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19 July 2021

DIVISION MEMORANDUM
oMNo. { 0 .8.2021

To: Olo-Assistanl Schools Division Superir endents
Chiefs - CID/SGOD
Educstion Progrem Supervisors
Public Schools Districl Supervisors
PSB - Chairman, Members and TVVrG

Public Elementary ard S€condary School Heads
All Others Corcemed

1. ln order to address the scarcity of school heads in the elementary 8nd socondary
schools in SDo-Quszon, this Office invites interested applicants for Teacher-in-
Charge (TlC). Belo are the requirements to servo as guide for the applicants. to wit:

. Education: BEEd/BSEd or its equivalent plus l2 MA units in the lield
administration, supervision, leadBrship, and management
RA 1080 (Teacher)

Teacher lll for 1 year, or Teacher ll for at least 2 years; or
aggregate of Teacher l, Teacher ll and Teacher ll I for five (5)
years.

24 hours of relevant training. Training:

2. Considering that the advise of TlCs is good for one year, those who are pressntly

designated as TlCs must also undergo the process of ranking except when they are
no longer interesled lo serye as TIC atter the expiration of thsir advise.

3. ln ordsr to selecl the most fit applicants for the position, a background investigation
may be mnducted by the top managemgnt.
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4. The aclivities and dates for the enlire proc€ss are as follows:

Date Acdvities CommitteerPolaona
Responsiblo

July 21, 2021 io August 6,

2021
Submission of pertinent

documents to lhe Dislric{ Office
Administrative OfliceE ll
(AO rD, PSDS

August 3,2021 Orientetion ot AO ll & District
Ranking Committee on lhe
evalualion and apprEciation of
pedinenl documents of TIC
Applicants (2 batches-AM & PM)

PSB Chair and TWG

Augusl 9, 2021 to August
13.2021

Eveluetion o, perlinent docunEnts Distric't RankirE Commiltee
and Adminislrative Of,ice$
I

Augusl 17-'18, 2021 Online lnteMew of Applicanis

,reparation of District Ranking

Commille€s will be
announced in a saparate
memorandum

\ugust 19-20,2021 Diskict Ranking Commitiee
&AO

August 23, 2021 Submis8ion of Distric{ Ranking lo
the Division SuFoffics

AO ll ln-Charge of
Personnel at the Sub.Office

Augu6t 25-27, 2021 Division Vslidation oi District
Renking lo be conducted at the
SuFoffice and Finalization of
Districl Ranking

Division TWG and AO ll at
the SuEOfice
(Division TV,/G will be
announced in a separate
memo)

5. lnterested and qualmed applicants should signify their interesl in w ting and submit
the iollowing documents propery labeled and following the arrangement specified in
DspEd Order No. 42, $. 2oo7. The folder should be labeled with Applicant's Nanre,
Position Desir€d, and Contact Number-
a. Letler of lntenl addressed to the Schools Division Superintendent
b. Personal Data Sheet with Picture
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'Creotl,D Posshtll,ttet h,splrlng Inaowtlor,,"
Addrcss:sitio Fori, Br8y. TElipan, Pa8bilao, Qu!.on
Trunkllne *: (042) 784-0356, (042) 784-0164, {042) 784{391" (042) 7S4{321
Emall Addres5: quezon@dc p€ d.8ov.ph
Webrlte: www.depedquezon.com.ph
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Performance Raling (3 Consecutive Years)
Experience (Service Record or Certificale of Employment)
Outstanding Accomplishment (if any)

. Outstanding Employee Awardg
(The award musl be a resut of a search conducted by the Search
Committee whether pubic or private)

lnnovationa
(lnnovations must be properly documented and duly certilied by the head of
office/approving authority where it was adopted, implemented, started and
conceptualized).
Research
(with letter request to conducl aclion research, approved research proposal,
res€arch report, accomplishment report)
Publication
(Wth crpy of the articles published, certific€lion from the publisher, copy of
the certificate of copyrighl registration for authorship of a book, copy of the
published booUartides).
consultanuResource SpeakeEhip in Trainings and Seminarg
For innovations, researches and publication, scanned/printed copy of front
page of program/project, research paper, article/book will be honored.
However, approved hard copy of the whole document with the
corresponding certificate, program, travsl order, memorandum and other
pertinent documents must be presented during the open ranking.

I Education and Training
. Lalest Transcript of Records
. Certificates of Trainings attended

g. Certificate/Proof of Eligibility (Photocopy of PRC License)

6. The Oepartment of Educalion - SDO Quezon strictly adheres 10 the 'Equal

Opportunity Principle' (EOP) on Human Resource Management and DevalopmenlL
qualified applicanis are en@uraged to apply regardless of gender, civil status,

-

disability, ethnicity, religion or political affiliation.

c.
d.
e.
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'qeotlng Posaib fda'. Insphne I nnovdtlons'
Addr€ls: sitio tod, 6rBy. 1a lipa n, Pasbilao, Qu€:on
Trunlllnc * (0421 784{366, (042) 78+0164, (0421 784{391, (042) 784{321
Emall Addrerr qu€ron@deped.gov.ph

W.brltc: rww.depedqueion.com.ph
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7. The mmmiftees that will conduct the Online lnterview of Applicants and Validation of

District Ranking will be issued in a separate division memorandum

Posting and immediate dissemination of this Memorandum is desired.

ELIAS A. ALICAYA, JR., EdD
Assistani Schools Division Superi
Ofiicer-ln-C harge
Omce oflhe Schools Division Superintendent

8.
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'C!.otin, PostlUlii6, IntplrIng Innovotht t'
Mdress: Sitio Fori, Ergy. Talipan, PagbilBo, Quezon
Irunkllm *; (042) 784-0366, (042) 784-01M, {(}42) 784{391" (042) 784-0321
Cmail Mdre$: quezon@deped.gov.ph
w.b3lte *ww.dspsdqu€zon.com.ph
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