it to the Regional and Central Office.

8. Prepares and submits narrative report on the implementation of division-wide

. youth formation programs to the
Regional and Central Office as may be deemed necessary. Sl

9. Recommends and initiates other youth formation programs, projects, and activities applicable in the division

Technical Assistance

1. Acts as member of the Division Field Technical Assistance Team (D FTAT) to schools in implementing their
school-based youth formation program management scheme

2. Prepares and submits reports to the Senior Education Program Specialist for policy recommendation on
division youth formation programs.

3. Provides technical assistance to schools on youth formation program-related programs, projects, and activities

4. Provides technical assistance to the Regional Office on the conduct of the regional-federated SSG and SPG
elections

5. Provides technical assistance to the Central Office as may be deemed necessary
Capacity Building

1. Develops localized needs assessment tool for conceptualizing youth formation training programs in the division
level.

2. Prepares division memorandum and facilitates the conduct of the training needs assessment in schools.

3. Conducts capacity building activities to advisers, school youth formation coordinators, and students on skills
development, leadership and relevant youth formation programs

4. Organizes capacity building programs for Guidance Coordinators, and School Guidance Counselors in the
conduct of career guidance program with assistance from the Curriculum Improvement Division (CID).

5. Crafts training framework and design for capacity building activities.

6. [nitiates division-level recognition and awards programs for outstanding SSG/SPG, school organizations,
officers and advisers

Monitoring and Evaluation

1. Provides monitoring and evaluation functions to the implementation of youth formation programs to ensure
quality standard compliance.

2. Monitors proper implementation of youth formation programs including but not limited to the school
limplementation of the SSG/SPG General Plan of Actions (GPOA), and career guidance modules

3. Administers the monitoring and evaluation tools for implementation of programs and projects

4. Tabulates and consolidates the results of the monitoring and evaluation tools.

5. Recommends action research agenda based on the monitoring and evaluation results for the improvement and
development of youth formation programs.

6. Provides feedback to the Senior Education Program Specialist on youth formation program implementation as
reference for possible policy recommendation to SDS.

Finance and Administrative Management

1. Provides inputs in the preparation Work and Financial Plans incorporating youth formation programs,
projects, and activities for the review of the Senior Education Program Specialist and School Governance and
Operations Division Chief to ensure financial resources are properly planned and allocated

Partnership and Linkages
1. Drafts proposals to possible partners and advocates of youth formation to support initiatives and roll-out of
prograrms.

2. Establishes partnerships and linkages in support of the youth formation programs, projects, and activities at
the division level

Page 2 of 5



Secondary Duties
1. As may be assigned by the superior

Position Title: Teacher III Salary Grade: 13

Unit/Division: Judge Jose De Venecia, Sr. Technical-Vocational |Monthly Salary: 31,320
Secondary School; East Central Integrated School
and Bonuan Boquig National High School

QUALIFICATION STANDARD
Bachelor of Secondary Education or Bachelor’s degree plus 18 professional units in

Education: Education with appropriate major
Experience: None required

Training: 2 years relevant experience
Eligibility: RA 1080 (Teacher); PBET/LET

Duties and Responsibilities

1. Teaches one or more grades/levels using appropriate and innovative teaching strategies

2. Facilitates learning in the elementary/secondary schools through functional lesson plans (for new teachers up
to 3 years) Daily Log (for teachers teaching 4 years and above) of activities and appropriate, adequate and
updated instructional materials

3. Counsels and guides pupils/students

4. Maintains Daily Routine (classroom cleanliness, classroom management, overall physical classroom
atmosphere

5. Monitors and evaluates pupils/students’ progress

6. Undertakes activities to improve performance indicators

7. Maintains updated pupils/students progress regularly

8. Maintains updated pupil/student school records

9. Supports activities of governmental and non-governmental organizations

10 Maintains harmonious relationship with fellow teachers and other school personnel as well as with parents
and other stakeholders

