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May 16,2O24

DIVISION MEMORANDUM
No.9l9 s.2A24

CONDUCT OF. OPEN DOORS {Optimizing Personnel Euhancement Networks througL
The Division's Open Rarking Systemf FOR NON-TEACHING POSITION$ and

RETATED.TEACHING FOR THE CALENDAR YEAR 2024.2A25

Assistant Schools Division Superintendent
Chief Education Supervisors, SGOD and CID
Education Program Supervisors/ Public Schools District Supervisors
Elementary and Secondary School Heads
All Applicants

1. In our continued pursuir towards excellence in l-{uman Resource L,{anagen:erlt, this ol}ice herehrl,
announces to the field the submission of application docurnents lor the following Non-'I'eaching anc?
Related-Teaching Positions tbr the School Year 202+-2023 employing the OPEN DOORS
{Optimizing Personnel Enhancement Networks through the Division's Open Rauking System}
mechanism.

2. This office hereby announces the call for applicatioirs for non-teaching and related-teaching
to wil:

3. In vielv' thereof, all interested and qualified applicants regardless of gender, civil status, disabilitl,-,
religion, ethnicity or political affiiiation are encouraged to submit the basic requirernents listed
helow to the Division HR, addressed to SHERLITA A. PALMA, EdD, CESO VI, OlC-schools Division
Superinten<ient, properly tabbed/labeled received at the Records Section, on or before May 3,or 2024.
(Thursdayf until 5:OO pm:
a. Letter of lntent addressed to the Schools Division Superintendent;
ir. Fuily accomplished PIIS {CSC Form No. 212, Revised 2Al7} w-ith Work Experience Sheet;
r. Certified true cop1,r of valid and updated PRC iD/License (if applicable);
d. Certifie d true copy of eligibility lboard raring ( if applicable);
e. Certified true copy of scholastic/academic records such as but not lirnited to Transcript of

Itecords {TOR) zurd Diploma, including completion of graduate or post graduate units/degrees;
f. Certified true copies of certificates of trainings relevant to the position applied for, if applicable;
g. Certified true copies of Certificate of Employment, Contract of Ser-r,,ice or duiy signed Seivice

Record, w-hichever is applicabie;
h. Certifiecl true copy of the latest CSC approved apoointrnent/last promotion {mandatoiy

req:.rirement) if appiicable;
i. Pheitocopy of the Performance Ratings in the last rating perioci olre-year

Schools Division ot' Yacloban City, Brgy. 54 Real Street, fodobon Cify', Leyte 6500
Foceboak Poge: Dep{d Tayo Tocloban Cin/ Afficial emqil: sdot6clobancitf@tieped.got.ptt

N on-Teaching Fositions No. of
Vacalt

Pcsitions

Related-Teaching Positions No. of
Vaca,nt

Positions

Administrative Officer IV-HRMO
Administrative Assistant iII
Administrative Assistant 1I

Administrative Aide VI
Administrative Aide IiI

i
4
1

1

1

Guidance Counselor I
Guidance Counselor II
Guidance Counselor lII

3
10
,
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performance prior to the deadline of suLrmission, if appiicable;
j. Checklist of Requirements with Omnibus Sworn Statement on the Certification on the

Authenticity and Veracify(CAv) of the documents submitted and Data Privacy Consent
Form/Waiver pursuant to RA 10173 {Data Privacy Act of 2ol2l, using the attached form,
notarlzed by an authorized official( see enciosure D).

4. Other supporting documents related to aw-arcis, research, innovatior, outstanding
accomplishments, duiy-aoproved Appiication of Education anci L&D must be brought duriug the
evaluative assessment orr the giveu date reflected iir the algorithrn.

