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To:

CALL FOR APPLICATIOII FIOR THE POSITIOtr OF VOCATIOITAL SCHOOL
N)MIITISTRATOR I POSITIOII Ur SDO QUEZOITT

Assistant Schools Division Superintendents
Chiefs - CID/SGOD
HRMPSB Members
Public Elementary and Secondary Schools
All Otlers Concerned

1 This is to announce vacancy in the Department of Education - Schools Division of

Quezon for positions listed below. AII interested applicants who are qualified for the
position are q'elcome to apply regardless of age, gender, civil status, disability, religion,

ethnicity, social status, income, class or political afliliation.
IIIOIT . TEACHII{G POSITIOIT

Positiou Salary
Grade

Monthly
Salary (IYBC

sTel

IYo. of
Position/ s

Place of Asslgnment

MANUEL S. EI.TVERGA
MEMORIAL SCHOOL

OF ARTS AND TRADES

Vocational School
Administrator I

'22 71511

2. The Qualifrcation Standards (QS) of the said position is as foliows:

Position Education Tralnlug Experlence

Vocational School
Administrator I

Master's Degree in
Education or other
relevant Master's

degree

16 hours of
releva nt

training in
ma nageme nl

and
supervision

3 _vears
relevant

experience
involving

management
and

SU rvlslon
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Eligibility
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Preferred Additlotal Qualiflcaltionst- May have managed, supervised or taught in a Technical-Vocational
- Graduate of a Technical-Vocational Course (Undergraduate / postgraduate)
- Must be an NQESH Passer

3. Interested qualified applicants subalt their pertiaent documents with 6ear taf to the
nearest sub-of{ice (Real, Catalauan or Gumaca) or to t}re Records Section of SDO euezon,
Talipan, Pagbilao, Quezon. The pertinent documents shall include the following and must
be arranged accordingly;

MaDdatorv uirementg:
a. ktter of intent addressed to the Schools Division Superintendent thru tlre School

Head where the vacancy exists (for teaching position);

Letter of intent addressed to the Schools Division Superintendent {for related-

teaching position);

b. Duly accompiished Personal Data Sheet PDS (CS Form No. 2 12, Revised 2017) with
Work Experience Sheet, if applicable;

c. Photocopy of valid and updated PRC License;

d. Photocopy of Certjficate of Eligibilig /Report of Rating, if applicable;

e. Photocopv of scholastic/academic record such as but not limited to Transcript of
Records (TOR) and Diploma, including completion of graduate alrd post-graduate

units/degrees, if available and applicable to the position being applied for;

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

g. Photocopy of Certificate ofEmployment, Contract of Service, or duly signed Service

Record, rvhichever is/are applicable;

h. Photocop.y* of latest appointment, if applicable;

i. Photocopy of the Perforrnalce Ratings in tlle last 2 rating period(s) prior to the

assessment, if applicable;

j. Checklist of Requirements and Omnibus Sworn Statement on the Certilication on

the Authenticit-v ancl Veracity (CAV) of the documents submitted and Data Privacy

Consent Form (See attached inclosure); notarized by authorized oflicial; and

DEPEDQUEZON-TI\'-SDS O4 OO9-OO3

"O e oting P o s si bi litie s, t nspi r in g I n novotio ns"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline f: (042) 7a4-0366, (O42) 7a4-o164, (042) 784-0391, (042]|7a4-o327
Email Address: quezon@deped.gov.ph
Website: www.depedquezon.com,ph



llepubtir of tl'le nUllrppines

Desortment of @tucation
Region IV.A

SCHOOLS DIVISION OF QUEZON PROVINCE

Ilou-Mandatory Requlreoents but will be used as basis for comparatlve
assessment:

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 l,earning and Development

reckoned from the date of last issuance of appointment; and

ii. Photocopy of the Perficrmance Rating obtained from the relevant work

experience, if Perforrnance Rating is not relevant to the position to be filled,

if applicable.

4. All application documents shall be submitted on or before May 15, 2()1!3 (Moadayl urtil
5:OO in the afternoon, Ifo addluoaal documeats chall be accepted sfter the
deadlioe.

5. As specified in DepEd Order No. 7 , s. 2023 (Enclosure No. 5), applicants shall be rated
as folloq's:

Criterla

a. Education

b. Training

ExperienceC

d. Per{-ormance '20

Outsl anding Accomplishments

f. Application of Education

g. Application of L&D

h. Potential (Written Test, BEI, Work Sample Test) 20

TOTAL

6. Applicants must ensure the completeness, accuracy and veracity of the submitted

documents.
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7. Indiuiduals urho failed to submit Eaodatory docuaentary requiremeats (Item 3.a

to 3.J) oD the set deadline shall not be included la the pool of ofliclal applicaats.

However, failure to submit the noa-mandatory docuoentarSr requlrementt lltem
3.k to 3.1) shall not warrant exclusion froa the pool of oflicial appllcants.

