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Republic of the Philippines

Bepartmient of Chucation

REGION VIl -~ CENTRAL VISAYAS
Schools Division of Cebu Province

Office of the Schools Division
Superintendent

September 20, 2023

DIVISION MEMORANDUM
No. 39C s 2023

DISSEMINATION OF REGIONAL MEMORANDUM NO. 0667 s.2023 entitled
“Announcing the Vacant Positions in the Department of Education Region VII”

To: Assistant Schools Division Superintendents
Division Chiefs
Education Program Supervisors
Public Schools District Supervisors /District Caretakers
Elementary and Secondary School Heads
All Other Concerned

1. Attached is Regional Memorandum No. 0667, s.2023, entitled “Announcing the
Vacant Positions in the Department of Education Region VII” dated September
15, 2023.

2. Widest dissemination of this Memorandum is highly desired.

SENEN PRISCILO P. PAULIN , CESOV
ﬂSel‘Ié’Gfs—’D_ivision Superintenden%

Address: IPHO Bidg., Sudlon, Lahug, Cebu City
Teiephone Nos.: (032) 255-6405
Emait Address: cebu.province@deped.gov.ph
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Republic of the Philippines

MBepartment of Education
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REGIONAL MEMORANDUM
No. - £ {1‘, “;}‘ , 8. 2023

Announcing the Vacant Positions in the Department
of Education Region VII

To;  Schools Division Superintendents
Assistant Schools Division Superintendents
All Others Concerned

1. This Office hereby announces the vacant positions in the Department of Education
Region VII and invites all interested applicants regardless of age, civil status, disability,
ethnicity, gender, and religious affiliation to submit their application documents for the
vacant positions with the following qualification standards:

Position Title No
Salary Grade .of
Moenthly Salary | Ite
ms

Qualification Standards Place of
Assignment

Education Training Experience Eligibility

Administrative 2 Bachelor's None Required None Career DepEd  Region
Officer 11 Degree Required Service vii-

SG 11 relevant to the (Professional} | Administrative
P 27.000.00 job Second Level | Division

Eligibility {Payroll)
The job descriptions of the abovementioned positions are attached as Enclosure

2. All interested applicants whether internal or external to DepEd shall submit two
(2) copies of their application documents to the Records Section of the DepEd Region VII,
Sudlon, Lahug, Cebu City and  upload soft copies to this link:
https://region7.deped.gov.ph/join-us/ on or before 5:00 PM of September 29, 2023. The

following are the documentary requirements, to wit:

2.1 Letter of intent addressed to the Regional Director;

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

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

2.4 Photocopy of Certificate of Eligibility/Report of Rating, if applicable

2.5 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

2.6 Photocopy of Certificate/s of Training, if applicable

2.7 Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record, whichever is/are applicable

2.8 Photocopy of latest appointment, if applicable

-—T_ Dofia M, Gaisano St., Sudlon, Lahug, Cebu City
DQTPED . 54/ Telephone Number: 639457623193 local 700
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2.9 Photocopy of the Performance Ratings in the last rating period(s) covering one
(1} year performance prior to the deadline of submission, if applicable

2.10 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 attached as Enclosure 2;

2.11 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;

2.12 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.

Items 2.1-2.5 enumerated above are mandatory requirements for positions with no
experience requirement. Applications with incomplete documents shall not be processed.

3. The applicant assumes full responsibility and accountability for the completeness,
authenticity, and veracity of the documents submitted, as evidenced by the Omnibus Sworn
Statement duly signed by the applicant. Any false and fraudulent document submitted
shall be grounds for disqualification. No additional documents will be accepted beyond
the deadline.

4, Qualified applicants shall be assessed based on the criteria set forth in DepEd Order
No. 7, s. 2023, titled “Guidelines on Recruitment, Selection and Appointment in the
Department of Education”, to wit:

Point System for Evaluative Assessment: Non-Teaching Position

CRITERIA Breakdown of Points
General SG 19 SG 10-22 SG 24
Services {Non- and SG 27 (Chief)
General
Services)
a. Education 5 5 5 5
b. Training 5 5 10 5
c. Experience 20 20 15 15
d. Performance 10 20 20 20
e. Outstanding 5 10 10 10
Accomplishments
f. Application of - 10 10 10
Education
g. Application of L& D - 10 10 10
h. Potential (Written 55 20 20 20
Test, BEI, Work
Sample Test)
Total 100 100 100 100

Atfaohed is Enclosure No. 5 to DepEd Order No. 007, s. 2023 titled “Criteria and
Point System for Hiring and Promotion to Non-Teaching Positions” for the guidance and
reference of all interested applicants.

S. The DepEd Regioﬁ VII Human Resource Merit Promotion and Selection Board is
composed of the following personnel:



Chairperson Atty. Fiel Y. Almendra

Director III/ Assistant Regional
Director

Members Ms. Ida F. Cabantan

Chief Administrative Officer (ASD)
Mr. Misael G. Borgonia

Chief Education Supervisor (HRDD)
Ms. Ameelyn R. Coca
Administrative Officer V (HRMO 1)
Chief of the Office where the
vacancy exists

NEU Representative

Secretariat
Chairperson Ms. Helen D. Sabino
Education Program Supervisor
(HRDD)
Members Ms. Dimple F, Mancol
Computer Programmer II (ICTU)
Ms. Riza B. Guangco
Teacher Credentials Evaluator II
(ASD)
Mr. Oscar F. Clitar, Jr.
Administrative Assistant I (PAU)
Mr. Jancent B. Luega
Administrative Assistant I (ASD)
Ms. Jhorina S. Biadnes
Administrative Aide VI (ASD)
Mr. Nelson C. Altirado
Administrative Aide VI (ASD)
Ms. Ma. Cristina F. Payusan
Administrative Aide IV (ASD)

6. Below is the indicative schedule of activities relative to the recruitment and selection
process:

Date Activity Person/ Committee
Responsible
September 15-29, | Submission of Application Applicants
2023 Documents
September 20, | RSA Guidelines AVP as Orientation to Applicants
2023 Applicants (a link will be provided to
the applicants)

September 15-29, | Checking of completeness  of HRMO and HRMPSB

2023 application documents Secretariat
September 30- | Initial evaluation of the Applicant’s HRMO
October 18, 2023 | qualification vis-a-vis the
Qualification Standards
October 19, 2023 | Presentation of Initial evaluation HRMPSB
results (IER}) to HRMPSB and
approval of IER
Qctober 20, 2023 Release of Notice to Qualified and HRMO and HRMPSB
Disqualified Applicants and Posting Secretariat

of Initial Evaluation Results




October 16-
18,2023

Assessment and Rating of Applicants

HRMPSB, Applicants

November  6-10,

Behavioral Event Interview, Written |

HRMPSB, Applicants

Authority

2023 Test and Work Sample Test of

Applicants
November  6-10, | Conduct of Final Deliberation and HRMPSB
2023 Finalization of Comparative

Assessment Result
November 13, | Submission of Comparative HRMPSB
2023 Assessment Result to the Appointing

Posting of Comparative Assessment

HRMO, HRMPSB

Result Secretariat
November 13, Conduct of Background Investigation BI Team
2023 :
November 24, Posting of Notice of Issuance of HRMO, HRMPSB
2023 Appointment -

The above schedule is still tentative and is subject to change. Applicants are advised to

Secretariat

check their email addresses for updates on the schedule of activities,

7. For more information and other concerns, you may contact us at 0945 762
3193/319 1873 loc. 700 or email at hrmpsb.ro7@deped.gov.ph.