5. To be guided on the conduct of these undertakings, the following enclosures are provided:
Enclasure A - OPEN DOARS Algorithm for Non-Teachiag arld Related Teaching Positions
Enclosur* E - Qualilication Standards of the Vacant Pcsitions
Enciosure C - Criteria and Point System for Non-Teaching and Related-Teaching Positions
En*lasure D - Checklist oi Requirements {Annex C)

6. Applieants rriil be assessed using DO Nc. 19, s. 2022 {DepEd New Merit Selectian Pian} and D0 Ho.
?, s. 2O?3 re: Guideliaes i"a Recruitrnert, $electioa aad Appoiatmeat in the Department of
Educatioa particularly on the Non-Teaching and Related-Teaching Categcries respectively. All
concerned are advised to download the above-cited memos at www"deped.gov.ph

7. Applicants who faile<i to submit manrlatorl,'clocuments as herein mentioned on the
set dr:adline indicateri in this memorandurn shal1 not be lnciuded in the pool of official applicants.
No additional documents shall be accepted after the said deadline, as iud.icated in this
memorandum"

L All expenses incurred for meals and other incidental expenses of the Division Selection Sub-
Committees iDSSC) wili be charged against their loca1/MOOE funds while the Division Selection
Committee (DSC) wil1be charged against OSDS funds subject to the usual auditing and accounting
rules and regulations.

9. imlnediate and u'ide dissemination of this mernorandun are desired

Ql*l,rr.
SHERLITA nL peUra EdD, CESO Vr

Assisternt Schools Division Superintendent
O{Iicer in Charge-Schools Division Suferinpn

C/ 
.2tta,i*t::..::i\i*.t. 1::i.i.,.t,il

dent

Enctosure: ds stoted
Referente: gepEd Arder No. 79, s. 2O22, DepEd Ordet No. 7, s. 2023; 2077 AfrAOHRA

To be indicdted in the Perpetudl lndex under the lollowing subjects:
OPEN DOORS ANNAUNCEMENT H'RTIYG ST,86,"55'Ofl

0sDslPs/itM 3/ar1624

'l
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Enclosure A of Ditisiort Memorandum No. _ s. 2024

oPts DooRs
ALGORITHM FOR ilOII-TIACHIIIG AIID RTLATTD TEACHISG POSITIOI{S

scHooL rcAR 2o/2+2o/25

Step{s} Activity Date Person lBesponsible
1 Sutrmission of appiication

dr:cuments specit'ing tire pcsition
being applied and docurnents based
on the Qualiiication Standards iQS)
appropriate flor t1-e said p*sition

May 16-39, 2424 Personnel unit

2 Initial Assessment of application
documents viz-a-viz Qualificatlons
Standards

May 31- June 3,2424 HRMO II or {its
designate)
Personnel unit-

.) Orientation of all OPtrN DOORS
Evaluators and Assessors

June 6, 2424
(Thursda.v)

HRMPSB
DSC
Personnel unit

4 Not"iticalion of Qualified Applicants June 7,2A24
[Fridav]

Personnel unit

5 Irace-to-Face Evaiuative Assessment
of documents ( pursuant to the new
MSP policy guidelines DO No.7,
s.2023)

Behavioral trvent Interuiern' {E}trI} and
Written Examination

Confirmation of Paints

June L7,2A'24
{Tuesdar.} HRMPSB

Division Screening
Committees
Personnel unit
Secretariat

On.site Perforna-nce
Validation/ Background Investigation
to qualified most ranking candidates
for ttre pcsition

June L3,2*24
{Thursday}

HRMPSB
DSC
DSSC
Personnel Unit

I lleliixrati+n June 14,2824
{Fridav}

HRMPSB, Personnel
unit, Secretariat

* Reiease of the Final CAR-P for Schcol
Year 2S24-2O25

June 18,2*24
{Tuesday}

HRMPSB
Personnel unit
Secretariat

1A\-

W-, fl. i)
Schools Division of Tdclaban AQ, \rgy. 54 Resl Street, Tac{obon City, Leyte 65AA
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En.closure B af Diuision Memorandum ffo. t? s. 2004

QUALI FICATICIl{ STAN DARDS

POSITION EDUCATIOIII TRAII{ING E'CPERIEI{CT ELIGItsILITY

Aciministrative
Ofiicer IV-HRMO

Bachelor's degree
relevalt to the job

4 hours of
relevar:t training

1 year relevant
experience

Career Sersice
Professional

{Second Level
Eligibility)

