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SUBMISSIOIT Or APPLICATIOIT, SCRTENING & EVALUATION Or APPLICAIITS FOR
HEAD TEACTITR rrr POSTTTOn sT IISHS ASTSTX Urrsl

To: AssistantSchools DivlsionSuperintendent
Chief trducation Supe rvisors
Public Elementary ancl Secondary Schoolhead,s
All Others Concerned

1. With reference to DepEd Order l{o" 7 s. 2023 titled Guid.elines on Recntitment, Selection,
arud Appoirttment in the Department of Educatiorz, this Office through t1e Human
Resource Merit Promotion and Selection Board (HRMPSB) announces tire call for
sulrmission of aJrplicalions, screening and evaluation of applicants for vacant position
with the fcllow.ing details:

FOR HEAD TEACHER III
Salary Grade I Saiarl: SG 16 - 476,064.00

Qualification Standards
trducation: Bachelor of Secondary trducation (BSEd) or Bacheior's degree plus

18 professional units in Erlucation rviih appropriate field ol
speciaiization

Experience: 2 years as Head Teacher; or
5 years teaching experience

Tr:aining: 24 hours of, relevant training
Eligibilig.: LtrT/PBET

2. The said evaluation has the

August 25-31, 2A'23
September 1, 2023
Septernber l,'20'23
Septembrer 4,2O23,
9am onwards
September 6,'2O'23

fol1on'ing timeline:

Submission and Receipt of Appiication Documents
initial Evaluation of the Qualification of Applicant.s
Posting of Initial trvaluation Resuits
Comparative Assessment of Applicants

Posting of the Results ol Comparative Assessment
of Applicants
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Interested appiicants are advised to subroit through the SDO |{ecords Section the
foilorving documents on or before August 31,'2023,5:00 p.m. Additional documents
shall not ber accepted after the said deaclline"

a. Letter of intent arldressed to our Schools Division Superintendent, JOHANNA
N. GERVACIO PhD, CESO V, SDO Science Citr of Muflozl

b. Duly Accomplished Form 212 {Personal l)ata Sheet) with Work Experience
Sheet;

c. Photocopy of valid and updated PRC License/ID, if applicable;
d. Photocopy of Certificat-e of Eligibility /Rating, if appiicable;
e. trholocop_v of schErlastic /academic recorcl such as but not limitecl to Transcript

af Records {lOR) ancl Diploma, including completion of graduate and post-
graduate units/ degrees, if, applicable;

f. tsh<ltocrip-v of Certificate/s of Training, if applicable;
g. Photoctipy of Certilicate of Emplo},ment, Contract of Service, or duly signecl

Service Record, r,hichever is/are applicable;
h. Photoccpv of latest appointrnent, if applicable;
i. Photoccpt, of the Perfomance Rating in the iast three consecutive rating

periods;
j CheckList of Requirements and Omnibus Srvorn Statement of the Certification

on the Authenticity and Veracitv (CAV) of the clocuments submitted and Data
Privacy Clonsent Fonn pursuant to RA No. 10L73 {DataPriuacq Act of 2otr2),
using the attached lbnn (Enclasure No. 1), notarized b-v authorized ofiiciai; and

k. Ot.her documents as may be required b-v the HRh,{PSB for comparative
assessment, including but not iimitecl to:

Means of Verification (MOVs) showing Outstanding Acconiplishments,
Application erf trducatjon, and Application of Learning and Development
reckoned fiom the date of last issuance of appointment; and
Photocopv of the Per{orrnance Rating obtained from the relevant u,ork
experience, if Per{trnnarlce Rating in Item 3fi) is not relevant to the position
to be fllied, if appLicaLrle.

in consonance rvith RA No. 8792 or the "Electronic Commerce Act of 200O" which
provides that "elect.ronic documents shali have the legal effect, valirlit_v or enlorceability
as anv other document or lega.l rariting and where the larv requires a document 1o be in
u,riting, that requirement is met b.v an electronic document if the said electronic
document maintains it-s integrily and reliability and can be authenticated so as to be
usable for subsequent reference," online suLlmission of electronic copies of the above
enuruerated appiication docrunents may be alXor,r,ed, subject to the submission r:f the
harel copies upon request tbr purposes of veri{ication"
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SCHOOLS DIITSTOIi OFFICE. SCIENC{ CITY OF PTTIUOZ

Individuals rvho failed to submit complete rnandatory docr-rments iltems 3.a to 3j) on
tlre set deadline shall not be included in the pool of official applicants.

Kindl_v bring original documents on the day of evaluation for verific:ation and ol.her

purposes.

The applicant assumes fu1l responsibiliq, and accountability for the r:ompleteness,

authenticily, and veracity of the documents sutrmitted, as evidenced brr the Omnibus
Sr,r.'orn Statement (Item 3.j), duli,'signed by the applicant.

This Otflce adheres to Equal trmploymerrt Opportunity Principle to all applicants
regardiess of gender, civil status, disability, religion, ethnicity or political afliliation.