8. Expenses incurred by the HRMPSB relative to the conduct of the recruitment and
selection process are charged against the Regional MOOE, subject to the usual accounting

and auditing rules and regulations.

9. Immediate dissemination of this Memorandum is glqsired.
£

STJ/FYA/ASD/IFC/arc

&
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SALUSTIANO T. JIMENEZ JD, EdD, CESO V
Director IV
Regional Director
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CHECKLIST OF REQUIREMENTS

Annex C

Name of Applicant: Application Code:
Position Applied For:
Office of the Position Applied For:
Contact Number:
Religion:
Ethnicity:
Person with Disability: Yes{ } No{ }
Solo Parent: Yes{ } No( )
Verification
) ' Si:;:;:siofn {To be filled-out by the HRMO/HR Office/ sub-committee}
Basic Documentary Requirement {To be filled-out by the Status of
applicant; issi
Check if submitted) IC%;;;IS:LC;ZI Remarks
a. [Letter of intent addressed to the Head of Office or highest
human resource officer
b. |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

e.

Photocopy of scholastic/academic record such as but not
lirnited to Transeript 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

ceelEl mafe

Photocopy of the Performance Ratings in the last rating
period(s) covering one (1} year performance prior to the deadline
of submission, 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

Other documents as may be required for comparative
nent, such as but not limited to:

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

Attested:

Hurman Resource Management Officer

OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

1 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

N

1 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 purpoeses of comnpliance with the
laws, rules, and regulations being implemented by the Civil Service Commission.

Subscribed and sworn to before me this day of

, year

Name and Signature of Applicant

" -Person Administering Oath

in consonar'we with Republic Act No. 8792 or the "El;zc!ronic Commerce Act of 2000", {e)lectronic documents shall have the legal effect, validity or enforceability as any other
document or legal writing and a) (wihere the law requires a document to be in writing, that requirement is met by an electronic document if the said electronic document.
majntains its integrity and refiability and can be authenticated o as to be usable for subsequent reference.
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Enclosure No. 5 to DepEd Order No. 00 7, 5. 2023} T sercpomearie
CRITERIA AND POINT SYSTEM FOR HIRING AND PROMOTION TO
NON-TEACHING POSITIONS

1. The assessment for Non-Teaching positions shall be based on the following
criteria:

a. Education units and/or degree relevant to the position to be filled,
exceeding the minimum qualification requirements as defined in the CSC-
approved QS;

b. ‘Fraiming hours relevant to the position to be filled, exceeding the minimum
qualification requirements as defined in the CSC-approved QS, acquired
after the last promotion but within the last five (5} years;

c. Experience relevant to the position to be filled, exceeding the minimum
qualification requirements as defined in the CSC-approved QS;

d. Performance based on submitted performance rating covering one {1} year

or 12 months performance in the cwrrent or previous job or position

relevant to the position to be filled;

Cutstanding Accomplishments acquired after the last promotion;

Application of Education acquired after the last promotion;

Application of Learning and Development (L&D} acquired after the last

promotion; and

Potential measured using other evaluative assessments.

Boga e

2. The point system for ¢valuative assessment is detailed in Table 1. Points
asszgned to each criterion shall vary from one salary range to ancther, giving
premium to specific criteria that are more relevant to the position to be filled. As
such, for General Services positions, higher premium is given to Potential (55 points)
and Experience (20 points) than the other criteria. Similarly, Chief positions (SG-24)
give more focus on previous Performance (20 points), Potential (20 points), and
Experience (15 points},

Table 1. Point System for Evaluative Assessment: Non-Teaching Positions

Criteria ‘ Breakdown of Points
General 8G 19 8¢ 10-22 8G 24
Sexvices {(Kon-General and {Chief}
‘ Hervices) 5G 27
a. Education R 5 5 5 10
b. Training 5 5 o }0 5
c. Experience e 2¢ 20 15 15
d. Performance , o ”;10 20 20 1 20 ;
o Gatstonding Sl e S
Accomplishments 1 S 10 1. 10 s ?0
f Apphcatmn of Educratxonv , - 10 10 10
g Apphcatmn of L&D o 10 10 0
h. Potential (Written Test,
BEI, Work Sample Test) 53 20 20 20
Total 100 100 100 100

Page 1 of 18
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Rubrics for Computation of Points per Criterion

3. Education,

Training, and Experience (ETE). The points for ETE,

corresponding to the applicant’s qualifications exceeding the QS, shall be computed
using the Increments Tabie (Table 2.a, 2.b, 2.¢} and the Rubrics for Computation of
Points for ETE (Table 3}. Only those qualifications that are relevant to the position to
be filled shall be given points.