11. Conducts Action Plan

12, Supervises curricular and co-curricular projects and activities

Position Title: TEACHER II Salary Grade: 12
Unit/Division: Elementary School Monthly Salary: 29,165
QUALIFICATION STANDARD

Education: E!achelc?r of Elementary Education or Bachelor’s degree plus 18 professional units in
Education

Experience: 1 year relevant experience

Training: none required

Eligibility: LET/PBET

Duties and Responsibilities

1. Teaches one or more grades/levels using appropriate and innovative teaching strategies

2. Facilitates learning in the elementary/secondary schools through functional lesson plans (for new teachers up
to 3 years) Daily Log (for teachers teaching 4 years and above) of activities and appropriate, adequate and
updated instructional materials

3. Counsels and guides pupils/students

4. Maintains Daily Routine (classroom cleanliness, classroom management, overall physical classroom
atmosphere

5. Monitors and evaluates pupils/students’ progress

Page 3 of 5



6. Undertakes activities to improve performance indicators

7. Maintains updated pupils/students progress regularly

8. Maintains updated pupil/student school records

9. Supports activities of governmental and non-governmental organizations

10. Maintains harmonious relationship with fellow teachers and other school personnel as well as with parents
and other stakeholder

11. Conducts Action Plan

12. Supervises curricular and co-curricular projects and activities

Position Title: TEACHER II Salary Grade: 12
Unit/Division: Salapingao National High School Monthly Salary: 29,165
QUALIFICATION STANDARD

Bachelor of Elementary Education or Bachelor’s degree plus 18 professional units in

Education: Biveatiog

Experience: 1 year relevant experience
Training: none required
Eligibility: LET/PBET

Duties and Responsibilities
1. Teaches one or more grades/levels using appropriate and innovative teaching strategies

2. Facilitates learning in the elementary/secondary schools through functional lesson plans {for new teachers up
to 3 years) Daily Log (for teachers teaching 4 years and above) of activities and appropriate, adequate and
updated instructional materials

3. Counsels and guides pupils/students

4. Maintains Daily Routine (classroom cleanliness, classroom management, overall physical classroom
atmosphere

5. Monitors and evaluates pupils/students’ progress

6. Undertakes activities to improve performance indicators

7. Maintains updated pupils/students progress regularly

8. Maintains updated pupil/student school records

9. Supports activities of governmental and non-governmental organizations

10. Maintains harmonious relationship with fellow teachers and other school personnel as well as with parents
and other stakeholders

11. Conducts Action Plan

12. Supervises curricular and co-curricular projects and activities

Position Title: Administrative Assistant III Salary Grade: 9
Unit/Division: Elementary School Monthly Salary: 21,211
QUALIFICATION STANDARD
Education: Completion of two-year studies in college
Training: 4 hours of relevant training
Experience: 1 year of relevant experience
Eligibility: Career Service Sub-Professional/ First Level Eligibility
KEY RESULT AREA/S I DUTIES AND RESPONSIBILITIES

1. Ascertains that transaction have been properly recorded in books
2. Verify financial statements made by subordinate, verify the journal voucher

3. Prepares adjusting entries and journal vouchers
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4. Prepares trial balances, monthly statements of income and expenditure and other financial
statements

S. Prepares schedules to support statements of accounts and other financial statements for
incorporation in the books of accounts or progress reports

6. Prepares the reconciliation of books of accounts to make the necessary adjustments to maintain
accuracy and updated records

7. Recommends to management and drafts correspondence pertaining to financial/ bookkeeping
matters based on 1ssuances of CO F‘mance a.nd oversight agencies and monitors understanding and

al B, i

8. Pl’O\FldeS mputs for 1mprovement of a.ccountmg section

9. Reviews, revises and gives feedback on the work of accounting and bookkeeping staff

Position Title: Administrative Assistant II Salary Grade: 8

Unit/Division: Senior High School Monthly Salary: 19,744
QUALIFICATION STANDARD

Education: Completion of two-year studies in college

Training: 4 hours of relevant training

Experience: 1 year of relevant experience

Eligibility: Career Service Sub-Professional/ First Level Eligibility

DUTIES AND RESPONSIBILITIES

1. Provides administrative and clerical support to his/her supervisor

2. May be designated to assist either the Principal/School Head or any of the Assistant Principal

3. May also be designated as property custodian or to the canteen services of the school, as deemed
necessary; and

4. Reports to the Assistant Principal for Operations and Learner Support and/or Principal/School
Head
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{Enclosure No. 2 to Division Memorandum No. 5. 2024)

