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03 JUN 2025

DIVISION MEMORANDUM
No.__|£4 , 8. 2025

ANNOUNCEMENT OF CAREER OPPORTUNITY:
SECURITY GUARD I

To: Asst. Schools Division Superintendent
Chief CID, SGOD
Education Program Supervisors
Section Heads

All Public Elementary & Secondary School Heads
All Others Concerned
This Division

1. This Office announces the call for the submission of Applications for Security
Guard 1, until June 16, 2025, S5:00 PM. Copy of the duties and
responsibilities of the position is enclosed herewith to serve as reference.

Position 8G/ Salary Item No. AR |

Security Guard | | SG-3 / OSEC-DECSB-SECG1- | Division Office
Php 15,852.00 | 660208-1998 |

Security Guard | | SG-3 / OSEC-DECSB-SECG1- | Division Office |
Php 15,852.00 | 660217-1998

2. The ranking shall abide with the guidelines stipulated in DepED Order No. 7,
s. 2023, otherwise known as “Guidelines on Recruitment, Selection, and
Appointment in the Department ol Education.”

3. The assessment for this position shall be based on the following criteria;
e Education units and/or degree relevant to the position to be filled,
exceeding the minimum requirements as defined in the CSC-approved QS;
e Training hours relevant to the position to be filles, acquired after the last
promotion but within the last five (5) years;
e Experience relevant to the position to be filled;
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Republic of the Philippines

Bepartment of €ducation

REGION X —= NORTHERN MINDANAO
SCHOOLS DIVISION OF EL SALVADOR CITY

Performance based on submitted performance rating covering one (1)
year or 12 months performance in the current or previous job or position
relevant to the position to be filled;

¢« Outstanding Accomplishments acquired after the last promotion;

e Application of Education acquired after the last promotion;

¢ Application of Learning and Development (L&D) acquired after the last
promotion; and
« Potential measured using other evaluative assessments

The following qualification standards shall be considered:
Prescribed Qualifications

a. Education: High School Graduate

b. Training: none required

c. Experience: none required

d. Eligibility: Security Guard License (MC 10, s. 2013 - CAT [V)

Required Competencies
a. Core Behavioral Competencies: Self-Management, Professionalism &
Ethics, Results Focus, Teamwork, Service Orientation, Innovation;
b. Core Skills: Oral Communication Written Communication,

Computer/ICT Skills

All interested applicants shall submit the required documents in HARD COPY
to the Division Office (Attn: Personnel Unit) on or before the deadline. Pertinent
copies shall be submitted in a legal-sized folder indicating the prescribed file
name in the built-in tab, which shall be 2025-ELSA-SG1A_Full Name (e.g.
2025-ELSA-SG1A_Juana D. Cruz). Order of documents shall be as follows:
a. Letter of intent addressed to the Schools Division Superintendent
RANDOLPH B. TORTOLA
Schools Division Superintendent
b. Duly accomplished Personal Data Sheet (PDS) (CS Form No. 212,
Revised 2017) with work experience sheet;
c. Photocopy of Certificate of Eligibility /Report of Rating;
d. Photocopy of valid and updated PRC License/ID, if applicable;
e. Pholocopy of scholastic/academic record, e.g. Transcript of Records
(TOR), including graduate/post-graduate, if applicable
f. Certificate of Employment, Contract of Service, or Duly signed Service
Record, whichever is applicable
g. Photocopy of Certificates of Training il applicable
h. Photocopy of the Performance Ratings covering performance in the last
three (3) rating periods prior to the assessment, if applicable
i. Photocopy of Latest Appointment, if applicable
J. Photocopy of Performance Rating obtained from the relevant work
experience, il performance rating in [tem ‘h’ is not relevant to the
position to be filled

: Address: Zone 3, Poblacion, Bl Salvador City Traniformina Schao!
Q - We: (08N 082 6326 ‘h-'--'l- METIg 2CTIRXK
; Website: www depedelsahadorcity net Forging Partners

[mall Address: elsaivador city@deped gov ph



https://v3.camscanner.com/user/download

‘W

)
Republic of the Philippines
Pepartment of Education
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SCHOOLS DIVISION OF EL SALVADOR CITY

k. Means of Verification (MOVs] showing all Outstanding
Accomplishments acquired or earned after the last promotion shall be
considered eligible to be given points
ii. Awards and Recognition MOVs:

