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REGION VIl -CENTRAI] VISAYAS      .`,.
Schools Division of Cebu .Province

Office of the Schools Division
Superintendent

August 7, 2.023

DIVISION MEMORANDUM
No.     30G>    s.2023

A

RANKING Op AppLlcANTs FOR GulDANCE cOuNSELOR 1I - sHs , pRomcT
DEVELOPMENT OFFICER {PDO) I - SHS, ADMINIS+RATIVE ASSISTANT `111 AND II

OF SDO CEBU FOR SYE£023-2024

To:    Assistant schools Divisiem superinten,dents
Division Chiefs
Education Program Supervisors
Public Schools District Supervisors / District Caretakers
Elementary and Secondary School Heads
All Other Concerned

1.  The  Office  announces  the  Ranking  of Applicants  for  Guidance  Counselor-SHS,
Project  Development  Officer  (PDO)  I-SHS,  Administrative  Assistant  Ill  (Senior
Boolckeeper) and Administrative Assistant 11 (Disbursing Officer) for Calendar Year
2023 -2nd round.

•`2.  Applieants Shall..be. asses.sedri±tflizing.. the. fonowing hiririg, guide]ines`/.isouances`:

Deped Order No.  19, s.2022 I "The Deparfuent of Education Merit Selection
Plan"

Deped  Order  Ho.  7,  s.2023  - "Guidelines  on Recruitment,  Selection,  and
Appointment in the Department of Education"

3.  Applicants shall be guided by the following qualification standards:

Position Title Education Experience Eligibility Training,A

Guidance Master's None required RA     108,0     - None requried
Counselor    .I.I- .d€gre,e.            .. in.I `..a.uid'an.ce
SHSSalary  Grade:12 'Guidance  andC.ouns6hig Counselor

Project Bachelor'§ None ie.quired Career Service None required
Development degree (Professional)  .
Officerl-SHSSalarytirade:11 relevant to the Second    Level

job EHgibifity          ''

Address: lpHO  Bldg., Sudlon,  Lahug, Cebu City

Telephone Nos.: (032) 255-6405
Emai] Address: cebu,.Province@deped.gov.ph



Position Title Education Experierice Eligibility Training

Administrative ' Preferred: One (1) year 4 hours Career .Service
As sistant            Ill Bachelor's relevant relevant .(Sub
(Senior degree in experience in traini.n8 in Professional)
B.ookkeeper) .SalaryGrade:   9q Business accouning • ' accouriting; ` . Firs't Level

Administration, acftyities/tasksegiv`One.(i)..ye`ar. aha 4 hours Eli8ibiHty ..i?CareerService
Major in              .+ training on
Accounting; orCompletionof the use ofcomputers.and

at least two (2) spreadsheet
years studies software (eg.
ip Bachelor's Microsoft
deg.fee inAccountancy or`coffiffieree!;..orCompletionof•two(2)yearsstudiesincollegewithatleast9unitsi,naccountingsubjectsPrescribed: Excel)           ,...\,j4hours

•C`ompletion.of2 I.relevant •(Su-b

years of studies relevant training Professional)  .
in college experience F`irst        I,evelEligibility

•Administ,rative Preferred:    , One (1) year 4 hours of Career Service
As sistant              11 Bachelor's relevarit relevant , (Sub
(Disbursing degree i,n experienceOne(1) year training and 4 Professional).
Officer) Business hours training First Level

•,-Salary Grade: 8 Administration, on the use of Eli8ibmty   `f..
Major in computers

• Accounting; orCompletionsof andspre.adsheetsotware(eg.

at least two (2) Microsoft
years studies Excel)4    hours S

in Bachelor'sdegreeinAccountancy orCommerce;orCompletionof•givo.(2,.).pegr§studiesincollegewithalleast9unitsinaccountingsubjectsPrescribed:Completionof2 ':ACareerService.