Immerliate and rvide disseminat-ion of this Memorandum is desired.

uorunrEffiRvAcro PhD, crso y
Schools Division Superintenaent 

I

HRMPSB/ HTN
O1.1/August 24, 2023

Qayal, @sellent, ,!%iountable and ffidicatedto @rvice ffi4\
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Enclosure No. 1 to Schools Division Memorandum No. 32'{ . s.2023

C}IECKLIST OF 5LEQUIRTiTIENTS

J;.fl lit .ri Aaar.r.ant:
Pi;sr: s:, | 1r,\rllreri F.).-

Aoolication Code:

r;lri,c r': iii- l',,\i:r()rr Alrirlie,l I:oa:
! ,rr:l.rr i \jrr, ar-l

R€litioa:
Ethnicitv:
Perm witb. Disabilityr Ye t ) No ( l
Solo Parct; YeB { } No { }

HumE Resoure Mffia€ement Ofticea

(}!flltIBI'S Stfo'ln S?nTEUrt$?

CPIIrII-ICAfI(}IV OA AITTHEITTICTTY AIID IrSRACI*Y
I hereq,a cereify that all infamatim abcve se true aad corect, and of my personal knowledge ad belief, ad the documeats
eubEi&ed hefryit}l tre oiigiEat md/or csr$iied true coFies thereof.

tA?A FE'I9ItCY COICSIEII?
I hereby gret tbe Department of EducatioB the right to collecl md proccw Gy persanal inforeaEion as stated abere, fcr Furposes
.elevet te the retruitmert, *lection. md placemst of pereqne, of the DepartmeEt ffid fcr purpo3e$ of mmptiaace with the
laws, rules, #d regulations b€ing impl€Gented by tf.e Civil Service Co6rissio!.

i"'{;jrne md Signatirre !f ApFlica$1:

Subwibed ud worn ta before me this dav of yetr 

-

ti consffi.e dth R€pulrtr Aet No. ATqg or !h! 'Eldod€ Cor^n* ,kt oJ 2NO". (+)ltcrmic d6ue".B shdl have $rc lqd of$i, walidiry or *obrcenffty Ei sy otu
deunE t tr 1€d #&e ad al islh€re ee l4s qskcs a dEument ro b€ i. daiqq, &t Bqqir.mert b m*t b! a clekenic deuBe6r { hc sdd d*erir dEum.d
eRirdils ilr in&gity and *tidbility and rf,n b authrdu€ted e as to k usabL f6r subequlDt rdffi.q

Basic LlwumeEta{]. Requirement

Status ol
Submission

$o kFt@'od byde

cflek irsrDfr#dl

veri$etion
lTo tufMbgtuHW/ERWd*.bs

St&tus si
Submission

{ed{conlnia}
Reile-ks

a. Iitter at irtent addressed to the I-tread ol Oflice o. highest
h'rffi an rei6'1r.r dffi rar

lJ- Duly acemplislxd Personal Data Street (PDSI
ICS Fom No. 212, R€sised 2017! md r*rork Exp€rieae $heet, if
f,r$U@ble

C, Phatrcopy of valid ad updated PRC License/lD, if applicable
d. Photoqofry of C€rii{ieate at Eligil}iiity/Report of Rati-8" if

Photocotrry of trrrolsfic/aedenie reord &cl. c but not
lirited to ,l.ransript of Re$tds froRl end l}iplma, irtcludif,g
ungletioa of gmduate ed I)6t-graduate Eits/degrees, il
availai:le

rll ilartificai€'is .)l -l.3iriiilj il :rrrrlirrri;lr
Phota{:{l}lv Dt aerlil;i aie ol liilipio\.,rrani- Conria.: ol Sc-ricr-', or
.ilrl .ri crl Scn-tr-r. li'p..r-i !.:hi-..-rr-r i< .ff,r li.ihl..

i;, Phatompy oi latest aptlointrr:@t, ii appli€ble
i. Phot @py $l :he Periemuce Ratisgs i* ttle last ratirg

period(s) covtrilg sne (1I yes psrfcmmE prior to t}.e deadiine
6t $ltlnieiia. if e6:rli.s}le

.,. :ltrecklisi of Rcqui.ements ed Oflnib!$ SeoB Stqten@t m
rhe Cefl.iJicatio{ oq the Autt}e.ticiiy sd lre.acity (e&l'} of the
docueents subeit[ed @d Daa PriTacy Corseqt Form

k. St}ler doeEm€BtE as my be required lcr ccmparaiiwe
t<<e<<tr--i +tr-h 5r hlrt E.* 'li'?i+pd t^.
Meas of Verificatio& (b{Ovs) showin8 c}utst@djrg
Acconplishments, Appli€tioE of Educatioa. ud Appiicatior qf
Leming ad D€yelo!}ment rEckoned frem ttle d&te af last
issrrta..e .f ErrrMinamant
l2hotoeopy of Perfomrmce Rating obtaiaed froe the relwst
work qlErience, if peraomce rating in Item (i) is act reletet
to ibe rEsitaor" to ti. filler{

^&.&