Name of Applicant: Application Code:
Position Applied for: (to be filled out by HR section)
Office of the Position Applied For:
Contact No.:
Religion:
Ethnicity:
Person with Disability: Yes ( ) No( )
Solo Parent: Yes ( ) No( )

CHECKLIST OF REQUIREMENTS

Status of Verification
Submission (To be filled-out by the HRMO/HR Office/sub-
it . b filled out i
Basic Documentary Requirement @ m_}ﬁ the = committes)
applicant; Status of
Check if Submission (Check Remarks
sibmitted) if complied)
f. |Lerter of intent addressed to the Hend of Office or Highest human resource
Officer
b, |Duly accomplished Personnl Data Sheet (PRS) (CS Form No. 212, Revised 2017)
und Worlk Experience Sheet, if Applicable
€. |Photocopy of valid and updated PRC License/1D, il applicable
d. |Photocopy of Certificate of Eligibility / Report of Rating, of applicable
€. |Photocopy of scholastic/academic record such as but not limited to Transeript of
Records (TOR) and Diploma, including completion of graduate and post-
graduate units/degrees, if available
I. | Photocapy of Certificate/ s of Training, if applicable
8 |Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record, whichever is/are applicable
h. |Photocapy of latest nppointment, if applicable
i |Photecopy of the Performance Ratings:
For Teacher II-IT1, BPET positions; last three (3) rating period(s) prior to the
dendline of submission
For Non-Teach «Teaght (] ter
Tencher positions: last rating period(s) covering ane (1) year performance prior
to the deadline of submission, il applicable
J-  |Checklist of Requirements and Omnibus Sworn Statement on the Certification of|
Authenticity and Veracity (CAV) of the documenta submitted and Data Privacy
Consent Form
k. |Other documenis as may be required for comparative assessment, such as but

not limited to:

For applicants to Non-Teaching/Related-Teaching and Schoaol
Admigistration poitions: Means of Verification (MOVs) showing Outstanding
Accomplishments, Application of Education, and Application of Lenming and
Development reckoned from the date of Iast issuance of appointment

Photocopy of Performance Rating obtained from the relevant work experience, if
performance rating in Ttem (1) is not relevant to the position to be filled

For Teacher [I-III/SPET applicants: Means of Verification (MOVs) showing
Outstanding Accomplishments: Oustanding employee award, Innovations,
Research nnd Development projects, publication and authorship, Resource
speaker/consultant, reckoned from the date of lnst issuance of appointment

for Maste| acher applleants: Means of Verification (MOVs) ns per MECS
Order No. 10, 5. 1979

Altesteq:

Human Resource Management Officer
OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

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

DATA PRIVACY CONSENT

I hereby grant the Department of Education the right to collect and process my personal information as stated 'abuw:, for purposes
relevant to the recruitment, selection, and placement of personnel of the Department and for purpose of compliance with the laws,
rules, and regulations being implemented by the Civil Service Commission.

Name and Signature of Applicant

Subscribed and sworn to before me this day of , year -

Person Administering Oath

in consonance with Republic Act No. 8792 or the ~Electronics Commeree Act of 20007, (ellcctronic documents shall have the legal effect, validity or enforccability as any other
documents or legal writing and a) (w)here the Iaw requires a document to be in writing, that requirement is met by an electronic documents if the said electronic documents
maintains its integrity and relinbility and can be authenticated so as to be usable for subsequent reference.



