
l\epublit of tbe ~IJilippines 

Jlepartment of QEbutation 

Office of the Schools Division 
Superintendent 

DIVISION MEMORANDUM 
OSDS No. o 2 s, s. 2025 

REGION XII 

5 Feb 2025 

NOTICE OF VACANCY FOR EDUCATION PROGRAM SPECIALIST II 

To: Assistant Schools Division Superintendent 
Pt1blic Schools Dist...-ric t Supervisars /Pr121cip!:!.ls In-Charge 
Public Elementary and Secondary School Heads 
All Others Concerned 

1. This is to announce the following vacant position: 

a. Position Title: Rrluc.::ition Progrnm 8ped~list TT 

b. Position Details 

Plantilla Item No. Plantilla Position \ No. \ 
Tit:ie AssiS!llment: 

Education 
Program 1 OSEC-DECSB-EPS2-840160-2014 SGOD 

Specialist II 

c. CSC Qu.a!ific:!tion Standards: 

Position Title SG 

Education 16 
Program 
Specialist II 

I I 

Basic 
Monthly 
Salary 

Php 
43,560.00 

Education 

Bachelor's 
Degree in 
Education 
or its 
equivalent 
and 
l"rvm 't"'\ lo+~n-n 
'-' V..L..L..Lf-'..t..Vl....LV ..t.. .&. 

of academic 
requirement 
s for 
master's 
degree I relevant W 
the job 

Experience Training Eligibility 

2 years of 4 hours RA 1080; 
experience relevant Career 
in education, training Service 
research, (Professio 
developmen nal) 
t, Appropria 
;~ ~1 ~~ ~~<-~ te J.J..L.i.,.P.l.\....J.ll\.,J.J.L.a. 

tion, or Eligibility 
other for 
relevant Second 
experience Level 

Position 
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Position Title SG Basic Education Experience Training Eligibility 
Monthly 

Salary 

Duties and Responsibilities of Education Program Specialist II (Human 
Resource Development) 

Education Program Specialist II (Human Resource Development) assists the 
Chief aml Euucaiiou Program Supervisors iu mainLaiuing syslerns arnl 
implementing its components in order to ensure delivery of quality and 
sustainable HRD services. 

I 'U''ll'V 'D'll'C!TTT.... I 

AREA/S 

HR Strategic 
Plans and 
Policies 

Professional 
And Career 
Development 

Training And 
Career 

Materials 

nTT'l'T'll'C! Awn 'D11'C!'Dn1'TC!T'DTT T'l'T'll'C! ...,.., .... .., ..... -... . ..., .. ~., .. """ ........................ .., ... 

• Gather data from reports, research findings and 
benchmark studies data as inputs to HRD needs 
assessment and findings as the basis for HRD plans and 
programs. 

• Assist in preparing a report on HR development needs and 
situation analysis to facilitate by providing the facts and 
data gathered. 

• Assist in the preparation of a Human Resource 
nPvPlnnrnPnt Pbn fnr thp ~rhnnl<:: niui~inn tn Pn~llrP thP - ._ . ..... -~ .i----~--- - -~-- _..,..._ ~-- ............. --....-....--~ --·-----·- ......... ------ ..... · -- - ---

availability of competent personnel in the school's division 
when needed. 

• Provide technical support in identifying professional and 
competency development needs of individual personnel in 
the school's division, implementing the system designed 
for such, to arrive at profiles on individual and group 
competency development needs. 

• Provide technical support in implementing a system for 
preparing HR Development Plans (including professional 
and career development plans of employees) of personnel 
of t..lie school's division. 

• Customize training and career development manuals and 
handouts packaging to make it applicable to the SDO 
situation and requirements. 

• Reproduce in print or electronic format training and 
development materials to be used as a reference by 
participants. 