Fears of stu.dies . •relevant .I.elevaut ..(isub.
in college experience training   . Professional)   .FirstLevelEligibELty

lJ
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4.  The point system for Evaluative/ Comparative Assessment are as fouows:

CRITERI.A BREJKDOWH OF.`;POINTS
Related-Teaching: Non-Teaching: Nori-Teaching:

(Guidance Counselor (Project Administrative
II.dsH`S)I.7`. Deieloprment Assistant 11.I

offiider I-sHs) and 11)

a  Education 10 5 5
b. Training 10 10 '5

c. Experience   ~' 10 15 20
d. Performancee.OutstandingAccomplishments 20 20 20

1'0 10 J'10

f. Application to 10 10 10
Education i
•g. Appfication ofL&D I.1..0                       gr  I I 1'0` 10-

h. Potential (Wr`ittenTest,BEI,WorkSampleTest) 20 20                '` `.\ 20`

TOTAL: loo loo         I. loo

5.  Appucants who do not meet the minimum quamcatio.n standards set for the vacant
positions are automatically disqualifiied to advance in the screening process.

6.  Ai]pricants for promotion must have at least one .(1.}  complete RPMS cycle of the
present position before he/ she can apply for the next higher positiono

7.  Applicants shall prepa.re only one (1) folder contajrfug pertinent documents which
.`.     are certified true copies of the original documents.  Applicants are required to bring

the original documents upolf-submission of the ap.plication.

8.  Applicants  who failed to submit the complete mandatory .requirements on the set
deadfine shall not be included in the pool of official applicants.

9.   The pertinent documents are to be aITanged and fastened in a white folder with
proper tabbing and a table of contents based on the list, as attached.

10.Additional documents submitted after .the deadfine sham not be accepted unless the
Human   Resource   Merit   and   Promotion   Selection   Board   (HRMPSB)   re
additional documents which are  not herein  Hsted  to  Substantiate  the  cia
applicants.

11..Appficamts for the  various posifrons  shall accomplish the  Da-fa. Privaey .Consent
Form relative to the posting of the ranking results for the position applied.  .Refer .to
the attached form.

12. Refer to schedule of activities for the ranking of vacant positions.

ACTIVITY INCLUSIVE DATES VANUE
Submission  of application August 10-25, 2023

r-HRUnit
folders   through   the   HR (Mondays-Fridays  8:am-
Unit 5 : 0 0pm              excludinghondays)

Posting      of     Shortlisted
August 29, 2023

•,SD0H`RMPBS Board;'`q
appHcants      for     various
vacant        po sitions        in
conspicuous places
Assessment/ Review         of August 30, 2023 -

SDO Conference t]aill    ,a.pp,Hcants'            p ertineat. .Septemher 1, 2`02.3
documents

+r+ I



Conduct        of       whtteri September 4-6, `2023 SDO Conference Hall
examination  interview'Checkin8/'8rading'..     of`

Se.Ptember 7-8, 2023

Lr-I         ,  .SDOCon.ference'Hall

written.   tests    given    to
a  plicants
Consb.ndation of points  or

'Sepfember 11, 20'23 •HR  Unit/a.ffice   Of  .the.

scores for posting HRMPSB Chaiman
Posting        of'      Tentative S.6ptember 13-22, 2023 sDo                .'  HRndpsBBoard/Officialwebsite
Comparative    Assessment
Result  CAR

13.  Members  of  the  HRMPSB/HR  Unit/   Secretariat  an  an  other
committee members shall be given Compensatory Tine-Off (CTO) orI:

b-selection
awe credits

p--...-`.-

whatever is applicable for the work or services rendered during Saturdays/HOHdays.
¢

14.AppHcants and the HRMPSB rcommittee srmu strictly comply at all tines with all
•precauti.enary meas.u.res inchading but not Hmited to Social distaneing? etc.

15.  Meals, Accommodation, and Other Expenses incuITed during the conduct of the

facctiLvigdsgyaflth:escchhoaor[8£:£|es:°haEBg8:8B#=gE+eE:¥:V£:'6a:a::t]t¥e§:£e:::a
to travel from the districts or schools shall be charged to the school's Moon or other
local  funds  available  subject  to  its  availability  and  the  usual  accounting  and
auditing rules and regulations.

