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Republic of the Philippines

Department of Education

REGION VIII
SCHOOLS DIVISION OF CALBAYOG CITY

P2 Hamorawon, Calbayog City, Western Samar

DIVISIO
No.

MORANDUM
, S. 2025

September 04, 2025

CALL FOR THE SUBMISSION OF APPLICATION DOCUMENTS FOR RECRUITMENT,
SCREENING, AND EVALUATION FOR NON-TEACHING POSITIONS

TO:

Assistant Schools Division Superintendent Chief

Education Supervisor
Education Program Supervisors Public
Schools District Supervisors Unit/Section

Heads

Public Elementary and Secondary School Heads
All Others Concemned

1. In adherence with the Omnibus Rules on Appaintment and Other Human Resources Actions (ORA OHRA) and DepEd Order No.
007, 5. 2023, entitled “Guidelines on Recruitment, Selection, and Appointment in the Department of Education.” This Office hereby
announces the Call for Non-Teaching Positions adhering to the Open Ranking System using the Project CHRESP (Comprehensive,
Hiring, Recruitment and Engaging Process) eApps.

2. Al interested and qualified applicants are invited to apply regardless of age, race, ethnicity, religious and political affiliations,
gender preference and disability. Thus, DepEd - Calbayog City Division upholds the importance of quality and diversity in all
mechanism of ts recruitment system, and adopts the Equal Employment Opportunity Principle (EEOP).

3. Inierested applicants must meet the Qualification Standards (QS) for the following vacant positions:

POSITIONS | SALARY GRADE EDUCATION EXPERINCE TRAINING ELIGIBITY
1 Administrative Officer IV Bachelor's Degree relevan o None Required None Required Career Service
(SG 15, Procurement) the job (Preferably has least 2-years' | [Prefetably has 24 hours Professional
(Preferably graduate in Public experience in the procurement | training on the NGPA) (Second Level
Administration, Business Managemenl, | relaled lask) Eligibility)
and Bachelor of Laws)
1 Administrative Officer Il Bachelor's Degree relevant lo None Required None Required Career Service 1
(5G 11, Procurement) the job (Preferably has least 1- year | (Preferably has 16 hours Professional J
(Preferably has units in Public experience in the procuiement | training on the NGPA) (Second Level
Administiation, Business Managemen!, | relaled task) Eligibility)
and Bachelor of Laws)
1 Legal Assistant | (SG 10) Bachelors Degiee wih alleas None Required None Required Careor Sevee |
18 units of Bachelor of Laws (Preferably has least 1- year {Preferably has 8 hours of Professional
relevanl experience) relevant) {Second Level
‘ Eighiy) |
3 Administrative Assistant Il Completion of two years in college 1-year relevant experience 4 hours of relevant raining to | Career Service
(SG9) the positon Professiona

|




[ POSITIONS | SALARY GRADE EDUCATION EXPERINCE TRAINING ELIGIBITY
3 Administrative Assistant Il Completion of two years in college 1-year relevant experience 4 hours of relevant raning to | Career Service
(Clerk IV -SG 8) the position Professional ’
— [First Level Elghiity) |
2 Administrative Assistant Il Completion of two years in coflege 1-year relevanl experience 4 hours of refevant frainng o | Career Service ‘
(Disbursing -SG 8) the posiion Professional ‘
B [Frst Level Elighity) |
3 Administrative Aide VI (SG 6) Completion of two (2) years of studies 1-year relevanl experience 8 hours of relevant Career Service |
in college (prior to 2018), or Grade training to the position, Professional
12/Senior High School (starting 2016 which may include on- the- [First Level Ethty] .
job fraining. |

4. To expedite the smooth and seamless selection process, all applicants must register online to the Project CHRESP-eApps through
this URL: https://bit.lyCHRESP. Calbayog. Upon registration, the applicant will receive a unique reference code or Applicant’s Code sent
through email which will serve as the Applicants dentification in the announcement or posting of the Initial Evaluation Results and other
relevant information.