Table 2.a. Increments Table — Education

Increment Rangle i
Level From To ;
i 1 Con Read and Weite Elementary Level Education
7 Flementary Graduate Jnior Ligh School Level Bducation (K 10 12)
e s High School Level (Old curricutum) =~
3 "~ Completed Junior High School {K to 12} Senior High School Level Education (K to 12
T “Senlor High School Graduate (K10 33) 1 'Lessthan 2 years of College
High School Graduate (Old curriculumy
! S Completed 2 years in College Less thare a Bachelors Degree but more than 2 |
years in Cal :
[ Bachelors Degree Lsss than 6 Units ecarned towards the completion ¥
of g M: 's degree i
7 G Units earned towsrds the completion of & Less than 9 Units earned towards the completion”
Master's Degree of & Master's Degree
8 9 Units earned towards the cowpletion of 5 Less thayt 12 Unils earned towards the completion
Master’s Degree of 8. Mi 's Degree
g 12 Units earned towards the completion of o Less than 15 Units earned towards the completion
Master's Degree of g Master'’s
10 15 Unijts carned towards the completion of a Tess than 18 Units earned towards the completion
Master's Degree of 8 M; g
11 18 Units corned towards the completion of a Less than 21 Units carned towards the completion
Master's Degree of a M ‘s Degres
12 21 Units earned towasds the completion of o Less than 24 Units carned towards the eompletion
Master's Degree e ofaM 's Degree i
13 24 Unite corned tosvards the oomplcuon ofa Less than 27 Units earned towards the completion |
Master's Degree of o Mi s Degree ) :
14 27 Units carned towards the copletion of a Less than 30 Units earned towards.the completion
H Master's Depree of 2 Master's Degree
{ 15 30 Units carned towards the completion ofn less than 33 Units earned towards the completion
Master’s Degree of a Master's D
16 33 Units carned towards the completion of s Less than 36 Units carned towards the completion
Master's Degree of o M 's Degres
17 36 Units carned towards the completion of a Lass than 39 Undts earned towards the compietion
Master's Degree. of a Master's Degree.
18 39 Units carncd towards the oompledon ofa Less then 42 Units earned towards the completion
. Master's of 8 Master’s Degree
1Yy 42 Units mmcd towards the complctlon ofa Less than Complete Academnic chulmments campicted‘
s Degree towards the pletion of a M s Degree
20 Complete Ac:ﬁ;nﬁc Rm_uimncnts compléted css than an awarded Master’s Degres
1 LW Degree
21 Masters negrm Less than 3 Units earned towardy the copletion
of o Doctarate
22 3 Units earncd towards the completion of 2 Leas than 6 Units carncd towards the completion
Doctorate ) . of a Docforate .
B 23 6 Units carned towards the conpletion of a T.ss than 9 Units carned towards the completi
Doctorate & Doctorate
24 9 Units earned towards the completion of Less than 12 Unite earned towands the completion
Doctarate of a Doctorate
25 12 Units earned towards the comp!etim of & Lessg than 13 Units carned towards the completion.
Dogtdrate of & Doctoeate
26 15 Units earned towards the completion of @ Less than 18 Unita carned towards the completion
Doctorate of & Doctorate
27 18 Unitys camed towards the complation of a Less than 2] Unfts carned townrds the completion
. Doctorate - of a Doctorate
3B 721 Units earned towards the completion of & Leas than 24 Units carned towards the completion
Doctorate of s Doctarate
) 33 Units earncd towargs the compietion of a Lesi than Compiete Academie Requirenients
Doctorate completed towards the compietion, of & Ik o
30 Compiste Academic Requircinents completed Leas that an awarded Dociorate
towaxds a Doctorate
31 Doctorate

Page 2 of 18
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Table 2.b. Increments Table ~ Training

‘Table 2.c. Increments Table -~ Experience

| Increment | Range | | Increment Range
i vel ¢ Lével
L Le T Trom | To ; From To
1 © hotra Less than & hours i None Less than 6 montha
2 8 hours Less tha 16 hours 2 6 months Leas thant 1 yenr
: 3 16 hours Less than 24 honrs 3 1 year Less than 1 year 6 months
4 24 hours Taess than 32 hours 4 I year less than 2 years
& monthe
5 32 hours Less than 40 hours S 2 yeurs Less than 2 years
6 months.
6 40 hours Less than 48 hours [ 2 Less than 3 years
N 6 months
7 48 hours | Less thas 56 hours 7 3 years Le3a than 3 yvears
& monihs
[ 1786 hours Less than 64 hours 8 3 yeary 1438 than 4 years
3 G months
9 : 64 hours . Less than 72 hours 9 4 years Less than 4 years
: ; 6 monthg
: 10 72hours | Less than B0 hours 10 4 yenrs Less than § years
‘ 6 months
i it 80 hatrs. Less than 88 hours 3] S years “fess than'S years
H s 6 months —
} 12 88 hours Less thant 96 hours 12 5 years Less than 6 years
i 6 months )
¢ 13 96 hours Less than 104 hours 13 6 yenrs Less than 6 years
! ; & months
14 104 hours  * Less than 112 hotirs 19 6 years Less than 7 years
H ' 6 inmths ~
15 ¢ 1i2hours Less thart 120 hours 15 7 years less than 7 years
: 4 6 nonths
16 120 hours ¢ Legs than 128 hours 16 7 years 188 than 8 years
) : & months
17 128 hours | Less than 136 hours 17 8 years Less than 8 years
. ~ e . o & months
FR - T 138 hours “Less than 144 hiours 18 Byears Less thon G yenrs
. 6 months
: 19 . id4hours ,  Less than 152 hours 19 9 years Less than ?hgéears
20 i 152hours ! Less Uhan 160 hours 20 9 years.
' : Gmonthy |
R § 160 hours  ©  Less than 168 hours 21 10 years
; 73 ""168 hotirs Tess thon 176 houra 22 “toyears” T Less
. ' 6 monihs )
§ 23 P 176 hours Tess than 184 hotirs 23 11 years Less than 11 years.
v ; G months
24 . 184 hours Less than 192 hours 24 11 yenrs Less than 12 years
) 6 montiss
25 192 hours Less then 200 hours 25 12 years Less than 12 years.
; & months
; 26 200 hours Less than 208 hours 26 12 years Less than 13 yesrs
' 6 moniths
! 27 208 hours Less than 216 hours 27 3 years Lass than 13 years
e & months
28 216hours  ;  Less than 224 hours 28 13 years Less than 14 years
. 6 months
29 224 hours - Less than 232 hours 29 14 years Less than 14 years
: 4 & mionths
30 b 232 hours Less than 240 hours a0 14 yearg Less than L% years
’ 6 moaths
: 31 240 hours oF D0re 31 13 years of avare
Page3of18
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Table 3. Rubrics for Computation of Points for Education, Training, and