(Enclosure No, 3ato Division Memorandum No. 5. 2024)

INDIVIDUAL EVALUATION SHEET

-

NAME OF APPLICANT:
Vacant Position:
Date of Assessment:

Teaching Posltions

(DepEd Order No. 66, s. 2007)

Criteria Pts.

Remarks

Score

A. Performance Ratings (3 Ratings) 35

B. Experience 5
Experience must be ralevant to the duties and functions of the pasition to be filled
Every year given a point but not to axceed 5 points

C. Outstanding Accomplishments

Short Courses, Study Granis but not to exceed 5 points

Participant in a specialized training, e.g. Specialized Programs, 1 point for every month of attendance

Participant in threa (3) or more training activities in each level
conducted for at least three (3) days not credited during the last

o b

a. Outstanding employee award 4
--awardesa in the schoolloffice 75pL
- awardea in the district/area/cluster 1pt
- awardea in the division/city/province 2pts
- awardea in the region 3 pis
S Naonalawardsels -t o0 4 pts Seur
b. Innovations 4
- concaplualized 5pt.
- started the implementation 1pt
- fully implemented in the school/office 2 pts.
- adopted in the district/arealcluster 3pls:
-.adopted in the division/city/provinca s s S L e Be e ST,
c. Research and development projects 4
- conducted in tha schoolloffica 2 pts.
- conductad in'the district/arealcluster 3 pts,
- condugctad in the division/city province. 4 pls. ke A
d. Publication/authorship 4
- articles published - 1 pL. each (maximum of 4 arlicles)
- co-guthorship of a book 2 pts.
e D e A e b e b
e. Resource speaker/consultant 4
- district / area / cluster lavel 75 pls,
- division / city/ province level 1pt.
- regional level 2 pis.
- national tevel 3 pis.
- international level 4 pls
D. Education 25
- Mastar's Degree (Acad Regls) 10 pts
- Mastar's Degree 15 pis
- Doctoral Degree (Acad. Reqgts,) 20 pls.
- Dactoral Degrae 25 pis
E. Training 5

- District Level 1pt

- Division Level 2 pts.

- Regional Level 3 pis.
Participant in one (1) training conducted for at least three (3) days not credited during the fast

{promotions:

- National Level 4 pis.

- Intemational Laval LSl - s e e S S el
Chair /Co-Chair in a technical/planning committee

- District Level 1pt

- Division Level 2pts.

- Regianal Level 3 pls.

- National Level 4 pts

- Intemational Level 5 pis
F. Potential 5

G. Psycho-social Attributes

Total 100




{Enclasure No. 3h to Division Memorandum No.

5. 2024)

INDIVIDUAL EVALUATION SHEET (Non-Teaching Positions)

(based on DepEd Order 007, s. 2023)

