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DrVrSION MEMORANDUM

No.　nI句　　　　s. 2023

RECRUIT蘭BNT AND SELEC富ION OF APPLICARTS FOR

HEAD TEACHER IⅡ

To:　ChiefEducation Supervisors

Heads, Pub虹c Elementary and Secondary SchooIs

Heads, Unit/ Section

A皿Others Concemed

l.　The field is herety informed of the division-Wide recmitment and selection of

interested applicants for Head Teacher m. All qual範ed and血terested app止cants are

requested to submit their pe血ent docunents on or before JI蘭UART 26, 2O23 at

皿e o鮪toe of也Ie Persormel Services U血t though Records U血t. The DepEd Order H〇・

42, S. 2007 - The Revised Guidelines on Selection, Promo缶on and Designation of

SchooI Heads and the Regional∴鵬e皿調du皿　Ho. 434　s. 2017 - Intemal

Guidel血es for the Implementation of DepEd Order No. 66, S. 20O7, DepEd Order No.

42, S. 2007, and DECS OrderNo. 57, S. 1997 sha皿be used ty the Hu皿an Resource

Merit Promotion and Selection Board (HRMPSB)血the recnli血ent and selection

PrOCeSS・

All qual脆ed and血terested applicants may submit regardless of race, COIor,

SeX, re頓n, SeXual orientation, gender identity, national orig血, Veteran, Or disab址ty

StatuS.

PositionTitle �S血種重y G調de 4 �蘭0.OfPosition �PlaceofAssま餌血ent(Plantillal 

HeadTeacherIII �SG16 �2 �Elementary∴∴∴, 

HeadTeacherIⅡ �SG16 �1 �Seconda重y 

2・　The qualifroation standards and competency requirements of血e said position

are as fonows:

CSCPresc轟bedQuali鯖cation-Ele皿e櫨ta重y 

Educat宣on �巾隠i血ng �雷xpe轟ence �露盤g帥皿ity �Co皿petency Require血e種t 

Bachelor’sdegree �24hours �HTめr2 �RAlO80 �Self-Management, 

inElementary �relevant �yearS;Or �(Teacher) �PIIOfessionalismand 

Education;Or �血ng �TIC重br2 ��ethics,Resultfocus, 

Bachelor’sdegree ��yearS;Or ��Teamwork,Service 

W/18professional ��Teacherfor ��Orientation,Irmovation, 

educa缶onunits ��5vears ��OralandW轟tten 

Brgy. Potoi, Tayabas City tayabas.city@deped.gov.ph

簿(042) 71O-0329 or (042) 785-961与　　篭httper//depedtayabas‘COmI



DIViSIONMEMORANDUM 

No.　0灼　　　　s.2023 Page 2 of5

COmmunica缶on, Computerliterateusing difめrentplatforms 

CSCPresc轟bedQuali範c種髄on-Se○○nda ����重y 

Education �T輪in血g �国電pe轟e種○○ �露重ig弧純ty �Competency Requまre血ent 

Bachelor’sdegree �24hours �HTfor2 �RAlO80 �Se岨Management, Professionalismand ethics,Resultfocus, Teamwok,Service Orientation,Innovation, OralandWritten COmmunieation,‘ Computerliterateusing di飾erentp血tforms 　二言 

血Secondary �relevant �yearS;Or �町eacher) 

Education;br �血a血血g �Teacherfor 

Bachelor’sdegree W/18professional educationunits Withappropriate 粛eldof SPeCialization ��5years 

3・　Interested qua臆ed applicants are advised to register at

https:!/tinyurl.com/deped岬On and submit ce轟脆ed true

○○pies of the following docu皿ents prope重1y labelled, With e種r t種g per criterion at

the Reco重ds Section:

1. Letter of Intent addressed to the SchooIs Division Superintendent,

NATⅣTDAD P. BAYUBAY, CESO VI. Kindly indicate whe皿er you are applying

for Elementary or Secondary Head Teacher IⅡ position.

2. Fully accomplished Personal Data Sheet (PDS) with recent passport-Size

Picture (CS Form No. 212, Revised 2017) and Work Experience Sheet which

3● E霊護豊霊車vd Perfemance rating in the present position for血e

4. Photocopy ofupdated Service Record　’

5. Photocopy of Cert脆cate of Emp宣oyment with brief desc垂〕tion of du仕es and

re sponsibimie s

6. Photocopy of authenticated CSC Ce軸cation of Eligib址ty/ Photocopy of

updated PRC ID License (must be Certified True Cony try '血e PRC)

7・ Photacopy of Authenticated Transcript of Records (TOR); DipIoma and

Cert甑cation of Complete Academic Require皿ents (if applicable) ;

8. Certi脆cate of Participation血a specialized training (e.g. Scholarship programs,

Short courses, Study grants)

9. Cert脆cate of Participation in T耽血1ing/S attended for the last屯ve (5) years or

after the recent promotion whieh show/S血at the applicant has Qbtained血e

follow血g criterion:

a. participant in three (3) or血Ore train血g ac也vities in each level

COnducted for at least three (3) days and not credited during the hst

PromOtion Pistrict level, Division level, Regional level), and/Or;
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b・ Participant in one (1) train血g conducted for at least three (3) days

and not credited during the last promo也on (Na缶ona1 1evel, Intema缶onal

脆vel).