Experience :
Salary Range and ‘ ﬁ
o: Training Exgp
Weight Allecation Ednoation erlence
i Incrementa ) Incroments Incremonts.
0 momos | POt | e on | Peints | ee | Folats
i 5 or more 5 S or more 5 10 or more 20
) increments increments increments
. General Services Positions . N ' 8-9
Education: 5 points 4 increzo ‘entx 4 4 increments 4 increments 15
Training: § points 3 inerement P sl 3 &7 '
! Experience: 20 points o ° = ; increments uim,w
. 2increments| 2 |2increments) 2 | A8 g
: N ‘ : 2-3
o L 1 increment 1 lrmtxemmt 1 | mcrements 4
Incremests Tocrements Increments
from QB Palatx from Q8 Paints from Q8 Points
10 or more | 5 Sormore | s 1Qormors 1 P
increments increments increments
8G 1-9 (Non-General Services Positions} 89 o 29
Education: 5 points increments 4 4 increments 4 increments i6
Training: 5 points 6-7 . 67
Experience: 20 points mcrg‘-%*mw ] 3 increments 3 iner zns ents 12
{ jncreiments 2 2 increments| 2 increments 8
7 13 ) v s 2-3
b v increments ! 1 inerement . increments 4
T Incremeonts. Increments | Tacrements
fromos | PO | pomon | PO | yomgg | Folnts
10 ormore | 5 i 5ormore 10 10 or more | 15
increments increments. increments -
BG 10-22 and 8G 27 . i
Education: § points 4 - 4mmmmts . 8 . 12 .
Training: 10 points 3 {3increments| 6 9
Experience: 15 points =
; increwuents * % Increments M increments 6
i 2-3 . 23 .
v increments 1 1 incrament 2 increments 8
1 Toncrements Tncremeants | Increments
: tomes | P | gomge | PO | fomgs | PO
10 or more - 10 or more
_increments 10 5 increments S inorements 19
SG 24 .. . &9
Ed ion: 10 points 9 increments B 4 increments 4 v in s ts ‘12
Training: § points Bincrements] 6  |3increments| 2 o g
Experience: 15 points =5 mcr:_%mts
increments ‘ 4 2 increments 2 increments 6
4.5 . 2-3
increments 2 L m@emmt i increments 3

Nlustrative example:

Vacant position: Administrative Assistant If {(Disbursing Officer Ilj - 5G 8
Level and Salary Range: SG 1-9 {Non-General Services)

Quualification Standards per CSC-approved QS
Education : Completion of 2 yedrs in college
Training : 4 hours of relevant training
Experience : 1 year of relevant experience
The date of HRMPSB ussessment/ Open Ranking System: October 03, 2022
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a. Based on the minimuni QS of the position to be filled, the HRMPSB shall
determine the baseline level for computing the points for ETE using the
Increments Table as shown in Table 2.a, 2.b, and 2.¢.

Migimum, requiremsnt per CSC-approved Corresponding Lavat based
Qualtification Standands for- on Incremeants Tuble
ADAS I {Disbursing Officer 3}
Education Campletien of 2 years in college Level § (based on Tuble 2.a]
Training 4 hours of televant tralhing Layel 1 (based on Table 2.b)
Experience 1 year of relevant experience Level 3 {based on Table 2.¢}

b. After determining the baseline level, the HRMPSB shall compute for the

increments of the applicant’s actual qualifications based on the submitted
documentary requirements. Increment shall refer to the difference between
the applicant’s actual qualification level and the corresponding level of the
minimum (baseline} QS requirement of the position to be filled.

Only qualifications that are relevant to the position to be filled and which
exceed the minimum (baseline} QS requirements of the position shall be
given corresponding points in the computation of increments.

Hiustrative example:

Cemputation of increments based on actual Educatior. qualification of Applx‘cmttA:

Education Gualifiogtion Tncrements froe ntinimiamn for bamnag Q8 raguiremants

of Applicant A selng Tnaremants Toble Lo (education) ]
Buchelsr's degree in Using Tuble 2.8, Hecmg:pmxdiu kwelof‘ Rt A won ..«mm :
Businesz Adntinistrition. {18 units sarned fora Maxter’s di @ in Public:/ 1y is at Lm! 11 i
18 units egried fora The ber of Jor Appli ducalh iflcations shatfbe !
Master’s dogree in Puiilic tod by sublracting the i Qs lw:( (Lcw!ﬁ)fmmthe applicant’s
Adminlstration qmlyumxbn level {Level 3 1), as Klustrated befows:

Appticant’s Edug lavel ~ QS level » Increment
11« &= 6 increments

Computation of Increments based on actual Training gualification of Applicant A:

8 howis traindng on
fquidation of eash.

Tredining Quatificotion of Iumxm,,n-m minimxms f:&&;a;lim} Q4 requiremants
teant & . . ity Increinants Tuble 2.0 (Traieingl

53 Tormirs troeiing on Gidger | The mamulalivs hakrs bf tha relewint Irairing; LAD, Which ark acgiired ofter the

preparatiin Jansary 2720 | last pmmoﬁan and wkhit the lad § years mdmnzdfmm the date of HRMPSEB

239, 2023 ¥, sholl be considered for the ting of I i
: 24 howrg {raining on. Inthe case Q‘Ap;ﬂlcaum. the 24 nmxrs tm!nbw/l.an ait bw!m pmmlnon and }

auranialic payeoll deduction: | 24 howrs ot fothe
i {September 16 to 18, 2020} ﬁmsumswwoffwwwmmsmmsgbwm &:um&mofmﬁ; i

ited for comy i

16 hourstrainingon {nerements sincé it was euried more than Symnchmdfmmﬂwdale of 14

Gender Senzitivity Troining | HRMPSBassessmentl, Apploni A (m of an 1

Joxiober 17 to 18, 2020} shall be 48 hours, Using Table 2b, the 7 1 level of App As

Trainting guebfiontion (48 hours} is ol Level 7,
mmwmba'oﬁwcmﬁsfomppﬁamf A’s Training qualificotions shalf be i
d by

w28,
2012]

g the m Q5 tavet (Letul 1) from the applicant’s
qm.mcatmt froel fbeud 7). e Wustroled belous

Applicant’s Training level - QS tevel = Increment
“ ¥~ 1 =6 inorements

Note: Applicant A's last promative MAI)AS £ anuary 3, 20t6
“The dude of HRMPSE FOperc g Systent: Octotier 03, 2032




3

- Eiparixtes Quatifiodtion Jroe minti far mum O reguiremercts
qr.tpp!kw\t A uatng X f2 Tolte 2o
donini tues A5 I Chlyu'q-:‘ a wtmp&&ﬂonhbeﬂﬂeds}wﬂbkmdmh

SfromoJnuany 3, 2018 1o the comp nof i ?
present dale of fest day of service.
Adniinistrative Atde V
fAudio-Visuel Equipment.

P chefibe d from the

ki the casa of Appl: A, the oy franuary 3.20189 la present
{dm.c'cssmnma Oatab«roa 2mznuaymm9mwm Using Talile:

H
e 5 s oo A

r 1 from January 2.6, Ve comesponding level of Ag L R 's Experienor qualitication {3 years and
02, 2014 to January 02, 9 morthef is ak Lewel t
o
‘mcnumbdrnj £ for Al Expert ualifications shall be
d by the t Q3 leuﬂ Level S)Irom the: apphcand's

quarmmfbn fanet {Lwd &, ux Uustroted below: ;
1
Applicant's Training level ~ QS leuel » Increment ’

&3 = § {ncremunts i

i
i
i

¢. After computing the number of increments from the minimum (baseling)
QS requirement, the corresponding points earned by the applicant for ETE
shall be determined using Table 3 (Rubrics for Computation of Points for
Bdueation, Training, and Experience).