• Prepare training venue and logistical requirements or 
coordinate venue arrangements to ensure a physical 
environment conducive to learning. 
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AREA/S 

R.r.hn1Sl!Y'11thin ·- - --~--~- - ---.. 
And 
Professional 
Program 
Coordination 

Training And 
Development 

Succession 
and Exit 

Employees 
Welfare 

~epublit of tbt lBbilippines 
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SCHOOLS DIVISION OF SOUTH COTABATO 

• Provide technical support in the screening and selection of 
applicants for the scholarship by gathering additional data 
and coordinating the acquisition of supporting documents 
as a basis for final selection. 

• Provide support m coordinating with institutions 
recommended scholars and documentary requirements to 
facilitate attendance and availment of the scholarship. 

• Provide support in the registration of scholars in courses 
as needed. 

on the status and progress of scholars, and the benefits of 
the scholarship programs to the agency. 

• Gather and encode data and maintain records on training 
participants and training and development activities using 
data capture tools and instruments designed for the 
system. 

• Generate TDIS Records and Documents on performance in 
Leadership and Development programs for high potential 
employees to be considered in the candidate pool. 

• Gather data needed in the identification of high potential 
..... --1 ..................... ....... 4- ..-.. - - ..... ... ..... ,.1 ..... ..... 1-.. ....... _ ..... _.... ...... c ..... ........... -,..1.;,....:J ,,... + .... _ _ _ , .&" ..... .... 
\,Hipivy \,\,;:J La.i5\, L\,U LV U\, pa.i L vi a_ \,a_iiuiua.L\, pvvi ivi 

critical positions in the SDO. 
• Collect records and documents of personnel in the 

candidate pool to create a portfolio for candidates to be 
used as a reference in the selection process. 

• Assist in coordinating the implementation of retirement 
programs for employees due for retirement to prepare 
them and the organization for the transition. 

• Gather data from resigning personnel to get feedback on 
factors that helped or hindered employees in the 
performance of his/her work and implications towards 
co11tli1uous l111vi-ove111e11t 111 tl1e -wofk c li111a.t e aJ1d iil tl1e 
work lace. 

• Assist in gathering data on the welfare needs of 
employees. 

• Provide technical support in proposal preparation, design, 
and implementation (upon approval) of programs to 
respond to the welfare needs of various employee groups. 

• Provide technical support in the review, proposal 
preparation and coordination of the implementation of 
reward and recognition programs. 

• Provide technical support in the conduct of monitoring 
and evaluation of employee welfare programs and I 
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SCHOOLS DIVISION OF SOUTH COT ABATO 
V'll'V D'I:' OTTT ,.,. 
.&Lll.iiil.. ..""'""''""'"'.,,, .. "'"" .. &AJ .... ~ • .., ............ ...,. .. " .... ._, ... ....- .. 111111& .. ... ...,, .... 

A'REA/S 
submission of a report on its status, progress, and impact 
to provide feedback to management. 

• Assist in providing Technical Assistance to schools and 
Technical learning centers by responding to the identified needs in 
Assistance relation to HKD and other matters on governance and 

opera tions. 

The DepEd Schools Division of South Cotabato highly encourages all 
interested and qualified applicants including persons with disability (PWD) and 
rnPrnhPr<> "f inrliaPn"11"' r"rnrn1 1nitiP<> irrP<>nPrtiuP "f c;,pv11c.l "riPntc.ti"n c.nrl CJPnrlPr 
~-~---- ~- - - - ···--o~--- -- --····-- -·------ ·· · ~-r -- - · ~ -- -------- - ----------- ---- o-··--· 
identities (SOGI) to apply. 