5. Al applicants shall submit the following documentary requirements to the HRMO, through the Records Section on or
before October 3, 2025. Late submission will not be accepted.

a.

®aoo0o

Application Letter addressed to the office of the Schools Division Superintendent MARGARITO
A. CADAYONA, PhD., CESO VI, OIC - Schools Division Superintendent ¢/o Mrs. JENNIFER MORENO-
CAMPILLO-ALVAREZ, 0IC- HRMO, Mobile Number: 09277580073, DepEd -
Calbayog City Division, P2, Brgy. Hamorawon, Calbayog City, Western Samar.
Duly accomplish PDS (CS Fom 212, revised 2017) with Work Experience Sheel, if applicable.
Photocopy of valid and updated PRC LicenseID, if applicable.
Photocopy of Cerificate of Eligibility/Rating, if applicable.
. Photocopy of scholastic /academic records such as but not limited to Transcript of Records
(TOR} and Diploma, General Weighted Average (GWA),
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 the latest appointment, if applicable.
Photocopy of Performance Rating in the last rating period(s) covering one (1) year performance in the current/latest
posifion prior to the deadline of submission, if applicable one (1) year performance in the currentAatest position prior to
the deadline of submission, if applicable.
Checklist of Requirements and Omnibus Sworn Statement on the Cerification on the Authenticity and Veracity
(CAV) of the documents submitted and Data Privacy Consent Form under RA No. 1017 (Data Privacy Act of 2012),
using the attached form (Annex C) with the issuance of DepEd Order No. 21, s. 2024 Amendments to DepEd
Order No. 007, s. 2023, particularly Section 10, states that the said documents shall no longer be required to
be notarized, and
Other documents may be required by the HRMPSB for comparative assessment, including but not limited to:
i. Mean of Verification (MOVs) showing Outstanding Accomplishments, Application of Education, and
Application for Learning and Development reckoned from the date
of last
issuance of appointment; and
ii. Pholocopy of the Performance Raling obtained from the relevant work experience, if Performance Rating
in Item (a) is not relevant to the pasition 1o be filled, if applicable.




6. Itis advised that the applicants should arrange the documents in a white folder with proper tabbing based on the list of
requirements, except that the Omnibus Sworn Statement should be placed on the top. During the conduct of the screening
process, particularly on the conduct of the Behavioral Event Interview (BEI) all applicants are required to wear corporate atfire.

7. For the details and proper guidance of this recruitment and selection process, attached is the Schedule  of Activities and the
Checklist of Requirements and Omnibus Sworn Statement.

8. The expenses incurred pertinent to the aforementioned activity are chargeable against SDO MOOE! local funds, subject to the
usual accounting and auditing rules and regulations.

F

MARGARITO A. CADAYONA, JR. PhD, CESO VI

Schools Division Superintendent M/

s Address: P2 Brgy. Hamorawon, Calbayog City, Samar
D',’ v Website: httpps://calbayogcity.deped.gov.ph
MATATAG Emall Address: calbayogcity @ deped.gov.ph
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ANNEX A

SCHEDULE OF ACTIVITIES FOR THE RECRUITMENT AND SCREENING FOR NON-

TEACHING POSITIONS
Date and Venue Activity Persons Involved |
|
September 30, 2025 Orientation of Applicants on the |
8:00 AM guidelines and other relevant Applicants, ‘

Venue: SDO Conference
Hall

information related to the recruitment
and selection process

HRMO, and HRMPSB

October 3, 2025
Venue: SDO Conference
Hall

Deadline for submission of application

documents to the HRMO through the
Records Unit

Applicants,
HRMO, and Records

October 6, 2025
Venue: SDO Conference
Hall

Initial Evaluation of Application
Documents

HRMO and HRMPSB Secretarniat

October 7, 2025 to
October 10, 2025
Venue: SDO Conference
Hall

Conduct of Comparative Assessment on
the ETEE, Performance, Outstanding

Accomplishment, Application of
Education, and Land D

HRMO and HRMPSB Secretariat

October 13, 2025
Venue: SDO Conference
Hall

Conduct of Written and
Work Sample Test

Applicant, HRMO and HRMPSB
Secretariat

October 14, 2025 to Conduct of the Behavioral Event
October 16, 2025 Interview (BEI) Applicant, HRMO and HRMPSB
Venue: SDO Conference
Hall I
|
October 17, 2025 to Open Ranking System and Final
October 20, 2025 Deliberation Applicant, HRMO and HRMPSB
Venue; SDO Conference !
Hall
October 23, 2025 Submission of CAR-RQA for SDS ]