Htustrative example:

Using the applicable rubrics for the SG 1-9 {Non-General Services) as shown in Table 3
and based on the number of increments earned by Applicant A, the computation of

points for ETE is as follows:
Qualification of the Applicant 4 Computatien of Paints based on Incramentel Soulze Twtal numder of
Tuble & 57X Rubrics | points for RTE
a gt Experisnce Edyoatiss “Training Experiencs
Bathelor's degroe | 24 howrs Unining | Administrative 6 incremunts 6 inorements § increments 18 points
in Business an budget Assistunt tfrom
Adimi; prep Junuey 3, 2016 Based ¢nJubke 3: | Based onTuble J; | Dosed on Tuble 3;
: IJanumy prg to Jukt 31, 2018 & or more. Sor more 4-5 lncrements =
L 18 units eamned for 28, 2021f L - ki ts 8 paince
. Master's degree & polnte & points foudt of 20
¢ i Public 24 hours braining fout of 5} fout of 5}
{ A o *Applicant A
payroll deduction “Applcant A Applicant A 1s the
{Septembar J6 o exoteds the exveeds the mirimum QS of ¥
1 18, 20204 minimuim QSof 2 1 mininun QSof4 | yearof relevant
yeur studiesin hoties of relevant experiance
college training
“Applicant A
Apphicant A *Applicans A wirnwd 8 paints
earred the camnd rlu! et of the
macimum points (8 of 20
: gointa} alioftad for | (5 points] numd pointe allottad for
i Education Jar Ty 73 Education

d. Meeting the minimum (baselinej Q8 requirements for Education, Training,
and Experience shall be given zero {0} points.

¢. The following general guidelines shall be observed in giving corresponding
points to relevant Education, Training, and Experience qualifications:

'

i, Education units and/or degrees in multiple or different majors may
be given corresponding points on a cumulative basis; provided, that
the units and/or degrees eamed are relevant to the position applied
for; provided further, that the subjects completed are not duplicated.

ii. Consistent with the provisions of the CSC ORAOHRA, units and/or
degrees of Doctor of Medicine from a CHED-recognized institution
may be considered master’s units and/or degree for purposes of
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giving points, except for positions that involve practice of profession
covered by board laws.

ifi. Consistent with Legal Education Board (LEB} Resolution No. 4086, s.
2019, Bachelor of Laws {(LLB.} or Juris Doctor (J.D.) units and/or
degree earned from law schools recognized or supervised by the LEB
and its predecessor regulatory agencies shall be considered as
equivalent to professional doctorate units/degrees in other non-law
academic disciplines for purposes of giving points, except for
positions that involve practice of profession covered by the rules
governing the bar, subject to further clarificatory guidelines as may
be issued by the LEB.

iv. Relevant training hours earned from digital/virtual/online learning
may be considered, subject to the conditions prescribed in CSC
Memorandum Cireular (MC} No. 3, s. 2021 (General Guidelines on
Digital/ Online Learning in the Public Sector].

s

‘ v. Relevant experience gained from part-time work of at least four (4)
‘, hours per day may be considered; provided, that the appropriate
i Certificate of Employment is submitted with details on the actual
number of hours rendered, For purposes of giving points, the months
or years of relevant experience submitted shall be transmuted to the
: equivalent months or years of experience based on the CSC-required
; eight (8)-hour per day workday.

§ vi. Relevant Experience gained from abroad or outside the Philippines
may be considered provided that the applicant submits a Certificate
[ of Employment. Those documentary requirements written in
H languages other than English or Filipino shall be accompanied by a
complete English translation.

: f. Applicable provisions under Rule VIH Part I to IV of the CSC ORAQHRA
shall apply in the appreciation of relevant Education, Training, and
Experience qualifications and giving of points to ETE credentials.

4, Performance. Performance refers o the assessment of how tasks, duties, and
responsibilities are carried out or accomplished by the applicant as evidenced by
performance rating document or other means of verification. The performance rating
obtained in the current or previous job or position that is relevant to the position to
be filled shall be used for purposes of giving points for performance.

a. Positions with experience reguirement. Applicants to positions that

. require experience must submit latest performance rating/s covering one

§ (1) year performance in the current and previous job or position that is
relevant to the position to be filled. Computation of points for performance
shall be as follows:

Page 7of 18
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Polmtspenpormunes B 58/8 * VA performancs)

| Where:
§ x = Performonce Rating
5 = Highest Possible PR in Depld RPUS
| WA = Weight Allocation for Performance
! {10 points for General Services; 20 points for Other Groups of Positions/ Salary Grodes)

HAlusirative examples:

Vacant Position: Vacant postdon:

Adwinlstrativs AMde VI - SG 6 Adnindstyatie Asstctant I
{Genaral Services) (Blaburstng Officer I) - $G 8
{Ciher groups of positions/ Salary Gredes)
x = 4.356 x = 4.356
WA = 10 Wa = 20
Polntopeagenaney = hIES/5 ¢ 10 = 8,742 Polrtopofemang = 4.386/5 = 20 = 17.424

s e i i s e 5

a.l. Internal applicants

The performance rating required for internal applicants shall be the rating
derived from the Results-Based Performance Management System {(RPMS)
Individual Performance Commitment and Review (IPCR} Form obtained
from the applicant’s current or previous job or position that is relevamt to
the position to be filled.

However, as a mandatory requirement, the applicant shall also be required
to submit a performance rafing of at least Very Satisfactory {(VS) in the Jast
rating period prior to the datc of assessment or screeming, except for
promotion from first to second level entry positions where the regquired
performance rating is at least Satisfactory (S}.

An official or employee who is on official leave of absence, for reasons such
as maternity leave, local or foreign scholarship, training grant, or other
CSC-authorized official leaves, may be considered for promotion. In such
cases, a performance rating in the last rating period prior to the leave of
absence shall be required.