(1) Memorandum or document showing the Criteria for the
Search / Designation
(2) Certificate of recognition /Award
iii. Research and Innovation MOVs:
(1) Proposal Duly approved by the Head of Office or the
designated Research Committee per DO No. 16, s. 2017
(2) Accomplishment report verified by the Head of Office
(3) Certification of Utilization of the innovation research, within
the school/office duly signed by the Head of Office
(4) Certification adoption of the innovation or research by
another school /office duly signed by the Head of Office
(S) Proof of citation by their researchers (whose study/research,
whether published or unpublished, is likewise approved by
authorized body) of the concept/s developed in the research.
Points for collaborative research/innovations shall be divided by
the number of authors/researchers indicated in the copyright
page.
iv. Subject Matter Expert/ Membership in National TWGs or
Committees MOVs:
(1) Issuance/Memorandum showing the membership in NTWG
or Committee
(2) Certificate of Participation or Attendance;
(3) Output/ Adoption by the organization/DepEd
V. Resource Speakership/ Learning Facilitation/ Trainer MOVs:
(1) Issuance/ Memorandum/ Invitations/ Training Matrix
(2) Certification of Recognition/ Merit/ Commendation/
Appreciation
(3) Slide deck/s used and/or Session guide/s
vi. NEAP Accredited Learning Facilitator MOVs:
(1) Certificate of Recognition as Leaming Facilitator issued by
NEAP Regional Office
(2) Certificate of Recognition as Learning Facilitator issued by
NEAP Central Office
Means of Verification (MOVs) for Application of Education acquired or
carned after the last promotion shall be considered eligible to be given
points. This is the contribution made by an applicant to their workplace
as a result of their learnings from their education degree/s or units
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SCHOOLS DIVISION OF EL SALVADOR CITY

carned, such as but not limited to applied concepts, processes, and
skills that are relevant to the position to be filled. The MOVs include:
(1) Action Plan approved by the Head of Office
(2) Accomplishment Report verified by the llead of Office
(3) Certification of the utilization/adoption signed by the Head of
Office
f. Means of Verification (MOVs) for Learning and Development (L&D)
acquired or earned after the last promotion shall be considered eligible
to be given points. 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 previous work. MOVs
include:
(1) Certificate of Training or Certification on any applicable L&D
intervention acquires that is aligned with the Individual Development
Plan (IDP); for external applicants, a certification from HR stating that
the L&D Intervention is aligned with the core tasks of the applicant in
their current or previous position shall be required;
(2) Action Plan/ Re-entry Action Plan (REAP)/ Job Embedded Learming
(JEL)/ Impact Project applying the learnings from the L&D Intervention
done/ attended, duly approved by the Head of Office;
(3) Accomplishment Report together with a general certification that the
L&D intervention was used /adopted by the office at the local level;
(4) Accomplishment Report together with a general certification that the
L&D intervention was used/adopted by a different office at the
local /higher level.

| 4
¥

6. The Human Resource Merit Promotion and Selection Board (HRMPSB) shall
be composed of the following employees:

Role | Main
Chairperson | Conniebel C. Nistal, Asst. Schools Division Superintendent
Members Rolly B. Labis, Chiel-SGOD

Jeffrey M. Martinez, AO V
Felanie Marie A. Lim, HRMO 1l
Alan T. Saculingan, AO IV

T S

Secretariat | Randy Rhys U. Capistrano, ADAS 1iI
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Schedule Activity/Output | In-Charge
Until June 16, Submission of Application | Applicants and
2025, 5:00PM | Documents HRMPSB Secretariat
June 19,2025 | initial Evaluation IER Committee
June 24, 2025 Posting of Selection Line-Up | HRMO & HRMPSB
| Secretariat
June 26, 2025 Interview and Final HRMPSB & Applicants
Deliberation
June 30, 2025 Submission of Comparative | HRMPSB
Assessment Report w/
attachments o e Z

Only applicants tagged as “qualified” in the Initial Evaluation Results, as
refllected in the Division Website: ‘L'-_'-'-__'_n‘._._w_!r‘:.':i'rfq'ih::E'.. goricty.ne! lill-!t click
Career Opportunities - Selection Line-up), will undergo the further interview
and further evaluation. Qualified applicants will also receive confirmation via
email.

This Office shall observe the Equal Employment Opportunity Principle (EEOP)
in all steps to be undertaken for this ranking. Hence, all decisions and actions
shall be based solely on guidelines sct forth, with no discrimination on the
account of age, gender identity, sexual orientation, civil status, disability,
religion, ethnicity or political affiliation.

Immediate dissemination of this Memorandum to all concerned is enjoined.

