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scHoolrs Dnflsrotr MEMoRANDUM
No. 3fC, s.2o23

September 21- October 6,2A23

October lA,2A23

September 20,2A23

Submission ancl Receipt of
Application Documents
Initial Evaluation of the Qualification
of Applicants

SUBMISSION OF APPLICATION, SCREENING & EVALUATION Or APPLICANTS
FOR PROJECT DEVELOPMENT OFFICER I AND ADMINISTRATIVE OFFICER II

POSITIONS

To: AssistantSchoolsDivisionSuperintendent
Chief Education Supervisors
Public Elementary and Secondary Schoolheads
A11 Others Concerned

1' With relerence tc DepEd Order No. O07, s. 2023 titled Gurdelines onRecruitnrcnt,
Selection, and Appoitttment in the Department of Ectucation, this Offlce through the
Human Resource Merit Promotion and Selection Board (HRN,IPSB) announces the
call for submission of applications, screening and evaluation of applicants ior vacant
positions rvith the follou,ing details:

FOR PROJECT DEVELOPMENT OFFICER I
Salary Grade / Salary: SG 11 - 324,000.00

Qualilication Standards
Bducation: Bachelor's degree relevant to the job
Experience: None required
Training: None required
Eligibility: career sen ice professiona-l (Second Level trligibilitv)

FOR ADMINISTRATTVE OFFICER II
Salary Grade I Salary: SG 11 - 324,000.00

Qualilication Standards
trducation: Bachelor's degree relevant to the job
Experience: Nonerequired
Training: None required
trligibility: career Service Professional (second Ler,,er trligibilitv)

2. The said evaiuation has the following timeline:

Address: Brgy. Rizal, Science City of Mufioz,3119
Telephone Itlo.: {0441806 -2Ls4 Ernai} Address; mUnozscren Se-C4y@.leped,goVph
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SCHOOI-S DI!'ISION OF SCTENCE CITY Or MUI{OZ
October l'2,20'23,
9am onwards
October 13,2A'23

- Comparative Assessment of Applicants

- Posting of the Results of Comparative
Assessment of Applicants

3. Interested applicants are adviserl to submit through the SDO Records Section
the fbllor,ving document.s on or before October 6, 20'23, 5:00 p.m. Additional
documents shali not be accepted after the saicl deadline.

a. Letter of Intent addressed to our Sr:hools Divisiq:n Superintendent,
JOHANNA IY. GERVACIO PhD, CESO V, SDO Science Ci[y of Munoz;

b. Duly Accomplished For:n 212 (Personal Data Sheet) r*'ith Work Bxperience
Sheet;

c. Photocopy of vaiiri and updated PRC Licenser/ID, if applicabie;
d. Photocop.v af Certilicate r:f Eligibility /Rating, if applicahle;
e. Photocopy of scholastic /academic record such as but not limited to

Transcript of Recorrls (TOR) and Diploma, including completion of
graduate and post-graduate units/degrees, if appiicable;

f. Photocopv of Certi{icate/s of Training. if applicable;
g. Phatocopv of Ce rtificate of Emp1o3,'rnent, Contract of Se:'vir:e, or du1-v signed

Service Record, rnhichever is/are applicable;
h. Photocopv of latest appointment, if applicable;
i. Photocopv of the Performance Raling in the last three consecutive rating

periods;
j. Checklist of Requirernents and Omnibus Swor:r Statemeni of the

Certi{icatiori on the Authenticitv and Veracifi (CAV) of the documents
sutrmitted and l)ata Privacy Consent Form pursuant to RA No. 1}fi3
{Data Priuacg Act of 2012), using the attached form {Enclosure No. 1),

notarized by authorized o{ficial; and
k. Other documents as mav be requirecl by the HRMPSB lor comparatjve

assessment, including but not limited to:

i. Means of Veri{ication (MOVs) show'ing Outstanrling Accomplishments,
Application of trducation, and Application of Learning and Deveiopment
reckoned fiom the date of last issuance of appointment; and

ii. Photccopy of the Performance Rating obtained from the relevant r,rrork
experience, if Fetforrnance Rating in Item 3fi) is not relevant to the
position to be filled, if applicatrle.

4. In consorrance w{th RA No. 8792 or the "Electronic Commerce Act of 2000"
'.vhich provides that "electrunlc documents shali have the legal effect, validit-v or
enforceability as anlr other docurnent or legal w,riting and'uvhere the 1ar.v requires
a document to be in wliting, that requir"ement is met by an electronic document
if the said electrorric document n-rainlains its integrit-v and reliabilit'y and can be

:<i-
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authenticated so as to be usabie for subsequent reference," online suburission
of electranic copies of the above enumerated application documents may be
allowed, subject to the suburission of the hard copies upoll request fbr purposes
of verification.

5. individuals rrho failed to submit cornplete mandatory documents (Items 3.a to
3.j) on the set deadline shall not be included in the pool of official applicants.

6" Kindiy bting originai docurrents on the day clf evaluaijon for verification and
other purpcses.

7. The applicant assumes fuli responsibility
compieteness, authenticitv, and veraci[, of
evidenced by the Omnibus Sworn Statement
applicant.