The performance rating prior to the reclassification of the position shall be
considered as performance rating in the reclassified position for purposes
of promotion, if applicable.

a.2. Beternal epplleants

For external applicants whose performance is measured using a five {5)-
fevel adjectival performance rating scale, the midpoint value of the RPMS
rating (Table 4} equivalent to the adjectival rating shall be used as the
applicant’s performance rating (x). The Certificate of Rating must be
supported with the Performance Evaluation Tool.
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Table 4. Midpoint Value of the RPMS Rating

RPMS Rating Scale Midpoint Value
Outstanding 4 s
4.500-5,000 <

Very Satisfactory ) -
3.500-4.499 3.995
Satisfactory :
2.500-3.49% i 2.995
Unsatisfactory
1,500-2.499 i 1995
Poor
_Below 1,493 0.7495

TNusirative example:

Vacant position:
Administrative Assistant O {Disbursing Officer 0} - SG 8
{Other groups of positions/ Salary Grades)

Adjectival Performarnce Rating Scale i the previous job:
Below Expectation; Needs Improvement; Good; Strong; Role Model

Performance rating of the applicant: Strong

x = RPMS midpoint value (Very Satisfactory} equivalent to Performance Rating = 3.995
Wa = 20

PointSpuremancy = 3.995/5 * 20 = 16.98

For external applicants whose performance is measured using other
numerical or adjectival rating systems with scales that are not aligned with
the five (5)-point rating scale of the RPMS, the HRMPSB shall develop a
systern that transmuites the performance rating to the corresponding points
comparable to the existing rubrics of the RPMS.

External applicant/s to vacant positions with experience requirement shatl
submit performance rating/s from current or previous work that is relevant
to the position to be filled. Non-submission of performance rating/s for any
reason gets a zero score for Performance criterion. No proxy measure shall
be considered in the absence of the applicable performance rating.

b. Positions with no experience reguirement. Applicants to positions that
do not require previous experience must submit the board examination or
Career Service Eligibility ratitigs. For General Services positions that do not
have Eligibility requirement, the General Weighted Average (GWA) in the
highest academic/grade level earned shall be required. The HRMPSB must
develop a systemm that transmutes the GWA to a percentage scale.
Computation of points for performance shall be as follows:

PointS(Pa:formdnce} = x/.!OO * WA(P«d‘omanoc)

;‘ Where:

i x = Board Exam/CS Eligibility rating/ GWA transmuted to percentage scale

¢ WA = Weight Allocation for Performance

1 {10 points for General Services; 20 points for Other Groups of Pesitions/ Salary Grades)
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Hlustrative examples:

Vacant Position: Vacant pasitiors;
Administrative Aide I - SG 3 Administrative Assistant IY
{General Services) {Msbursing Officer I} - SG 8
{Other groups of positions/ Salary Grades)
x = 82.75 (GWA) x = 82.75 {CS Eligibility rating}
WA = 10 WA =20
Pointspusermancy = 82.75/100 * 10 = 8.275 Polntsprwprmuncy = 82.75/2100 * 20 = 16.55

For honor graduates covered by Presidential Decree (PD} 907 titled,
Granting Civil Service Eligibility to College Honor Graduates, the following

rubric shall apply.
Honors Earned Pomumlmmf
Summa Cum Laude 20 points }
Megna Cum Laude 19 poinfts }
Cum Lande _..\8 points |

Applicants with work experience, who are applying to entry level positions
or positions with no experience requirement based on QS, must submit
latest performance rating/s covering one (1) year performance in the
current or previous job or position. The computation stipulated in Item 4{a}
shall apply.

5. Outstanding Accomplishments. Outstanding Accomplishments refer to
meritorious contributions of an applicant, such as ideas, inventions, or discoveries
which were duly recognized by an authorized body. These must have a direct link to
the KRAs of the applicant’s current or previous position. Outstanding
accomplishments must have led to positive results in their workplace through
efficiency in operation, increased production, improved working standards, and/or
savings in government spending.

Table 5 below enumerates the components of Outstanding Accomplishments and
the corresponding maximum points for each component.

Table 5. Components of Outstanding Accomplishments

__Component .| Pointgoatnaniing Aocompishments) |
Awards and Recognition 4 npoinis
Research and Innovation 4 pointg
Subject Matter Expert / Membership i in 3 points

National Technical Working Groups (TWGs}
or Committees o o
Resource Speakership 7t Leammg Facilitation 2 points

NEAP Accredited Learning Facilitator 2 points

The points allocation in Table 5 shall serve as the maximum or ceiling points that
may be earned for each component. The points earned from each component are
curnulative to determine the total points for Outstanding Accomplishments; but not
to exceed the weight allocation for Outstanding Accomplishments as stipulated in
Table 1 (Point System for Evaluative Assessment for Non-Teaching Positions}.

Page 10 of 18
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Only those ouistanding accomplishments acquired or carned after the last
promotion shall be considered eligible to be given points.

National level individual awards acquired from a thorough search process and
given by reputable award giving bodies, such as CSC, Metrobank, National Economic
Developmernt Authority (NEDA), Development Academay of the Philippines {(DAP),
DepEd, etc., shall be given maximum points in Outstanding Accomplishments (i.e.
five {5) points for General Services positions and 10 points for other groups of
position /salary grade).

The details of each component of Outstanding Accomplishments, including the
MOVs required and rubrics for giving points, are as follows:

a. Awaeards and Recegnition. This may refer to citations or commendations,
academic or inter-school awards, or outstanding employee awards.

a.l. Citation or Commendotion. This shall apply only to applicants for
General Serxvices pecitions.

Means of verification: Letter of Citation or Commendation from previous

cmployer
Rubrics:
Number of Citatons Pololemnon
" Three [3] or more letters of citation 4 pointe
Twa {2} letters of citation 3 noints
One {1) letter of citation , o 2pointe |

a.2. Academic or Inter-School Awards, This shall apply only to applicants
with no or less than one (1) year work experience {e.g., fresh graduates).
The following MOVs and rubrics shall be used in determining points for
Awards and Recognition.

Means of verification:

&, Academic or inter-school award; or

B. Ten Outstanding Students of the Philippines (TOSP) Award; or

C. Certification or any document that the applicant belongs to the
Top 10 in the Board or Civil Service Eligibility Examination.

Rubrics:
: Nuzmber of Awagdn PolotineadomtofingerEenont fangg)
* At least three (3] academic or inter-school 4 points

! awards or TOSP Award or Top 10 in
Board/CS Eligibility Examination

JE SRR SR S

. At least two (2} academic or inter-school 3 points
. awards

At least one {1) academic or inter-school 2 points
award

a.3. Outstanding Employee Award. This shall apply to applcants with
previous work experience, or those applying to positions with experience
Tequirement.
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Means of verification:

A. Any issuance, memorandum or document showing the Criteria
for the Search; and
B. Certificate of Recognition/Merit.

Rubrics;
o LevEl | Pointsioutstantiog Rmployss Award |
Applicants from external institution
. Organizational Level Search or Higher ' 4 points
Locat Office Search 2 points
. Applicants from central office N
" National Level Search or Higher 4 points
Central Qffice Search ’ 2 points
. Applicants from regional office
National Level Search or Higher 4 points
Repional Office Search B 2 points
Applicants from schools divislon office
Regional Level Search or Higher 4 points
Division/Provincial/ City Level Search 2 points
Applicants from schools
Division Level Search or Higher 4 points
{ _ School/Municipality /District Level Search 2 points

For multiple awards received from the same award giving body and/or
award category that are conducted in seties or progressive manner, only
the highest-level award shall be considered {e.g. NSPC winning coach at the
division, regional, national level). Similarly, only the highest award shall be
given points in cases where applicants submit multiple awards from
different award giving bodies.

