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07 Mar 2025

DIVISI EMORANDUM
NO. _M___, s. 2025

RECRUITMENT, SCREENING AND SELECTION FOR
PROJECT DEVELOPMENT OFFICER I

TO : Assistant Schools Division Superintendent
Chief education Supervisors
Public Elementary and Secondary School Heads
All Others Concerned

1. The field is hereby informed that the recruitment, screening and selection for
vacant Project Development Officer I position is now officially open to all interested
applicants, to wit:

Activities Date Time Venue/Attende
es
Deadline of Submission | Mar. 14, 2025 8:00am - 5:00pm | Records Units
Initial Evaluation of
Applications Mar. 17, 2025 8:00am - 5:00pm | Personnel Unit

Division Open Ranking | To be announced

2, The CSC Qualification Standard and Job Description of the said position are
stated below:

POSITION PROFILE

Position Title: PROJECT DEVELOPMENT Salary Grade: 11

OFFICER I (YOUTH FORMATION Monthly Salary: P30,024.00
COORDINATOR)

Station of Deployment: SGOD Unit

CSC QUALIFICATIONS:

Education: | Bachelor’s degree relevant to the job

Experience: | None Required o - o

Training: None Reguired

Eligibility: Career Service Professional {Second Level Eligibility)

JOB SUMMARY: The position is responsible for performing technical tasks in the
implementation and monitoring of the youth formation programs at the division
level. The position is also responsible for assessing, crafting, and delivering youth

DefED

MATATAG
hbmod oo

Jesus St., Brgy. Pulungbulu, Angeles City 2009
(045) 901-9498 /angeles.city@deped.gov.ph




@ o
g
e

Republic of the Philippines
Pepartment of Education

REGION 11
SCHOOLS DivISION OFFICE OF ANGELES CITY

formation programs that is contextualized depending on the needs of the schools.
The position is also responsible for providing technical assistance to schools and
to provide policy recommendations at the division level. ]

GENERAL DUTIES AND RESPONSIBILITIES

Program Management and Implementation for Youth Formation
= Implements the mandated programs, projects, and activities on youth formation

from the Central/Regional Office including but not limited to the Supreme
Student Government (SSG} and Supreme Pupil Government {SPG), and career
guidance program.

= Coordinates the schools on cascading the mandated programs, projects, and
activities on youth formation from the Regional/Central Office.

= Facilitates the conduct of the youth formation activities in the division level
anchored on the DepEd Youth Formation Framework and DepEd Core Values

= Provides inputs in the preparation Work and Financial Plans incorporating
youth formation programs, projects, and activities

= QOversees the activities of the schools on youth formation programs.

= Develops a knowledge management system for the newly-elected SPG, SSG, and
school clubs/organizations officers and newly-appointed Teacher-Advisers and
for other data driven youth formation activities and submits it to the Regional
and Central Office.

= Submits narrative report on the implementation of division-wide youth
formation programs to the Regional and Central Office as may be deemed
necessary.

= Initiates other youth formation programs, projects, and activities applicable in
the division.

Capacity Building

= Modifies the trammg needs assessment tool for conceptualizing youth formation
training programs in the division level in coordination with the Human Resource
Personnel.

= Facilitates the conduct of the training needs assessment in schools.

= Prepares training design for capacity building activities.

* Organizes capacity building activities to advisers, school youth formation
coordinators, and students on skills development, leadership and relevant youth
formation programs in coordination with the Human Resource Personnel.

s Organizes capacity building programs for Guidance Coordinators, and School
Guidance Counselors in the conduct of career guidance program with assistance
from the Curriculum Implementation Division (CID} and Human Resource
personnel.

Monitoring and Evaluation

* Monitors the implementation of youth formation programs including but not
limited to the school implementation of the SSG/SPG plan of actions and
career guidance program.

* Analyzes/interprets the results of the monitoring.

= Submits the report on the results of monitoring and evaluation to the SGOD
Chiefs.
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» Provides feedback on youth formation program implementation as reference
for possible program intervention/modification.

= Recommends action research agenda based on the monitoring and evaluation
results for the improvement and development of youth formation programs.

= Provides technical assistance on the implementation of youth formation
programs, projects and activities from national to school level.

Partnerslnps and Linkages
Prepares proposals to possible partners and advocates of youth formation
programs.

= Establishes partnerships and linkages in support of the youth formation
programs, projects, and activities at the division level

3. Only those who meet the minimum qualification standards as per the Initial
Evaluation Results (IER) will be included in the selection line-up for the Division
Open Ranking.

4. Evaluative assessment on the applicant’s competencies conducted by the
Division HRMPSB will be based on DepEd Order No. 7 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 Non-
Teaching Positions

5. All interested and gqualified applicants may register through this link:

https://bit.ly/RegVacantPositions and may submit the photocopied documentary
requirements fastened in a white folder and properly labelled, as provided in DepEd
Order No. 7 s. 2023, Annex C {Checklist of Requirements}, at the Records Unit. Bring
the original documents during the scheduled Open Ranking for verification purposes.
All submitted documents will no longer be returned to the applicant.