B. This Oflice adheres to trqual Employment
applicants regardless of gender, civil status,
political af{lliation"

and accountabilit-v for the
the documents submitted, as

{Item 3.j), duly signed h;r the

Opportuniq. Principle to all
disabilitl,-, religion, ethnicily or

9. Immediate and u.ide dissemination of this Memorandum is desired.

;onenr.lr#nvacro PhD, cusg v
1 Schools Divisioa Superintendent 

f

HRMPSB/ AOII, PDOI
A 1 4 / Septetxber 2A, 2A23

A

I
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scHooLS DrvrsroN oF scr[NCE crry or nru(ioz
No. 1 to Schools Division hnemoianOum No. ffi-s;OZS

cl{Ecr{trsr t}F' RLQITIR.EI!1EN?S

:,1!rt!: ri ;lpriiarairl: Applicatico Code;
Posilioo Applied For:
C}IE€ of tb€ Positios.Aptr ied Fsri *-.".--..- -...-.-..*-
C6tac{ thmbsE
Relision:
Ethaieiqr:
PeGos Eit].. Di$atliuey; Y6 ( ) No { }
Solo Pffen* Ye ( ) No ( i

Attested:

!{uaffi Resource &Imagement (}ffice.

c[[!trsl,s afirotN sraf ElrElI?

ctBfi!'xc4?roir 6r aurnErTrcrTY Alru IrTR^ACI?Y
I hereby c*rrify that EIl infoffiatios abovg ffe lnte md corect, ed of *y peruonsl knwiedge and belief, md the documeflls
submitied herewith tre originEl ed/or cerHlled lr[e copies thereof"

DETJT PRf,IIACY C{}U$ES'T
I her€by grai t*e Departtrent of EducatioE ttre rlgtrt to coll*t md procees ey pgsanal infoEatioa @ stated aF]or*, for purlsee
releeut to the recruitftent, selectiaa, *d placesent of llerso*nei of the Detr]a.tl!&t md for purpeses 6f complimce $itti t}}e
lare, ruiea, ed r€gulatims beidg im{}lemented by the Civil Seryiee Comaissica.

Nl:ee md Signature at AFplicet

Subsribed sd aym to before me ttris 
-- 

d.y of --***--*_.*,,*"*, year __=-.*

iEcoeffitEsi6Rqrublicktilo,E79,rrlrt'El#oiliaCmPlq@Mdzffio",lc\le@dcdom@tsehdlhareSe]<stdtre!'latdiryordfoilgMtyaiaayoetr
dfficnt 6 k8d niililg ed &) Srlk *e ias re(gBs a d&uocqt 15 be in *?iri4 that quirh*t k E€t hy d €l&adic d@8sa if tle a& €ls@ric d€.uBrd
a$hin€:rs hktftqr and !&biliEl dd ce b outLendcaBd s es !o k usahle ltr eubqu€Ei reftnne,

Basic L)EQssta.ry }tequi.eeent

Status ol
Subaisim

fIotuf,tw&Wteotuil;
A.e* {ilhit&,,t

Verificatim
fro belw-d bu tu HWD/HE olfie/wb.

Status of
Subtrts3is

,ardifery#j
I?eilrshs

a. Ifttef, of int*t addresBed to the liead ef Office sr highest
b"--- 

"*d61:rtu ^ffi#{-
b. Duly accouplirhed Petsonal Data slaeet {PDs)

{C* Fom Fto, 212" F{elised 2017} aJId Work Experies* $}rrct,

c Photacopy ot valid ffid ufrdatsd PRC I-ic€rse,1!D, if alrplieable
d. Phokepy of CertiEcate of Etigibilify/Rsport of Rati&g, if

Fhot$copy oI sholastic/acdeeic record sch aB bur not
limited to ?rascript qf Re@rd€ {TOR} *d Diploma, irrclu.diog
coapletion af Araduate ed lmt*Eraduate uEite/degreeB, if
aeitable

t, Pholocsl}v of C€r-tifiete I s of frainine" if apoliebie
Phot@opy of Certiliate of Employrnent, Contract of Service, ot
,rrlo -it*d SFn,i-F Pp-nrd Drhir!,prrer i< Jr.F .rt6ti^Ahl.

Irtoc66v of latest erointmmt. il applica-nle
Phatacapy {a t!1e Perfoffimce Ratiags in tha last ratiEg
peried[a] cever;rg cne {1} }retr perlolroance prior to the deadliae

j Checklist al ltequireeeflts ed Omnibua Ssor Saateme?t on
*ie Certiricati6n oa the Authenticity md veracity (CAV) of tt.e
*Bftts,d*a ErlkittFd snd n^tr pdranr Cflne-nl F^rn

k. Otiler docume*te ae my he reguired tor @fiptrative
se$eismenl. srrc.h as hrrt nfi+ lifii+€d tdl
&,rems of Verifi€tion [MOVsi showing Outstmding
Accorcplishcents! Applietisa of Education. ed r\pp1i€tion of
Iaffiing ed Development reakaned f.om ths date o{ lmt
;cRrrr*-a 

^f 
ar,*ifl feP-a

Phstocopy of Ferfqre Ratiag obtained fisrB th€ relwst
rc.k ex$F-rieace, i{ perfolme€c rali*g ir item {it is rct relevdt
Lo the i:ositim fo bc filled

:*r ..ii: 
' ltl ataa- i:

e-
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