Nam :
e of Applicant Date of Assessment:
Position Applied For:
Welght Allocation
Criterla Means of Verification General | $61-9 Computation/ Rubrics / Remarks Score
Safvicas (Nean Gerarad | 50 10-13
Torvicet]
EDUCATION — OTRor Cert of Units Earned 5 5 5
. Certificate of Training
TRAINING 5 5 10
__ Service Record of COE
|PERFORMANCE 10 20 |
For positions with experience requirement:  |_ l{-::f formance fating covering 1 year perf = from current or job relevant to the pasition to be|{Performance Rating/S) x Welght Allocation
For pasitions without experience Board Examination or Caresr Service B gibility rmtings; OR (Bourd Exom or €S oting / 100) x Weight Allocation
requirement:
PD 847 or Farelgn School Honor Graduate Eligibitity (FSHGE) | Sumbmia Cum Lade 20 pis
Maygna Cumn Layde +18 pts
Cum Loude -18 pis
OUTSTANDING ACCOMPLISHMENTS s | 10 I 10
Awards and Recognition 4
a.1 Citetion and Commendation (for . A Letter of Citation or Commendation from previous employer - Three (3} or mosre letters of citotion -4 pis.
applicants to general services pasitions only) «Two (2] letters of citation -3 pts.
- Gine (1] letter of titation -2 pts.
0.2. Academic or Inter-School award (for | A Academic or Interschool Award; o
5 | - At lmatt ) scademic of inter-school awards or
am@nts with no or less than one yeor work | g TOSP Award; or K e Tow iha Soesi TS B o
L Ct) L any d that the agpl belengs to the Top 10 in the Board ar Civil Servicle Eligibility
Examination - Al ledl 2 academic/ inter-school awards 3pls
- Al least | academic/ inter-school awards - 1pts
a.3 Outstonding Employee Award (for | A Any lssuance; memorandum or document showing the Criterta for the Search; AND Awards given by higher ofice -4 pts
applicont wi work ience, |___ 8. Centificate of Recognition/Merit Awards given by aplicant’s local office -2 pt
Research and Innovation 4
A, Proposal duly approved by the Head of Oifics ar the designated Research Committes per DO 16, 5.2017
I MOVE Sabmitted:
_ @ Aezormplishment Report veriled by the Head of Office ABDCED =4 pis
. Cert Meation of utilization of the Innevstion or research, within the school/office duly signed by the Head of ADCKRE -dpls
Office Cly A, Band € -3pks
0. Certification of adaption of the innovation or research by another school/olfice duly aigned by the Head of Only Aand B -2pis
Office Only A 1pts
E. Proof of citathan by other resesrchers [whose study/fresearch b likewlie approved by autharlied body) of the
= concept/s developed in the rescarch.
Subject Matter Expert / Membership in NTWGs or Commiittees [ 3
= ot dum ah e in NTWG of cornmittee; SIS Stbonibiaet
A Centifieste of & ion or and Al MOV “Ips
= Omlﬂnglﬁmg‘ the organiration / Depd Only Asnd B -ipis
Resource Speakership / Learning Facilitation [ 2
A lssuance / Memorandum [ invitation / Tralning Matrix; AND
@ Certifi of Recognition / Morit / Com dation [ Appredation; AND Speakership in Higher Office/ Level -2pts
(. Siide deckds used and/or Session gulds/s Speakership in aplicant's local office -1pt
NEAP Accredited Learning Facilitator 2
A. Ceitificate of Recognhion as Leaming Facilitator lksusd by NEAP Regional Office Accredited Natlonal Asessor RS
8, Certificate of Recognition as Learning Fasilitatar issued by NEAP Central Office Aczredited Natianal Tralner Sl
Accredited Reglanal Tralner -ipt
APPLICATION OF EDUCATION [ n/a | 10 | 10
For positions with experience requirement —— A, Actlon Plan approved by Lhe Head of Office ;
| B. Accomplishment Report verified by the Head of Office m!ﬁmn%wmﬂ E‘fﬁ’f [s!%!a&:!:ygm
s
| ¢ Cerification of the utlllzation / adoption signed by the Head of Offics OniyALB 75th Soks
Onlya Spis 1pt
For positions with no experience requirement | Certificate of GWA/ OTR/ Diploma/ Special Order or other certifications {(GWA /100) x weight allocation
APPLICATION OF L&D [ na [ 0 | 10
A Certificate of Training or Certification on 2ny applicable L&D intervention acquired that is aligned with the
= sividual Develop Flan IDPY; for | appiicant, from HA that the LED Intervention s
aligned with the core task of the applicant in their current or previous position shall be required; SOV sibaiitid: fitkivait’ MatMeleiant
g, Action Plan/Re-entry Action Plen (REAP) / Job Embedded Learning (ELY Impact Froject applying the leamings All MOV 10pts Spis
from the L&D Intervention dope/attended, duly approved by the Head of Office.
€. Accomplshment Report together with a General Certification that the L&D Intervention was wsed/fadopted by OnlyA BEC 7pts 3pts
T theoffice at the local level; e i
L A lishment Report together with a General Certification that the LAD Inlervention was used/adop
a different office at the local/higher level, 2, Bl Apu 198
POTENTIAL 55 20 20
Written Examinations nfa 150 1sc|
Skills or Work Sample Tests :: ; .
Behavioural Events Interview