An applicant to a General Services position who has presented Letter/s of
Citation/Commendation and/or Quistanding Employee Award, shall be
given points based on either Category a.l {Citation or Commendation) or
Category a.3 {Qutstanding Employee Award), whichever is higher.

b. Research and Innovation

Means of verification:

A.

WO oow

Proposal duly approved by the Head of Office or the designated
Research Committee per DO No. 16, s. 2017

Accomplishment Report verified by the Head of Office
Certification of utilization of the innovation or research, within
the school/office duly signed by the Head of Office
Certification of adoption of the imnovation or research by
another school/office duly signed by the Head of Office

Proof of citation by other rescarchers (whose study/research is
likewise approved by authorized body) of the concept/s
developed in the research.
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Rubrics:

. MOVs Submitted Pointspusoestion/Basesrch)
A B C&D "4 points
ABCEE o Apeints
10nlyA, B&C 3 points
OnlyA&B 2 points
Only A , 1 point

For collaborative research studies/innovation, the total points shall be
divided by the number of authors/researchers indicated in the
copyright page.

Subject Matter Expert / Membership in Nationalt TWGs or Committees.
This shall apply to applicants who have been chosen and requested to use
their technical knowledge, skills, and experience to develop an output, or
work towards an outcome in the national level. This may include but not
limited to the development and/or validation of framework, models,
policies, and learning materials, Subject matter expertise or membership in
NTWGs or Committees mmust, however, be relevant to the position being
applied for in order to be given points.

Means of verification:

A. Issuance or Memorandum showing the membership in NTWG
or Committee;

B. Certificate of Participation or Attendance; and

C. Output/Adoption by the organization/DepEd.

Rubrics:
| _MOVsSubmitted | . Polmtsme
ALL MOVs 3 points
[OnlyA&B Zpoints ]

Resource Speakership / Learning Facilitation. This shall apply to
applicants who have been requested and invited to share their knowledge
and expertise on specific subject matter/s. This may include applicants
who served as a Resource Speaker, Resource Person, Trainer, and/or
Learning Facilitator in seminars, fraining programs, conferences,
convention, congress, forums, learning action cells (LAC) sessions, ete.

Means of verification (All listed MOVs shall be submitted):

A. Issuance/Memorandum/Invitation/Training Matrix;
B. Certificate of Recognition/Merit/ Commendation/Appreciation;
C. Slide deck/s used and/or Session guide/s.

Rubrics
P T Yevel |_PointSuesonrco speakership/Loarniag Factiitation)
. Applcants from external institution
; Organizational Level Speakership or Higher 2 points
Local Office Level Speakership 1 point

Applicants from centrxl office

National Level SpeakershiporHigher 4 . . 2points
Central Office Level Spgakership 1 point

Page 13 of 18




Applicants from regional office

__National Level Speakership or Higher 2 points

Regional Office Speakership ) 1 point

Applicants from schools division office

Regional Level Speakership or Higher 2 points i
Division /Provincial /City Level Speakership 1 point
Applicantx from schools )
Division Level Speakership or Higher 2 points
_School/Municipality/ District Speakership 1 point

e. NEAP Accredited Learning Facilitator. This shail apply to applicants
who have been given accreditation as Learning Facilitator by the National
Educator Academy of the Philippines (NEAP).

Means of verification;

A. Certificate of Recognition as Learning Facilitator issued by

NEAP Regional Office
B. Certificate of Recognitiori as Learning Facilitator issued by
NEAP Central Office :
Rubrics:
Level ; Pointingar Lesratuy Pacilitator]
Accredited National Assessor 2 points
"Accredited National Trainer 1.5 points
Accredited Regional Trainer i 1 point

Tlustrative example:

Applicant Apple is applying for an Administrative Assistant I (Disbursing Officer 1)
position in SDO Vigan City. She has been pramoted as Administrative Assistant I in
August 2015 in the same 8PO, For the purpase of computing her Qutstarding
Accomplishments, she submitted the following MOVs:

Outstanding Accomplishments Points HRMPSB §

based on Remarks

: Rubirie :

Awards and Recognition: b

Cutstanding Employee Award 2013 in SDO Vigan 2points | Not credited; MOV |

City feomplete MOVs submitted} has been used in 3

3 the last promotion i

: as ADAST f

Outstanding Employee Award 2016 in Region I 4 points Credited !
{complete MOVs submitted)

Resource Speakerskip/Learning Facilitatior:
Certificate of Recognition. as Learning Facilitator in 1 point Not credited due

AR

2018 Annual Budget Conference in SDC Vigan to non-submission
City {declared in the portfolio; no MOV submitted} of required MOVs
Certificate of Recognition as Learning Fucilitator in 1 point Credited

2017 Annual Budget Conference in SDOQ Vigan
City fcomplete MOVs submitted)

Applicant Apple gets four (4} points for her Outstanding Employee Award eamed in 2016
and one (1) point for her Resource Speakership in 2017, However, zere (0} or no point is
given to Apple under Resource Speakership due to non-submission of the required MOVs,
and under Awards and Recognition on her Qutstanding Employee Award last 2013 singe
the award was eamed and credited in her lnst prometion. Applicant Apple gets a total of
five (5) points In Outstanding Accomplishments.
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6. Application of Education. Application of education is the contribution made
by an applicant to their workplace as a result of their learnings from highereducation
units or degree/s earned, such as but not limited to applied concepts, processes,
and skills that are relevant to the position to be filled. Points shall be given te an
applicant who has successfully applied the leamnings gained from said higher
education units or degree/s earned. The application of education must have led to
significant positive results in the applicant’s current or previous work.

a. Positions with experience requirement. Application of education is the
contributions made by the applicant to their workplace as a result of their
learnings from their education degrees or units earned, such as but not
limited to applied concepts, processes, and skills that are relevant to the
position to be filled.

Higher premium shall be given to an application of education or
intervention made by the applicant that is relevant and applicable to the
position to be filled.