Administrative
Assistant lll

Completion of two
years in college

4 hours of
relevant training

1 year relevant
experience

Career Service
Prolessional (First
Level Eligibility)

Administrative
.Assistant II

Completion of two
years in coilege

4 hours of
relevant training

1 year relevant
experience

Career Service
Professionai {First
Level trligibitity)

Administrative
Aide VI

Completion of 2
yea-rs studies in
college or high
school graduate with
releva:r.t vocational
or trade course
reports

None Requirecl None Required Career Service
Professional (First
Level Eligibilityi

Administrative
Aide III

Completion of 2
years studies in
college or high
school graduate with
relevant vocational
cr trade ccurse
reports

None Required None Required Career Seruice
Professional (First
Level Eligibility)

Guidance
Counselor I, II &

III

Master's degree in
Guidance and
Counseling

None Required Non Required RA 1080

{Guidance
Counselor)

Schools Divisio* ot'lacloban Aty, Brgy. 54 Real Str€et, Toclobon CW, LeW 6500
Facebook Faqe: DepEd fdyo Tdclaban CW Afliciol email: sdotacloboncity@deped.gN.phM_ffi
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Ertclosure C af Diuision ll{emarandtLm.Vo._ s. 2024

CRITERTA ATiID POINT SYSTEIfi
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Enclosure D olDivision Memorandum No. __s. ZAZ4

Annex C

Name of Applicant:
Position Applied For:
Office of the Position Apptie d For:
Contact Number:
Religion:
Ethnicity:

CHECKLTST OF REQUIREMENTS

Application Code:

Person with Disability:
Solo Parent: Yes { J

Yes (
No{ )

I No[ ]

Basic Documentary Requirement

Status of
Submission

(fa be flledaut by *e
a pplicant;

Chack if subdiwd)

Verification
{To be jitledout by the ERMOy'HR Affice/sub-commltt*)

Status of
Submission

tcheck tf cotuplied]
Remarks

a Letter of intent addressed
human resource officer

to the Head of Office or highest

}\ Duly accomplisheci Personal Dara Sheet IPDS]
(CS No. I 1 2, Revised 2 0 1 7) and Work Experience Sheet, if

c. P hotocopy of valid and updated PRC License/ I D, if
d. Phot0copy of Certi ficate of Eligibiliqy/Report of Raling, if

licable
Photocopy of scirolastic/academic record such as but not
limited to Transcript of Records (TOR] and Diploma, inciuding
conrpletion of gradu.ate and post-graduate units/degrees, if
available

f" Ph()to of Trai if ie
Pholocopy of Certificate of Emp loyment, ntract ol Service, o1'

Service whichever
L of latest it ie
t" Photocopy ofthe Performance Ratings in the last rating

period(sj coverirg one (11 year performance prior to the deadline
of submission, if applicable

j Checklist of Requirements and Omnibus Sworn Statement on
the Cerlifrcaticn ot1 the Authenticity ano Veracity {CAVI of rhe

Consent Forrrdocunrents SU bmitled and Da
k. Other documents as may be required for comparative

a$sessment, such as but not limited io:
Means of Yerification IMOVs) showing Outstanding
Accomplishments, ApplicaUon of Education, and Application of
Learning and Development reckoned from the date of ]ast
issuance of
Photocopy of Performance Rating obtained from the relevant
worh
to the

experien ce, if performance rating in Item [i] is not relevant
to he filled

F{uman Resource Management 0fficer

O}INIBUS $WORN STATEMENT

CER?iFICATION OF AUTHENTICITY ANtr VER.ACITY
I hereby certify that all infcrmation above are true and correct, and of my personai knowledge and belief, and the documents
submitted herewith are original and/or certified true copies thereof.

DATA PRIVACY CONSENT
I hereby grant the Department of Education the right to coilect and process my personal information as stated above, for purposes
relevant to the recruitment, selecLion, and placement of personnel oithe Deparrment and for purposes of cornpliance with thelaws, rules, and reguiations being implemented by the Civil ser-vice commission.

Attes[ed:

vearSubscribed and sworn to before me this_day

Name and Signature of Applicant

Form