8. Wide and immediate disseminaLion of this Memorandum is desired.

ROMMEL C. A, CESO
Office of the Schools Division Su tendent
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Inclosure to Diuision Memorondum No t4 s.2o2s

ACTTVITIES

Publication & Posting of
Memorandum
Last day of receiving of
application
Initia-1

assessment/ screening
of applications
Submissions of
Shortlist of qualified for
applicants to the
HRMPSB
Preliminary Meeting
with the HRMPSB
HRMPSB Meeting u{th
the qualified applicants
(evaluation of
documents and
interview of qualified
applicants/ open
ranking)
Conduct of the Written
examination / On-the-
Job (OTJ)/ Skiils Test
(for MT and Related

RESPONSIBLE

IIRMO May 5, 2023

Rer:ords O{Iice May 15, 2023

III{MO May 17-19, )O'23

May '2'2, 2O'23

TTRMPSB/ AO rvl
Secretariat

Mav )2. '2O23

TTRMPSB/ AO rvl
Sccretariat

May '23-26, '2O)3

HRMPSB/ AO iV
Secretariat

May 23-26, '2O'23

I I ITMPSB/ End-uscr'
(Chie0

Mav '23-26. 2023

HRMPSB IAOI!/ /
Secretariat

May 29,2023

INDICATIIrE
SCHEDULE

ITO, OF WORXII{G
DAYS

3

A() IV 1

1

5

Teaching positrons)
Check the written
exam/OTJ/skills test
(for MT and Reiated-
Teaching positions)
HRMPSB deliberation
and preparation of
Comparative
Assessment Result
(CAR)
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Annax c

Name ol ApplicEnt: 
_

Position AppliEd For.
Office ol the Position Applied For
Contact Number:
ReliSion. _
Ethniciry:
Person with Disabiliry Ycs ( ) No (

Solo Parcnt: Yes ( ) No ( )

CIIECBJ,IST OF REQ I'IREUEf,T6

Appucatron Code:

Photocopy ot Pcrformecc Ratin8 obta.ined trom the relcvant
work €xpericnce, if perforrnaice latrng in Item (r) ,s oor relcvant

'Gsiriofl to be tilled

Human Resou.ce Management Officcr

OUIIIBUA AITORX SfATEUEIIT

CERIIFICATIOIS OF AUTHETTICITY A]TD VERACITY
I hereby cenify that €I inlbrErauoi above are lde and corr.ct? ard o[ my personal knowlcdge and bclief, arid the documcnts
submrtted herewith arc originai and/or cerhficd true copres rhereot

DAtA PRTVACY COXAETT
I hereby granr the Departmcnt oI EdLcation Lhe right to collect and process my pcrsonal inlormatron as stated above, for purposes
relevanr to the rcc.uitment, selection, and pl6cement of personnel o[ the Depanhcnr and tor purpos€s oi compliance u.ith thc
Iaws, rules, and reguLatrons berng rmplcmentcd by the Civrl Service Coormrssion.

Nsire B.f)d Sjgnaturc of Applicart

Subscribcd and sworn to b€fore me thrs -.-- day of

Person futrniniaterinR Oath

Basrc Documenlarl R.qurremenr

Status of
Submlssion

Vcrifisation
(fo tR lqcd tut bg ttt Htati,o/ HR gF..J stb-{edlua)

Status of
Submission R€marks

a, I.etter of intcnt addresscd to the llead of Office or hithest
human r€source olllcer

t Duly accomplished Persona.l Data Sheer {PDSI
ICS Form No. 212. Reused 2017) an.l Wo.k Experienc€ Sheel, if
aIplicable
Photocopy of !a.Ld and updatcd PRC Lic€nse,,tD, il applicable

d PhotocoF,y of Cert{icate oI Elraibilrry / Re port of Rarin8, if
e!r.liqCble
Photocopy of scholastic./academic rccord 

"uch as buL noL
lmited to Transcnpt of Re.ords (TORI and Drptoma, incL..rdrng
completron oI graduate and post-Braduare unias/'dcgrees, iJ
available

f Phorocofy ol Certificate/s ot Training, iI applicabie
8 Ptotocopy ot Ccrtificalc of Emplovmenr, Conrrad ofS€rvice, or

dul! siBred Service REcord. whrche!er rs ar€ aJri,]icable
h Photocopy of letest tmenr, il applicable

Photocopy of the Performance Ratings in ahe lasr ratin8
penod(s) covcrin8 one (l) ,year perlomance prior to the dcadline
of submissron, if applicable

i

1 Checklist o[ R.quirements and Omnrbus Swom Statemen! ofl
the Certficatiolr on the Authentrcrty and Vcracrty (CAV) of the
documenl.s submitted an.l Data Prrvacy Consent lbrm

k. Other documents as mav be required for co,:lparative
ass€ssment, such as but nol ltnlLed roi
Means of Vcrification lMOVsl showing Outstandirg
AccomplishrDents, Applica$on of Educatio., Bnd  pplication oI
l-?srning ard Developmenr reckon.d irom thc date of lasr
issuanc€ of at,r)ointmenl

In consotuc. Eith R.rub[.-tcr No 479]2 ur Lhr Eit6otr< c t?t.. Atl ol2aao' I.tlerrronr dw@enrs !h hsk rhr ]qil.3ar. yittr,ry.r rntd.cerrLtiy.. ut DorE
drumcntor Lad uns8 &d arlurh.r. lh. aw nquEd a d-cE.nr Lo b. h hurs, tiurEquuc.n( s E.r by &.k rro c dcud.nr 

'I 
lh. sli cE llDturddaEmr