16.  This Memorandum sham serve as AUTHORITY TO TEA:VEL for those stationed in
i    the schools or districts.

17.   For immediate, widest dissemination and guidance of all concerned.

firth
SEMEN CIL0 P. PAULIH, CESO V

Dirisionsuperintende*n+



a3Itclosure to Division Me:iil'rorandum No.  _ , s®2023)

LIST OF DOCUMENTARY REQUIREMENTS

1. Application Letteraddressed tq the Schools Division Superintendent indicating
the position applied for;
2. Duly accomplished Personal Data Sheet (CSC Form No. 212, Revised, 2017), with
the latest 2x2 ID picture;
3. Work Experience Sheet;
4. Certified True Copy of Eligibility/Board Rating;
5. Certified True Copy of valid and updated PRO ID/License;
6. Certified True Copy of scholastic/acadeinic records (Transcript of Records and
Diploma, including completion of graduate or post-graduate units/ degree;
7. Latest Service Record/ Certificate of Emplayment/ Contract of Service;
8. Certified    True    Copies    oF'   Certificates    of   Relevant    T`ra:inlng    Attended
taken/attended wlithifl the last five (5) years reckoned from the. date/deadline
of submission;
9. Performance Rating for the last three (3) rating periods/calein~dar or school years
(with at least VS rating) covering three-year performance/s in` the current or latest
position prior to the d.eadline o.f submission;
10. Certified  True   Copy  of  Latest  CSC-approved  appointment/last  promotion
(mandatory requirement) , if applicable;
11. Certificates of Outstanding Accomplishments (Awards,  Innovations,  Research
PrAojects, publications, Speakership) ;

Note`'r `B.eilfig a faeilftatof ea.nfiof be e¥editetl .t® `speakef.§Hip
12. Certificates  of  spec'ialized  training,  scholarship  grants,  chair/co-chair  of in
technical working committee;
.|3. Checklist of Requirements and Omnibus Sworn Statement on the  Certification
of Authenticity and Veracity of`the documents submitted, signed by the applicant;
14 .. DatEi' Pirivaey `Cton's'ent .Form;
15. Other pertinent documents as m'ay be applicable for position applied for.-



Name of Applicant:
Position Applied For:

6a-itact-Number:
ReHgion:
Bthnieity:
Personiirith Disability:   Yes  (    ) No()

cHECKLlsT oF REQulkFMENrs
Application code: _                 a

Solopareut:   Yes(    )    No(      )

Basic Documentary Requirement

Status  of Submission(robefined-outtrytlteappticaut;chcokifsubwhted)
Verificationprobefinedatbgthelap_MO/rmoff ice/sub-comTnittee)              .

Status  ofSubmission•{qkeleiifsemnRE}
Remarks

a, Letter of intent addressed to the Head of Office, or to the highestff.d.tdbtheHeadofoffice

b.
humarlresourceo  leer    esignae      yDulyaccomplishedPersorialDataSheet PDS)(CSFormNo.212,Revised2017)andWorkExperience Sheet, ifapplicablePhotocopyofvalidandupdatedPROLicense/II),ifapplicablePhtoofcertificateofEligibifty/ReportofRating,ifappHcable

C,d
'

\V

e,

0 OC  PyPhotocopy of scholastic/ academic record such as but not ffited toTranscriptofRecordsTOR)andDiploma,includingcompletionofgredua.teapidpost-graduateunits/degrees,ifavaLilablePhotocopyofCertificate/aofTraining,ifappEcablePhotocopyofCertificateofEriploysent,Con`tl.actofService,ordulysignedServiceRecord,whicheveris/areapp¥cal?lefltt.ointment.ifapplioable

•-.

i

f iiiiii_I
9.

I I..h•i` _.Photocopy:o   .a. es.app              . ryPhotocopyOfthePerformanceRarfugs in the last rating period(a)coveringorie(1)yearperformaricepriortotheassessmerit,ifappucableChecklistofRequirementsandOndbusSwornStatementonthe
A-

j.
Certification on the Authenticity and Veracity (CAV) of the
docurneuts subnritted and Data Privaey Consent Form (Anriex a)Otrierdocumentsasmayberequiredforcompai.aliveassessment:

k.

[1
Means of Verification (MOVs) showing OutstandingAccomplishments,ApplicationofEducation,aridAppficatiou ofLeamingandDevelopmentreckonedfromthedateoflastissuariceofappointment¢

nell

Photocopy of Performance Rating obtained from the 1.elevant workexperience,ifperformanceratinginItem(i)isnotrelevanttothe•Dositiontobefflled

OMNIBUS SWORN STATEMENT
.~1.