Approval

HRMQ and HRMPSB
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ANNEX B
CHECKLIST OF REQUIREMENTS

Name of Applicant: Application Code:
Pasition Apphed For

Ullice of the Position Applied For:

Contact Number:

Rehgion:

Ethmcity:

Person with Lhsability: Yes | ) No( )

Solo Parent: Yes| ) No| )

S il B T il
) Venfication
Status of )
i {10 b filled-out by the HAML/HR Offices sub- committed;
. Submission i st S e e iigiial}
Basic Documentary Requirement (T b fillovt onit fy the Seatas of

. MERGHG Submission Remarks ‘
Chivk \f submred) (Check |f onptive)

| —— S SpSE— —
& Letter of intent addressed to the Head of Office or Inghest :r
{_jhuman resource officer SR

b. [Duly .n-ccomphshﬂi Personal Data Sheet (PDS)
HCS Form No. 212, Revised 2017} and Work Expenence Sheet, if

|
it g <
i

L _"n rheable o . WL Ty Lk b
¢ Photocopy of valrd and updated PRC License /1D, if applicable 1 Rl t L L
{a ‘Photocopy of Certificate of Elgitihity/Report of Raung, if | ‘
8 beable fasa e S (St Y. SO

e Photocopy of scholastic /academic record such as but not
‘muted to Transcript of Records [TOR) and Diploma, including
‘completion of graduate and post-graduate units/degrees, il
{available

I Photoco v of Certificate/s of Training, if applicable

% Photocopy of Ceruficate of Emplovment, Contract of Scrvice, or
‘dul si. ed Service Record, whichever is_are ap:licable

h Photocopy of latest appaintment. if apphicable e

{Photocepy of the Performance Ratings in the last rating

periodis) covering ene (1) year performance prior ro the deadhne

of submussion, if agohcable
1 |Checkhst of Reguirements and Omnibus Sworn Statement on
.the Certification on the Authenticity and Veracity (CAV) of the
____documents submutted and Data Privacy Consent Form P UER L,
k (Onher documents as may be required for comparative
assessment such as but not hmited to:
Means of Verfication [MOVsi showing Outstanding
Accomplshments, Apphicanon of Education, and Application of
Leartung and Development reckoned from the date of last |
issuance of a; omiment o
Misiocopy of Performance Raung obtained from the relevant
work expenience, if performance rating in Item (i} is not relevant
|to the rosition to be filled i

=

Attested

Human Resource Management Officer

- OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

| hereby cerify that all information above are true and correct, and of my personal knowledge and belief, and the documents
submitied herewrth are ariginal and/or certilied true copies thereof

DATA PRIVACY CONSENT

| hereby grant the Deparrment of Educatiun the right to collect and pracess my personal inlormation as stated abave, for purposes
relevan: to the recruitment, selection, and placement of personnel of the Department and lor purposes of compliance with the
laws, rules, and regulations being implemented by the Civil Service Commission,

"7 Nwme and Signatare of Appheant
Subscribed and sworn to before me this _____ day ol yyear .

In ennaenance with Kepuldse Act Ko RTG2 ar the * Eloxtroru Cosimerce vt of 2000 wllectrons documeints shall ove the legal effect, validity o eolereeabidity as any othes

ancument or jegal wrilisg and A 1wifiere the lpw regaies a documend (e be d wniung thad pegustemment voimet by s e ke Grodue ot ument @ e sasl oles e Qo usont
msinans 1y ntegriy and reliaholine and can be authenboaied so as L be usabile [or subseauen raferenca
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