Relevant intervention is described as the intervention that is directly
applicable to the functional unit where the position applied for is lodged.
An intervention is described te be applicable if it can be used in the
operations of the functional unit based on its office mandates in the officiat
DepEd Office Functions or Office Orders for the creation of the functional
unit.

K the intervention made by the applicant does not meet the criteria to be
Relevant, then said intervention shall be considered and be given
corresponding points using the rubrics for Not Relevant.

Means of verification:

A. Action Plan approved by the Head of Office
B. Accomplishment Report verified by the Head of Office
C. Certification of the utilization/adoption signed by the Head of

Office
Rubrics:
140V« Submitted ’ Pointsisprication of Knertiont
: ) Relevant Not Relevant
| ALL MOVs . .. 10 points ; . S points
I OnlyA&B 7 points 3 points
i Only A 5 points 1 point

b, Positions with no experience requirement. Applicants to positions that do
not require previous work experience must submit the GWA in the highest
academic/grade level earmmed as evidenced by Tramscript of Records/
Certificate of GWA/Diploma/Special Order from the Commission on Higher
Education (CHED) or other certifications. The HRMPSE must develop a system
that transmutes the GWA to a percentage scale. Computation of points for
Application of Education shall be as follows:
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Pointsupptication of Educeation) = X100 * Whjapptication of Education)

| Where:

i x = GWA transmuted to percentage scale

| WA = Weight Allacation for Application of Education

. {10 points for Other Groups of Positions/ Salary Gradesj

Hlustrative example:

Vdeant position:
Administrative Assistant I {Disbursing Officer I} ~8G 8
{Other groups of positions/Salary Grades)

x=82.75
WA= 10

Pointsuppiication of Education; = 82.75/100 * 10 = 8.275

7. Application of Learning and Development (L&D). Application of L&D is a
proven success of the learnings gained from the human resource development (HRD)
interventions done/attended by the applicart which must have led to significant
positive results in their current or previous work.

Higher premium shall be given to an application of L&D or intervention made by
the applicant that is relevant and applicable to the position to be filled. The definition
of relevant intervention as stipulated in Iter 6(a) of this Order shall apply.

Means of verification:

A. Certificate of Training or Certification on any applicable L&D
intervention acquired that is aligned with the Individual
Development Plan (IDP}; for external applicants, a certification
from HR stating that the L&D intervention is aligned with the
core tasks of the applicant in their current ar previous position
shall be required;

B. Action Plan/Re-entry Action Plan {REAP}/Job Embedded
Learning (JEL}/ Impact Project applying the learnings from the
L&D intervention done/attended, duly approved by the Head of
Office;

C. Accomplishment Report together with a General Certification
that the L&D intervention was used/adopted by the office at the
local level;

D. Accomplishment Report together with a General Certification
that the L&D intervention was used/adopted by a different
office at the localfhigher level.

Rubrics:
MOVUs Submitted Pointsaspiicatios of LaD)
. X Relevant Not Relevant
ALL MOVs 10 poinis § points.
cOnly A, B, &C 7 points . 3 pomts
I Only A& B Spoints 1 point
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8. Potential. Potential refers to the capacity and ability of an applicant to
assume the duties and responsszhhcs of the position to be filled, and those higher
positions that are more technical in nature. It may be measured through any or all
of the following:

Component Co ) Polutsirotenua

Written Examinations (WE} o oo, Spoints
Skills or Work Sample Tests {S. /WS’I‘] "10 points
Behavioural Events Interview (BEl} 5 points

In case the above measures are not applicable fo applicants to General Services
positions, the HRMPSB may design other evaluative assessment strategies that are
appropriate and specific for them in order to assess their potential, provided that it
follows the ceiling points (55 points} set in Table 1.

a. Written Examination refers to the standardized examination which
measures the knowledge, language proficiency, ability to present ideas,
judgment and leadership ability of the applicant. The test and evaluation
rubrics appropriate to the position to be filed must be developed by subject
matter experts as requested by the HRMPSB. Subject matter experis refer to
individuals internal or external to the office where the vacancy exists, or to
the Department, who have working knowledge of the specific competencies
required by the position to be filled.

i
f; Pointspes = X/100 * Wawr

i

| Where:

! x = Score/ rating in written examination in percentage scale
{ WA = Weight Allocation for WE

[ (5 points for Other Groups of Positions/Salary Grades)

! . .

Nustrative example:

Vacant position:
Admdnistrative Assistant IT (Disbursing Officer I} - SG 8
{Other groups of positiens/ Salary Grades]

x =85 i
WA=5

Potntswn = 85/100 * 5 = 4.35

h. Skills or Work Sample Test refers to the test that may be administered
to evaluate the application of skills relevant to the requirement of the
position to be filled. The test and evaluation rubrics must be designed by
subject matter experts as requested by the HRMPSB depending on the type
of skills test required by the position to be filled.

Polntswr = x/100 * WAswsy

| Where:

| x = Bcore/rating in the S/ WST in percentage scale

| WA = Weight Allocation for S/ wsT

{ {10 points for Other Groups of Positions/Salary Grades)
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HMustrative example:

Vacant position: V '
Administrative Assistant I (Disbursing Officer I} - SG 8
{Other groups of positions/ Salary Grades}

x=85 WA=S5

Pointsoes = 85/100 * 10 = 8,5

¢. Behavioural Events Interview (BEI)} refers to the conduct of direct inquiry
with the applicant, focusing on their display of desired behaviour/s when
subjected to specific situations or conditions in their previous and/or current
workplace. BEI is based on the principle that past behaviour predicts future
performance. It uses the STAR (Situation-Task-Action-Results] approach to
validate whether the key behgviours that are linked to the required
competencies have been exhibited by the applicant. The STAR approach draws
focus on actual Situations in which the applicant acted; the Task/s that the
applicant faced; the Actions that the applicant took; and the Results of those
actions. The BEI may be used o assess the following areas:

i.  Aptitude. The BEI shall be used to assess the applicant’s potential or
their capacity and ability to assume the duties of the position to be
filled and those higher positions that are more technical in nature.

ii, Characteristics or traits. 1t shall be used to gauge other relevant
aspects such as the applicant’s psychological and social well-heing.

iii.  Ritness. It shall serve as an avenue to evaluate an applicant’s Jab
Fit, Location Fit, and Organizational Fit.

iv.  Other areas that may be identified by the HRMPSB.

The points allocated for BEI component (5 points} shall be the maximum or
ceiling points that may be earned by an applicant. The points earned from
each area are cumulative to determine the total points for BEI component. The
HRMPSB shall determine the appropriate areas relevant to the position to be
filled and assign points to each area not exceeding the maximum or ceiling
poiats for BEL
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