6. It is understood that failure to submit complete mandatory requirements on
the set deadline indicated in the official memorandum shall not be included in the
pool of official applicants. No additional documents shall be accepted beyond the
prescribed deadline.

7

7. The applicant assumes full responsibility and accountability for the
authenticity and veracity of the documents submitted. Any false and fraudulent
document shall be grounds for disqualification.

8. The Department of Education adheres to the existing general policy of no
discrimination based on gender identity, sexual orientation, disabilities, religion
and/or indigenous group membership in the implementation of its Merit Selection
and Promotion Plan.
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9. Immediate dissemination of this Memorandum is desired.

-

ENGR. EDGARD C. DOMINGO PhD, CESO
Schools Division Superintendent

Encl.: As stated
References: 1. DO 07 s. 2023

To be indicated in the Perpetual Index under the following subjects:
EMPLOYMENT PROMOTIONS RECRUITMENT

CLM/AOIV /Mar. 07, 2025
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Name of Applicant: e Application Code:
Position Applied For:
Office of the Position Applied Fars
Contact Numbes:
Religion:
- Bthnicity:

Person with Disabitity: Yes{ } Bof{ }
Solo Parent: Yes{ } Nof{ 1}

Fezifiat:
Statos of p .
ke, the. ‘BR sub-commitiee]
) ] St {¥o be [Tad-cut Ky the HEAN/ HR Offwcel: 2]
Basic Docmmentery Beguimement (i B fillien et g Vi Staims of
i Submissimt Remarks

ek sxbmived) e reampied)

Letter of intent addressed i the Hrad of Cffice or hishest
human resource offfcer

Duly accomplished Personial Dain Sheet (FDS)
{CS Form No. 212, Revised 2017) zmd Weork Experience Sheet, I
applicable

‘|Photocopy of valid and updated PRC License fTD, i appliicabie

Photocopy of Certificate of Efigihifily f Report of Bxiing, if

lapplicable____._..._._ . ._._ S NP NU NP —— O — |

Photocopy of schn]asuc[amdemx:xmdsuchaslmtnot
limited to Transcript of Recerds {TOK) and Dipioma, incindivg
completion of graduate and post-graduate units/degrees,
available

Photocopy of Certificate/s of Traming, if apphcable

{duly signéd Sefvice Recomd, witichever isfare appiicalite

Photocopy of Certificate of Empioyment, Contract of Service, or

Photocopy of latest appomiment, if applicabic

Photocopy of the Pérforniancs Ratings in 1he lastmaiing
period(s) covering cne (1} year performance prios to the deasdiiney
of subriission, if applicahle

{CheckEist of Reguirements and Cpmibus Swan Statement an

the Certification on the Anthenticity end Veracily {CAV) of the
‘documents submitted and Data Privacy Consent Form

Other documents as may be reguired for conparative
assessment, such as bt 5of louted

Neans of Verification (MOVs) showing Ouistanding
Accomplishments, Application of Education, and Application of
Learning aiid Development reckomed from the date of last
issuance of appointment

Photocopy of Performance Rating obiained from the relevant
work experience, if perfortiance rafing in Item {f) is not relevant|

lto the position to be filled

CERTIFICATION OF AUTHENTICITY AND VERACTTY

I herehy cerfify that all information above are true and cerrect, and of my personal knowledge and belief, and the documents
submitted herewith are ariginal and Jer cextified true copies thereof.

DATA PREVACY COXS i

1 hereby grant the Depariment of Education the right to ocllect and piocess nty personal infermation as siated above, for purposes
relevant to the recruitment, selection, and placement of persommel of the Departinent and for purpsses of compliance with the
laws, rules, and regulations being inplemented by the Civil Service Commnission.

Nazee aad Signature of Applicent

Sabscribed and swormn to before me this day of - year -

In consonance with RepubBe Aot No. E792 or the “2 = At «F 2007, e =2 _mlmﬂ':k@mmya‘mﬁsoahﬁyasanynﬂxr
document ar legal writing arwd o3 (aihers e Lo = 2t oo e iy ey, tliet rRvgeTeners i sres Dy =t F 1o =]

maintains its integrity and refabifiy and com be authraticated 5o 2 ¢ be meiie for muixesnent yefarpmce




Attachment to CS Form No. 212

-  WORK EXPERIENCE SHEET
Instructions: 1. include only the work experiences relevant to the position being applied to.
2 The duration should include start and finish dates, if known, month in abbreviated

form, if known, and year in full. For the cument position, use the word Present, e.g.,
1998-Present. Work experience should be listed from most recent first.

Duration:

Position:

Name of Office/Unit:

immediate Supervisor:

Name of Agency/Organization and Location:

e List of Accomplishments and Contributions (if any)

« Summary of Actual Duties

{Signiature Over Printed Name)
Date:




