
a}qubfty o1 tee aBftyca

aepovttwh of cauttott
Region  11  -Cagayan  Val ley

Schoo I s Division of Nueva Vizcaya

02 September 2026

DIVISION MEMORANDUM
No.           2t2®          , s. 2026

CALL FOR THE suBMlsslon op AppLlcATION
POB TRE ASSESSIIEHT OF VARIOUS POSITIONS

To:      Assistant schools Division superintendent
Chief Education Supervisor, SGOD and CID
Education Program Supervisors
Public Schools District Supervisors/District-In-Charge
Administrative Officer V
Section and Unit Heads
Elementary and Secondary School Heads
AIl Others Concerned

I.       To  facilitate  the  filling  up  of  various  positions,  this  office  would  like  to
announce the call for submission of application for the following positions to wit:

Elementay:
Position No. of items

a.   School Frfucipal I 11

b.   MasterTeacher I 1

TorAI, 12

Non-Teaching

Position No. of items
a.   Administrative Officer 11 4
b.  Administratie Assistant Ill 2
c.   Administrative Assistant Il 1

d.   Security Guard 1

roTAI 8

*Nofe: Please see attached docu;me"ts for the Qualtfica:fion fstandards

2.         DepEd schools Division of Nueva vizcaya adheres to the Equal Employment
Opportunity Principle  (EEOP)  in  the  implementation of its  Recruitment,  Selection
and Placement. In this regard, applications from all qualified individuals regardless
of  age,   sex,   gender   identity,   sexual   orienta.tion,   disabilities,   relirion   and/or
indigenous group membership are hereby encouraged.

i,eSED
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3.       All  interested  applicants  are  advised  to  submit  one  (1)  set  of doouments
amanged accordingly into one ( 1) folder for the be-assessment of their Eliglbillty
based on the Qualiflcatiozi Standard of the position being applied for:

a.   Application Letter indicating therein the position being applied
for

b.   Duly notarized Personal Data Sheet |PDS Form 212 - revised
2026) with Work Experience Sheet

c.   Authenticated   Transcript   of  Records/Certification   of   unitse-ed
d.   Xerox copy of Eligibility (CSC-Ftof/ CSC-Subprof/PRC License)
e.   Service Record/ Certificate of emplQ)ment if applicable
f.    Certificate of Training related to the position being applied for

For applicants of Nob-teaching positions please refer to Annex
A for additional documents to be Submitted.

For MASTER TRACIIER APPLICANTS 8ubmlt a complete copy of
your three (3) latest IFCRF for the evaluation.

4.       All     appHcants    are    advised    to     fill    up     the     form     on    this    link
tiii\-url . t`om / A 1i(`<|nTRe straT{on2026     after  submission  of  the  above-

mentioned documents.

5.       All documents must be submitted to this office throuch the Records section
ori or before Seotember 9. 2026 until 5:00 o'dock in the afternoon, addressed to
the Schools Division Superintendent, Attn: Adminisistmtive Officer IV IHRM01.

Late 8ubmls8ioD will no lol]frer tie aooeoted.

6.       A separate memorandum will be released as regards the result of the pre-
aassessment including the tine and schedule of each applicant to be assessed. Please
be updated through our official webpage page ht-tps: / / sc(ol) u,e\ i-\\izca\'a.com    and
SDO Nueva Vizcaya Human Resource Management Office.

7.       Immediate dissemination of this memoranduln is desired.

ORLAVD
Schools

i,...
uAnuEL phl), cEso

ivision Superintendent
O9-2a28-ioi

Address: Quezon SL. Don Pemiirao Maddela. Bavombona. Nueva Vlzcava. 3700
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cONTExruAIIZED GulDElmEs in TIE suBmlsslon oF AppLlcATION,
EVAI;UATION, AND sHORTIISTmG OF ApplACARTs FOR HOP-

TEAclnNG/ TEACEING-RELATED poslmoNs

Stlbmlssion of Application:

1.        Applicants are required to submit the following documents upon application:
a.   Eke-Assessment Documents - documents to be submitted for the

evaluation of eligiibility of an applicant to detemine whether he/she is
Qualified or Disquialified for the position:

a.   Application I.etter
-     Indicate the position being applied for
-    If there are more than three vacant items of the same position,

the applicant has to choose 2 places of assignment from his/her
locality where he/she wants to apply.

b.   Duly notarized Personal Data Sheet (ros Form 212-revised 2026)
with Work Experience Sheet

c.   Authenticated Transcript of Records/Certification of units earned
d.   Xerox copy of Eligibility (CSC-Ptof/CSC-Subprof/PRC hicense)
e.   Service Record/Certificate of Employment
f.    Certificate of Training related to the position being applied for

b.  Assessment Docilments - additional documents to be submitted for the
evaluation of points based on the criteria for assessment.
-'The  assessment  for  Non-teaching/Related-teaching  positions  shall  be

based on the following criteria:

CRITERA Document to submit
a.   EDUCATION Transcript of Records /  certification

Units and/or degree relevant to the of grades for Bachelor's degree  and
position to be filled exceeding the Masteral/ Doctoral Degree
mainum qualification
requirements as defined in the Civil
Service approved Qualification
StandardsI). T-a Certificate of Trainings (Xeroopy)
Traing hours relevant to the
position to be filled, exceeding the
minimum qualification
requirements as defined in the CSC
approved Qualification Standards,
acquired after the last promotion
but within the last five (5| years;

+ *„        9 Address: Qulezori sL. Don froinoo AAaldela  Bavcrmbona. I`ltmra vlzcava. 3700
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c.  EmERIENCE Certificate    of   Employment/    Service
Experience relevant to the Record
position to be filled, exceeding the
minimum qualifcatin
requirements as defined in the
CSC -apprved Qualification
Standards

a.  pERFORmAmcB Poaltions with experience
Performance refers to the RequLhement:
assessment of how tasks, duties, a.   Performance  Rating  relevant  to
and responsibilities are carried the position to be filled (1 year)
out or accomplished by the

Po8itlon8 with no experienceapplicant as evidenced by
performance rating document or reqdrement:
other means of verification. The a.   Civil Service Rating
performance rating obtained in b.   PRC Rating
the current or previous job or c.   Certificate as Cum laude, Magria
position that is relevant to the Curl laude or Suma Chim laude
position to be filled shall be used d.   GWA
for purposes of giving points for
performance.

e.   OUTSTANDING a.  Awards and Recognition
AccOMPLlsHMENrs 'Ihis    refers    to    citations    or
Outstanding Accomplishments commendations,    academic    or
refer to meritorious contributions inter-school         awards,         or
of an applicant, such as ideas, outstanding employee awards.
inventions, or discoveries which I).  Research and lrmovation
were duly recognized by an -    Research conducted
authorized body. These must c.  Subject Hatter Expert/
have a direct link to the REAs of Hemtler8hip in National TWG8
the apphicant's current or or C®mndttee8
previous position. Outstanding -     Certificate as subject Matter
accomplishments must have led Expert    or     Certificate     as
to positive results in their National TWG
workplace through efficiency in d.  Resource Speakerchip/
operation, increased production , Facmtation
improved working standards , -     Certificate  of Recognition  as
and/or savings in government Resource Speaker
spending. e.  REAP Accredited I¢aming

Facilitator
-     Certification         as        NEAP

Facilitator

Address: Queaen SL. Don Dorrinco Maddcta. Bavonbona. Nue`ia Vlzcaya. 3700
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f.   APPLICATION OF EDUCATION
Application of education is the
contribution made tryr an
applicant to their workplace as a
result of their learning froln
higher education 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.

Po8itioDs with experience
requirement:

Application     of     education     is     the
contributions made by the applicant to
their  workplace  as  a  result   of  their
leaming sfrom their education  degrees
or untis earned, such as but not limited
to   applied   concepts,   processes,   and
skills that re relevant to the positon to
be fined.

Po8itioes with no experience
reqrfument:

Applicants   to   positions   that   do   not
require previous work experience must
submit    the    GWA    in    the    highest
academic/     grade    level    earned    as
evidenced  by  Transcript  of  Records/
Certificate  of  GWA/  Diploma/  Special
Order  from  the  Commission  of Higher
Education CHED or other certifications

9.  APpL[CATloN oF uEARnmG
AND DEVELom(EHT (I GB D)
Application of L & D is a proven
success of the learnings gained
from the human resource
development (HRD) interventions
done/ attended by the applicant
which must have led to
significant positive results in
their current or revious work.

1.   Certificate of Training or
Certification on any applicable L
&D intervention acquired

2.  Action Plan/ Re-entry Action
Plan/Job Embedded Leaning

3.  Accomplishment report with
General Certification that the L & D
intervention was adopted by the
office

Assessment of Potefitial
a.  Written Emmination and Shill8 or Work Sample Test

-    Applicants will be notified through memorandum of the schedule of the
Written Examination and Shills/Work Sample Test

b.  Behaviouml Events hterview |BBI)
-    Applicants will be notifiied throuch memorandum of the schedule of the

Interview

DeSED
9 Address: Quezon St.. Don Dominao Maddela. Bayombona. Nueva Vlzcava. 3700
|'CeLlplione No: . +63 962 6814945 . +63 992 035 2123''#A#;#ri-=qov.ph
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roslTloN QUAI,IFlcATloH sTAnDARD HIRINGGUIDELINES

school prfucipal I EDUCATION:  Master's degree in DepEd Ord.eT 007,
SG -19Vice: Education, or Educational s.2023

Management, or Educational (sehool
Leadership; or Administrafron)

DAITE sAQunG(SDO) Master's degree in relevant learning
area with at least 9 units in
Management

REnlAINING SCHOOL ExpERIENCE:  5 years teaching
PRINCDAL I ITEms Ilo) experience and 1-year experience in

any of the following: learning area
coordination, subject area
supervision, school management and
operations, instmctional supervision.

TRAm"G:  32 hours of training in
any of or a cumulative of the following:
Curriculum, Pedagogy, School
Management and Operations,
Instructional Leadership acquired
within the last 5 years

ELIGBILITY:  RA 1080, as amended
(Teacher)

COMPREHCIES
Fiinctional Competencies/ Core Behavioral Competencie8: hademhlp
Key Re8tLlt Area: •    Self-Management Competencie8:

•    Leading strategically •    Professionalism and Ethics •    Ifading
•    Managing school •    ResultFocus People

Operations and •    Teamwork .    People
Resources •    Service orientation Development

•    Foousing on Teaching •    Innovation •     People
and Learriing Performance

•    Developing selfandOthers•Buildingconnections Management

•-r,.`_       9 AddTese:

DeSED   ®  , t:` Ccllphone l`[o: . +63 962 681 4945 . +63 992 035 2123
® End A-rrmmrfz"rfufnd rgiv/rch
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POSITION QUAIIFICATIOH STANI)ARD -a
GUII)EI.INES

MMasterTeacherI
SG - 18

Vice:

Elementarv:

- OEEfrA
qubang I)

EDUCATION:
Master's degree in Education, or Educational
Leadership, or Educational Management, or
relevant subject or learning area

ExpERIENCE:  5 years teaching experience

TRAinING:  24 hours of training in any of or a
cumulative of the following: Curriculum,
Pedagogy, Subject Specialization and 8 hours of
training in Instructional Supervision acquired
within the last 5 years;
Or
Completion of NEAP-requisite professional
development program for Career Stage Ill (Highly
Proficient Teacher)

ELIGnlLITy:Bte-trys
RA 1080, as amended (Teacher -
Elementary/Secondary)

Secondang:
RA 1080, as anended (Teacher-Secondary)

DepEd Order
20, s.2025

COHPRTENCIES
Fiinctional Competencies/ Key Result Area:

•    Content Knowledge and pedagogy
•    Content Knowledge and pedagogy and

Learning Environment
•    Diversity of l€amers and curriculum and

Planning
•    Community Linkages and professional

Engagement
•    Personal Growth and FTofessional

Development

Core Behavioral Comp€tencie8:
•    Self-Management
•    Professionalism and Ethics
•    ResultFocus
•    Teamwork
•    Service orientation

Imovation

DeSED
t5` Ce`bhone No: . +63 962 681 4945 . +63 992 035 2123
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POSITIOH QUALIFICATION STANDARD IImING GulDELINEs
ADENISTRATIVE BDUCATI0H: I)epEd Order 007, s.
OFFICER 11 |Admiriatrative Bachelor's degree relevant to the job. 2023 (Nozi-Teaching
Omcer 1' Positions - SG 10 -

ExpERIENCE: None requiredSG -11 22 and 27)

Vice:Elementary:IVYGONZALES CARASCODENNISVAI,DEZHINCELGRACELIMBAWAnDENNISVALDEZ TRAlrmG:  None requiredEI,IGIBII,ITV:

CAREER SERVICE (Professional)
Second I.evel Eligibility

COMPBTENCIES
Fiinctional Competencie8/ Core Behavioml CoDpetencie8 core sum
Key Result Area: •    Self-Management ®     Oral

•    Personnel Administration •    Professionalism and Ethics Co-unication
•    Property custodianship •    Results Focus •    Written
•    General Administrative •    Teamwork Colnmunication

Support •    Service orientation •    ComputerlcT
•    Financial Management •    Irmovations Skills

D.iED
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POSITION QUAIIFICATIOH
STANDARD InRmG GulDELINEs

AD"I"ISTRATrvE
ASSISTANT Ill (Senior
Boomeeper|
SG-9

Vice:

ANNIE LYN CALICA
(Aritao 11)

KATE GILLIAVE LU
(SDO)

EI}ucATIon:
Completion of two -year
studies in college tr>rior to
2018), or Completion of
Grade 12/Senior Hich
School (starfug 2016)

EXPEREtlcE: One (1) year
of relevant experience

TRA""G:  4 hours relevant
training

BLIGIB-:
CAREER SERVICE (Sub-
Professional) First Level
EligibiHty

DepEid Order 007, s.
2 02 3 (Non-Teaching
Positions - SG 1 - 9 Non-
General Services)

COMPETEHCIES
Functional
Competencies / Key
Result Area:

•    Accounting
Services

•    Salary
Administration and
Payroll Processing

•    Payroll-related
Services

•    Budgeting services

Core Beh8wlord
competencie8

•    Self-Management
•    Professionalism and

Ethics
•    Results Focus
•    Teamwork
•    Service orientation
•    Innovations

Core Skife
•    Oral communication
•    Written

Co-unication
•    Computer IcT skills

D#ED   t¢  ,i` Q=' Ceupl.one No: . +63 962 681 4945 . +63 992 035 2123
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POSITION QUAIIFICATIOHsTiun/ue HIRING GurDEI,Inns

ADmlNlsTRATlvE AsslsTAHT EDUCATION:
DepEd CircleT 007, s.11 (Dlchur8ipg Officer 11) Completion of two-year

SG-8 studies in college (prior 2 023 (Non-Teaching
to 2018), or Completion Positio:rrs - SG 1 - 9

Vice: of Grade 12/Senior HighSchool(starting2016)ERERIENCE:One(1)yearofrelevantexperiencea:4hoursrelevanttrainingELIGmlTy:CAREERSERVICE(Sub-Professional)FirstI.evelEligibility Nofrcieneral Services)

MAYLENE I,IBAH
(Bonfal NHS)

coHPETENcms
F`inctlonal Competencies/ Core Behaviord Core SEE
Key Result Area: C®mpeteDcle8 Oral

•    Accounting services •    Self-Management Communication
•    Budgeting services •    Professionalism Written

and Ethics Co-unication
•    Results Foous •    ComputerlcT
•    Teamwork•ServiceOrientation•Irmovations Skills

--`.,`~h       ® Address:

D.iED  ¢ ,