10. Latest approved appo血tment (if any);

1 1. Outstand血g AccompHshment (if any);

a. Outstand血g EmpIoyee Award

b・ Irmovation/ S (Irmovative work plan proper量y documented, aPProVed

ty血mediate chief and attested ty authorized regional/ division o鯖cial;

C. Research and Development PrQjects

d. Certificate as Consultant/Resource Speaker Train血gs/ Seminars/

Workshops/ fymposia

e. Publica也on/ Authorship

Applicants are advised to submit the documents for their outstanding

accomplishments in a sealed enveloped (SeParate紅o血their application)

W址ch sha皿be opened during the scheduled evaluation of documents.

12・ Omnibus cert範cation of authenticrty and veracity of a皿　documents

Subm批ed, Signed try the apPlicant.

4.　For faimess and equa鵬ty among inte重ested app賞ic種nts, Submission of

documents and/Or additional credentials made a紐er the due date will not be

accepted, unless otherwise, this O綿ce requests so for verifica也on purposes of

Submitted documents and/Or amOunCeS the extension of recruitment process.

5.　On重y those applicants who meet the mininun Quali範cation Standa重d

Sha11 proceed for血轟her assessment/eva山種髄o重as stip山ated i皿the DepEd

Order N〇・ 29, S. 2002 enti也ed α蘭e轟t Selection Plan of the Depa轟重血ent Of

Education. 11

6.　Below is the血nel血e for the recruitment and selection process.

Activities �Venue �Schedule 

Deadl血eof飼主ngofapplication �SDORecords �Janua重y26,2023 

letterwithcompletesupporting �U血t/Receiv血gSec缶on 

documents 

Pre-eVa山ationoftheapplicant’s �HRMO鮮ice �Janua重y27,2023 

quali凪oationviz-a一VizQualiIieation 

Standards 

SubmissionofQSEvalua債onto �O鮪iceoftheSDS �Janua重y30,2023 

吐しeHRMPSBfordeliberation 

WrittenandOralCommunica缶on �SDOConferenceHall �F‘ebruaryO2,2023 

Testofapplicants 

Evaluationofdocumentsand 

interviewofapplicants 
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HRMPSBdeliberationand � �FebruaryO3,2023 

PreParationofCo皿Parative 

AssessmentResults(CAR) 

SubmissionofCo皿Para缶ve �SDOConferenceHall �FebruaryO6,2023 

AssessmentResult(CAR)tothe 

O緬ieeoftheSDS 

ConductofBackground �Upontherequestofthe � 

Investigation �Appo血t血gAuthority 

PostingofResults �DepEdTayabasBullet血 board,WebsiteandFB Page I �FebmaⅣ08,2023 

7.　An applicants are requested to be present during the evaluation and血terview.

For further血quiries, Please ema孤us at h重唾)deロedtayabas.○○m.

8.　　Wide a_nd血rmediate dissemina缶on of吐血s memora皿dun is desired.

Educa缶on Program Superviso「

O縦cer-In- Charge

O能ce of the SchooIs Division Superintendent
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DUTIES A蘭D RESPOⅣS量BILI富IES OF HEAD TEACHER III

●　Supervises and directs c皿school teaching and non-teaching persomel;

●　Manages iustructional system;

・ Sets up goals and o切ectives;

●　Leads and implements educational programs;

. Organizes and conduct INSETs;

●　Promotes and coordimtes services for瓜e hohistic development of schooI

PerSOmel and pupils;
●　Directs′ COOrdinates and manages school funds according to prioritized needs;

. Assigns teachers where血ey best fit to teach (grades, leam血g areas, SPeCial

assignmeuts, etC.);

・ Requests and distributes instructional materia虫

●　hitiates and complies teachers’professional documents in portfolios;

●　Practices equ瓦a帆e distribution of teaching loads and observes teacher-1eamer

重a正oi

● Inspects regula]dy Daily Lesson Logs (DLL);

●　Monitors teachers upkeep of students records;

●　Provides EPA comp址mt accommodation to leamers amidst shortages;

●　Prepares/couso脆dates reports;

●　Rates a皿schooI persomel perfomance and recommends promotion;

●　Creates comm揖ee to assess lea重ning outcomes;

・ Establishes血kages wi血stakeholders;

●　Eusures compliance to existing laws, POhiies and orders of血nd raising p垂ects

for血e school;

●　Evaluates血e schooI plant’Physical fac出血es′ Safety and sufficiency with血e

assistame of speciahits;

●　Fom山ates intervention programs/imovatio鵬for leamers developme宣巾

●　Organizes special classes for leamers wi血special needs;

●　Meets parents regulady to confer/infom about school accomplishments;

●　Dete調njnes血e streng血s, Weaknesses, OPPOrtu正屯es and threats of血e school;

. Desigus programs wi血stakeholders to address school needs;

・ RecogIlizes accomp出血ments of stakeholder’s;

. Promotes welfare of stakeholders’;

●　Mediates and ensures reso山tion of conflicts in school;

・ Form血ates schooI po址ies wi血stakeholders;

●　Hamesses participation of aluⅡmi and o血er organizatious (NGOs, LGUs, PPP)

●　Promotes school discip血e wi血stakeholders;

●　Leads血e preparation of SIP/AIP and ensures participation of stakeholders.
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