LPH B. TORTOLA ;g{ /
Is Division Superintenden

To be indicated in the Perpetual Index
Under the following subjects:

HIRING RECRUITMENT  SELECTION
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Name of Applicant: Appiacation Code:
Position Appled For -

Offlice of the Position Applied For:

Contact Kumber: :

Relgion

Ethnicity:

Person with Disabuduty: Yes| | Neo( )

Solo Parenit: Yea( | Nol )

Venfication
Status of
Sy mh;--n.-:mnm-a-——-

S Cherk f compioet) |

Letter of intent addressed to the [iead of Office or highest
human resource officer 3

d.

Duly accomphshed Personal Data Sheet (PDS)|
(CS Form No. 212, Rewsed 2017) and Work Expencrice Sheet.
a
Mﬂmuwﬁmuﬂmnu if applicabie E [
hotocopy of Cerulicate of Eigibility/ Report of Rating, i '|
e of scholast:c/academic record such as but not 1 !
MHMHmmtuﬂmm
"om 1 of graduate and post-graduate uruts /degrees, if

tocopy of Cerficate /s of Tramning. f applicable ]
"hotocop HWHMnLCm-:H&mw
- signed Seriice Record, whichever 1s/are ajphcable
of latest if

| [ (Pt
L3
h.
i.

.11

e

MﬂhWMhﬂuhﬂm -
penod(s| covering one (1) year performance prior to the deadline
ol submission, if applicable | i
Checkiist of Requirements and Omnibus Sworn Statement on
he Cerufcation on the Authenucity and Veracity (CAV) of the
Jocumer \s submutted and Data F Consent Form ‘|
: m-mumdhrm

ment, such as but not I i l
Hmut\'uﬁmw-lmmm
: Apphication of Education, and Applcation of

- lndwtrtdmﬂdﬁmthtdmdht

ce of i

wﬂwmmmmml + [
work expenence, o performance rating in [tem (i) is not relevant
to the position to be filled L i

Attested:

Hhﬂmmlmtﬂﬁm

OMNIEUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY

I hereby cerufy that all information above are true and correct, and ol my personal knowledge and belief, and the documents
submutted herewath are onginal and/or certified true copies thereol

DATA PRIVACY CONSENT
I heveby grant the Deparrment of Education the right to collect and process my personal information as stated above, for purposes

relevant 10 the recruitment, selection, and placement of personnel of the Department and for purposes of comphance with the
laws, rules, and regulatons being implemented by the Civil S8ervice Commissson.

Name and Signatuwie of Applcant

Subscnbed and sworn (0 before me thus _ day of Jear

o conmegeary with Repoiba At e 87%) @ B bintosa (eomerie Al of J00  wjstine b apeats dhall heve e ga 080t vasiy w6 b sal oty es ey Wi
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Fou “abo ‘s dlgrdy o tom oty el ian b g dlaidus o bo nd be b chani b sl iskiaros

Persen Adminigtering Qath
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Attachment to DM No.X7., 8. 2025
Duties and Responsibilities

Security Guard |

22. STATEMENT OF DUTIES AND RESPONSIBILITIES (Technical Competencies) :
Percentage of (State the duties and respons biibes)

Working Time
Under General Supervision
1 Supervision the overall ackvites of the Secunty Departiment
2 Prepares and implements Pohcies on the secunty matlers
3 Coodnakes with other agencies on secaurly recovery disasier
response and cther matters relevant 1o the secunily
4 Saogurds and praeds buidng propetics cash, equpment
| sugphes. cargoes frea'm mal and similar itlers aganst robbery thet,
pr'erage. damage and other supphies and other similar hazard
I 5 Guards and chechs cargoes and goods beng loaded or unicaded and
conduct the same 10 destination.
6 Guards an protects prenmises. compound shops, bodegas and motor
pool from uaw'ul entnes
7 Takes note o' persons and vehides entenng and ieavng premses of
100% compound and scarches and sewes them for contrabands
8 Accoss suspCious persons and repors unuswal happenngs and
acadents and mamnlans order within the oty
| & Escons paymasier or cashix and government 0%icals 10 thor
gestnations 1SSuCS page passes 1o authonzed persons
| 10 Inspect condtion ¢f bulding 10 detect needed repairs and reports the
same.
11 Goes on patrol to apprehend of retneve SCape Suppresses nots
fight and acts of volence
I 12 Conduct prehminary investgabon of disturbances and in‘ractons of
the msblubons rules and regulations
13 Guards and protects officals and employees
14 Does other related work that may assigned ‘rom ime 10 ume
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