CERT][F`ICATION ON AUTHENTICITY AND VERACITY
Iherebycertifythatauinformationabovearetmeandcorrectandofmypersonalkeowledgeandbeuef,ahdthedocu|nentssubndtted
hat.e.with  are. arior.rial  and / or r:a.rrifip.i tt.`]e ..onie.a ttip.t.er`f.

DATA pRIVAay CONSENT
I hereby grant the Deparfuent of Educatictn the rgr to couect and process my personal information as stated above, for purposes
relevant to the recruitment, selection, and placement of persc)mel of the Department and for purposes of compuance with the laws, rules,
atid  reoiilatir`tis heitio 1.mt`lemented  hv the  Civi.I  Sp.rvi.r`e.  r!r.mm{.<.fsirm.                                                                      .

ape an(

----I

Attested:

Human Res out.ce Management

inconsonancewithRepubncActNo.8792orthe'ElectronicComperceActOf2000",{e)lectroricdocumentsshallhavethelegaleffectvalidrtyorenforoeabirtyasany
othcrdocumentorlegalwrithganda){w)heretlielowrequiresadocumentfobeinwrithg,thatrequirementismetbyanelectropicdoc~ntifthesaidclectroric
docunj:nt Jmintains its iiitegrity and reliat)inty and call be authenticated So as to be usable for subsequentreference.

Address:lpHOBldg.,Sudlori,Lahug,.CebuCity
TelephoneNos.:(032)255-6405
EmanAddress:cebu.province@deped.gtov.ph __-..--1
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REGION VII -CENTRAL VISAYAS
S¢hoolsDivisionOf`€ebufrovince

DATA PRIVACY CONSENT FORM

We at the HRMPSB are committed to provide you with services that are complaint to the Data Privacy
Act (RA 10173) including its IRK as weu as the other guidelines and.issuances by the National Data
Privacy commission (NPC).    I

Processing of Personal Data:

The  personal  information  being  collected which  m`ay  include  your .fiam€,  contact  numberB}/ emall
address, home and office address, photos, birthdate and the Hke, rna.y be used for (1) ranking purposes

:i;i;:Luc¥e:d=j;;¥cn::¥ti¥s::::o:i:tdoo:yo::e:cr=p;¥c:a:ti:;1::1;er::;:pel¥¥::=:i:::O:ntifn:Pftdens*¥fs;#±t:dthrfj
other agencies. For posting in the agency website, only the names will be indicated q]irthdates, contact
numbers: will not.be. includ.ed), if an employee/ applioq|it. provides written chjeotion to thp post.ing
ofnani;s.onthewebsiteoragency'sbulletinboard,numericoralphabeticcodingmdyberesorted
to. Information may be used further by the agency for research and for sta.tistical pulpopes only.

j

Data Protection:

We  shall  implement  reasonable  and  appropriate  organizational,  physical,  and  technical  security
measures for the protection of personal information which we conected. Only authorized personnel (HR
Unit)  ape  permitted  and  have  access  to  the  couected  information  who  will  treat  any  confidential
information under strict confidentiality. In case of a breach, HRMPB shal.1 notify you and infom the
National Privacy Commission (NPC) in accordance with the NPC Circular 16-03 or Personal Da.ta Breach
Management.  Personal  inform.ation  collected  are  stored  and  later  disposed  of  via  shredding  and
permaliently  deleted  in  our  electronic  ffles  in  accordance  with  R.A.  No.  9470  otherwise  known  as
Nationai Archives of`the Phfiippines Act of 2007.

Rights of the Data Subject:

As the Data Subject, you have the right to be informed of the personal infomation being collected,
processed, and stored by HRMPB as weu as to access, object, rectify, and block the.same. For questions
or concerns, you may contact the HR Unit for further details.,

--

I have read this form, understood its contents, and consent to my personal data. I understand tha.t my
consent does not preclude the existence of other criteria for lawful processing of personal data and
does not waive any of my rights under the Da.ta Privaey Act of 2012 and other applicable laws.

(Signature over Printed Name)

Applicant

rmpsb/uay2023

Address: DepEd Cebu Province, lpHO BIdg., Sudlon, Lahug, Cebu City
Telephone Nos.: 032-2556405
Email Address: cebu.province@deped.gov.ph

Address: lpHO Bldg., Sudlon, Lahug, Cebu City

Telephone Nos.: (032) 255-6405
Email Address: cebu`province@deped.gov.ph
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