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REGIONAL MEMORANDUM
No. 0980 | s 2024
To:  Schools Division Superintendents

Assistant Schools Division Superintendents
RO and SDO Division Chiefs
All Personnel and Staff
All Others Concerned

SEP

ACCEPTANCE OF APPLICATION FOR VACANT POSITIONS
IN THE REGIONAL OFFICE

19 wi

1. In adherence to the principle of merit and fitness and to ensure that the Office
hires and retains the right people for the right job at the right time, and in compliance
to DepEd Order No. 19, s. 2022, The Department of Education Merit Selection Plan,
this Office announces the acceptance of application for the following vacant positions
along with their corresponding minimum qualifications:

Position Title SG | Lev | Educational Training Experience Eligibility
el Qualification
EDUCATION 22 2 Master’s 8 hours of 2 years as RA 1080
PROGRAM Degree in relevant Principal or | (Teacher)/LET
SUPERVISOR (5) Education or training 2 years as
(HRDD-3, QAD-1, other relevant Head
FTAD-1) Master’s Teacher or
Degree with 2 years as
specific area of Master
specialization Teacher
CHIEF 24 2 Masteral 24 hours of 4 years in Career
ADMINISTRATIVE Degree training in position/s Service
OFFICER (1) management involving (Professional)
(Administrative and managemen | Second Level
Officer V - supervision t and Eligibility
Finance Division) supervision
ADMINISTRATIVE | 15 2 Bachelor's 4 hours of 1 year of Career
OFFICER IV (1) Degree relevant relevant Service
(Administrative training experience | (Professional)
Officer III- General Second Level
Services Unit) Eligibility
ACCOUNTANT I 12 2 Bachelors none none RA 1080
(1) Degree in required required (CPA)
Commerce /
Business
Administration
major in
Accounting
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Position Title SG | Lev | Educational Training | Experience | Eligibility
el | Qualification
COMPUTER 11 1 Bachelor's none none Career
MAINTENANCE degree relevant required required Service
TECHNOLOGIST 1 to the job (Professional)
(1) Second Level
Eligibility
ADMINISTRATIVE | 4 1 Completion of none none Career
AIDE IV (Clerk II) two years required required Service
studies in (Subprofessio
college nal)
First Level
Eligibility
2. To expedite the evaluation and selection process, interested and qualified

applicants are advised to submit their documents in a GREEN FOLDER with
PROPER TABBING and LABELLING, in HARD COPY not later than October 4,
2024. The following documents must be included:

1.Checklist of Requirements with Omnibus Sworn Statement on the
Certification of Authenticity and Veracity of the documents submitted and
Data Privacy Consent Form, notarized (see attached template).

2. Letter of Intent/Application Letter addressed to MARIA INES C. ASUNCION,
Director III, OIC-Regional Director, Department of Education, Caraga
Regional Office, J. Rosales Avenue, Butuan City

. Duly accomplished Personal Data Sheet with Work Experience Sheet, if
applicable (CS Form 2012 Revised 2017) which can be downloaded at
WWW.CSC.gov.ph

. Photocopy of valid and updated PRC License/ID (if applicable);

. Photocopy of Certificate of Eligibility /Rating (if applicable);

. Photocopy of Transcript of Records, with CAV;

. Service Record / Certificate of Employment (if employed);

. Photocopy of the 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);

9. Photocopy of Certificates of Trainings Attended (if applicable);

10.Photocopy of Certificates of Recognition, Commendation, and other MOVs

(refer to DepEd Order No.7, s. 2023 for the documents needed to support
the criteria on Outstanding Accomplishments, Application of Education
and Application of Learning and Development (if any).
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3. The recruitment, selection and evaluation of document will follow DepEd
Order No.7, s. 2023, Guidelines on Recruitment, Selection and Appointment in

the Department of Education. Applicants are encouraged to review the specific
documentary requirements and mode of verifications (MOVs) per criteria.

4. Application submitted beyond the deadline and/or with incomplete
documents will not be entertained. Applicants are advised to include all possible
documents in their application folders since the committee will no longer accept
additional documents beyond the deadline. Applicants shall submit one (1) set of
application folder per position applied.
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5. DepEd Caraga strictly adheres to an equal employment opportunity policy and
encourages applications from qualified applicants regardless of age, school, gender,
civil status, disability, religion, ethnicity, social status, income class, paternity and
filiations, political affiliation or other similar factors/personal circumstances that
align with the principles of merit, fitness for the job and equal employment

opportunity.

6. Immediate and wide dissemination of the contents of this memorandum is

desired. .

MARIA INES C. ASUNCION
Director III
Officer-In-Charge
Office of the R@gional Director

Encls.: CSC Publication of Vacant Positions
Checklist of Requirements with Omnibus Sworn Statement Template
Reference: DepEd Order No. 19, s. 2022
DepEd Order No.7, s. 2023
To be indicated in the Perpetual Index
under the following subjects:

EMPLOYMENT RECRUITMENT SELECTION
ASD/srp
0971972024
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Name of Applicant:
Position Applied For:
Office:

CHECKLIST OF REQUIREMENTS

Contact Number:

Religion:
Ethnicity:

Person with Disability: Yes( ) No( )
Solo Parent: Yes( ) No( )

Application Code:

Annex C

Basic Documentary Requirement

Status of
Submission
[To be filled-out by the
applicant;
Check if submitted)

Verification
{To be filled-out by the HRMO/ HR Office/ sub-committee}

Status of
Submission Remarks
(Check if complied)

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

Duly accomplished Personal Data Sheet (PDS)
(CS Form No. 212, Revised 2017) and Work Experience Sheet, if

applicable

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

Photocopy of Certificate of Eligibility /Report of 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

el

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

o =2

Photocopy of the Performance Ratings in the last rating
period(s) covering one (1) year performance prior to the
assessment, 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 (Annex
]

Other documents as may be required for comparative
assessment:

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

OMNIBUS SWORN STATEMENT

CERTIFICATION ON AUTHENTICITY AND VERACITY

I 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

I hereby grant the Department of Education the right to collect and process my personal 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.

Attested:

Human Resource Management Officer

Name and Signature of Applicant

In consonance with Republic Act No. 8792 or the "Electronic Commerce Act of 2000", (e)lectronic documents shall have the legal effect, validity or enforceability
as any other document or legal writing and a) (wjhere the law requires a document to be in writing, that requirement is met by an electronic document if the said
electronic document maintains its integrity and reliability and can be authenticated so as to be usable for subsequent reference.