Interested and qualified applicants should signify their interest in writing. 
Attached the following documents to the application letter and sent to the address 
below: 

d. Documentary Requirements 

i. Letter of intent address to the Schools Division Superintendent 

LEONARDO M. BALALA; CESO V 
Schools Division Superintendent 

ii. Duly accomplished Personal Data Sheet (PDS) with recent 
passport-sized picture (CS Form No. 212, Revised 2017) and Work 
Experience Sheet; 

iii. Photocopy of Cenmcate of Career Service 
(Professional)/ Appropriate Eligibility for 2 nd level Position/valid 
and updated PRC License; 

iv. Photocopy of Certificate of Ratings; 
v. Photocopy of Transcript of Records and Diploma, including 

completion of graduate and post-graduate, if available; 
vi. Photocopy of Certificate of Relevant Trainings; 

vii. Photocopy of Certificate of Employment, Contract of Service, or 
duly signed Service Records, whichever is/ are applicable; 

viii. Photocopy of Performance Rating in the last rating period covering 
(1) year performance in the current position prior to deadline of 
:suu111i:s:siun; 

ix. Checklist of Requirements and Omnibus Sworn Statement on the 
Certification and Authenticity and Veracity (CAV) of the 
documents submitted and Data Privacy Consent Form pursuant 
to RA No. 10173 Data Privacy Act of 2012), using the DepEd 
Order 007, s. 2023: Annex C; and 

---
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x. Other documents that can use as means of verification on the 
following: 

1. Outstanding Accomplishment (Awards and Recognition, 
Research or Innovation, Speakership, National Technical 
Working Group); 

2. Application of Education; 
3. Application of Leaming and Development; and 
4. Photocopy of the Performance Rating obtained from the 

relevant work experience, if performance rating in Item 
d(vili) is not relevant to the position. 

Pertinent papers of applicants shall include of table of contents and 
should be properly earmarked. 

2. Criteria for Evaluation to be used for the vacant position shall be DepEd 
Order No. 007, s. 2023, "Guidelines on Recruitment, Selection, and 
Appointment in the Department of Education" enclosure No. 5: Criteria and 
Point System for Hiring and Promotion to Related Teaching Positions. The 
following is the point system for Evaluative Assessment for Non-teaching Positions: 
SGl0-22 and SG 27: 

Criteria .Ui°6dAUUW&& V& rv&&U.ll> 

SG 10-22 and SG 27 

.... t-..!I --- _ , ,,... _,! _ .... _ 

Education 5 
Training 10 
Experience 15 
n~ --'"~~ ~-~~ ~" .l \...J. .lV.l .lllc:lJ.J.\..,,\.... £V 

Outstanding Accomplishments 10 
Application of Education 10 
Application of Leaming and Development 10 
Potential (Written Test, BEI, Work Sample 20 
'f'P<::t\ 

TOTAL I 100 

3. The deadline for submission of pertinent documents shall be on February 
17, 2025 at the Division Office. No pertinent papers shall be accepted thereafter. 

4 . Applicanl:s :shall ue uuliiieu uf lhe cunuucl uf lhe aclivilie:s ur any change:s in 
the recruitment and selection activities through email, mobile/telephone, or 
through social media messaging. 

5. This division practices Equal Employment Opportunity Principle, thus 
accepts application from all applicants irrespective of age, sex, sexual orientation, 
gender identity and expression, civil status, disability, religion, ethnicity, and 
political beliefs. 
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6. To ensure timeliness in the recruitment and selection process, HRMPSB, 
may adopt remote modalities (Microsoft teams) on recruitment and selection, as 
deemed practicable and applicable. 

7. For more information and inquiry, personnel concerned may contact Ma. Luz 
E. Estember, AO IV - OIC Personnel Section at Messenger or at 083-228-3742 or at 
the Office of the Assistant Schools Division Superintendent. 

8. Immediate dissemination of this memorandum is desired. 

Encl.: None 
Reference: As stated 
To be indicated in the Pe etual Inde 

under the following subjects: 

E!t.1PLOTI.1Ei'JT l-lTPTl\Tn. 
.t....t..,l...l..'\..,&. .&- 1'-...A 

RECRUITMENT 

MLE/DM- notice of vacancy for education program specialist ii 
0000/February 5, 2025 

D ED 
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