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REGION IV-A CALABARZON

CITYSCHOOrs DIVISION OF THE C賞TYOF TAYABAS

22 FEB 2023

DIVISION MEMORANDUM

No. ___』　　　　s. 2023

REC最U重T案M鴨NT AND SE鵬CTION OF APPLICANTS FOR

HEAD TEACHER I

To:　OIC-Assistant SchooIs Division Super血tendent

C址ef Education Supervisors

Heads, Public Elementary and Secondary SchooIs

Heads, Unit/ Section

A皿Others Concemed

1.　The鱒eld is herety informed of the division-Wide recruitment and selection of

interested applicants for Head Teacher L AⅡ qual範ed and interested applicants are

requested to submit也eir pertinent docu皿entS On Or before闘ARCH lO, 2O23 at the

O縦ce of血e Persormel Services Unit仕IrOugh Records Unit. The DepEd Order N〇・

42) S. 2007 - The Revised Guidelines on Selec缶on’Promotion and Designation of

SchooI Heads sha皿be used by仕しe Human Resource Merit Promo缶on and Selection

Board (HRMPSB)血the recruitment and selec血on process.

An qual並ied and iIltereSted applicants may submit regardless of race, COIor’

SeX, religion, SeXual orientation, gender identity, national orig血, Veteran, Or disab址ty

StatuS.

PositionTitle �　ぐ Pl種ntまIl種ItemHo. �S血種でy G車種de �Ⅳb.o重 Position �Pl種ceofAssig鶴血ent (剛種nt弧種)e 

HeadTeacherI �OSEC-DECSB- HTEACHl-270049- 　2020 �SG14 �1 �ElementarySchool 

Brgy. Potol. Tayabas City taγabas.city@deped.gov.ph
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2.　The qua臆ca也on standards and competency requirements of血e sEnd position

are as follows:

CSCP �resc轟bedQudi �鯖c種tio皿s � 

Education �動輪i鶴血gs �Experience �田賞i蹟b軸ty �Competency Requi重e皿ent 

Bachelor’sdegree �24hoursof �Teacher-In- �RAlO80 �SelfManagement, 

inElementary �relevant �Chargeforl ��ProfessionaHsmand 

Educa缶on;Or �tra血ing �year;Or ��ethics,Resultfocus, 

Bachelor’sdegree ��Teacherfor3 �(Teacher) �Teamwork,Serviee 

With18 ��yearS ��Orientation, 

Professional ����Irmovation,Oraland 
educationunits ����Written COmmun王ca缶on 

3.　血terested quali紀ed applicants are advised to∴∴register at

https:! !t血yurl・COm!depedtayabasonlineapplication and submit certi範ed true

c○pies of血e fo皿owing documents properly l劃,eⅢedl with ear tag per criterion at

the Records Section:

1. Letter Of　血tent addressed to ’血e SchooIs Division Superintendent∵

NATI¥Ⅲ⊃AD P. BAYUBAY, CESO VI.

2.恥Llly accomplished Personal Data Sheet (PDS) w軸上reCent PaSSPOrt-Size

Picture (CS Form No. 212, Revised 2017) and Work Experience Sheet which
Can be down10aded at www.csc.貿OV.Dh

3. Photocopy of duly signed Perfo剛nanCe ra血Ig in the present posi缶on for血e

last 3 ra血Ig Periods

4. Photacopy of updated Service Record

5. Photocopy of Certi凪oate of EmpIoyment with brief description of duties and

re sponsib址tie s

6. Photocopy of authen缶cated CSC Cert龍ca缶on of E虹gib址ty/ Photacopy of

updated PRC ID Lieense (must be Cert脆ed True Co勘r ty the PRC)

7. Photocopy of Authenticated Transc五pt of Records (TOR), DipIoma and

Cer償ca也on of Complete Academic Requirements (if app血oable)

8. Cert脆cate of Participation血a specialized tra血ing (e.g. Scholarship programs,

Short courses, Study grants)

9. Cer債鬼cate of Participation血T姥血血g/S attended for the last five (5) years or

aL一節er the recent promotion which show/ S血at the applicant has obtalned血e

fo11owing crite正on:

a. pardeipant in血ree (3) or more tralning activities血each level

COnducted for at least血℃e (3) days and not credited du血Ig血e last

PromO也on Pistrict level, Division level, Regional leve叫, and/Or;

b・ Partieipant血one (1) training conducted for at least血ree (3) days

and not credited during the last promotion (Nationa1 1evel, Intemational

leve坤

10. Latest approved appointment (if any)

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

a. Outstand血g Employee Award

b・ Irmovation/ S (Imovative work phn properly documented, aPProVed

ty immediate chief and a慣ested ty au血orized regional/ division o能cial;

C. Research and Development mQjects

B「gY. Potoi, Tayabas Cfty
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d. Cer軸cate as Consultant/Resource Speaker Train血gs/ Seminars/

Workshops / Sympo sia

e. Publicafron/ Authorship

Applicants are advised to submit血e documents for血eir outstanding

accomplishments血a sealed enveloped (SeP種mte請o皿their application)

Which sha皿be opened du血g the scheduled evaluation of documents.

12. Om血bus certification of au血enticrty and veracrty of a皿　documents

Submitted.

4.　For組imess and equa鵬ty amo鶴g interested applicants, Submission of

documents cand/Or additional credentials made a紅er the due date w皿not be

accepted, unless otherwise, this O鮮ice requests so for veri凪oation purposes of

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

5.　O血y those applic紬ts who meet the mi血mum Qual純c種tio調St種鶴dard

容ha11 proceed for further assess血ent/evaluatio細as stip山ated in the DepEd

Order N〇・ 29? S. 2002 enti廿ed αMe轟t Selection Plan of the Department of

Education. "

6.　Below is血e血nel血e for the recrui血ent and selec也on process・

Activities �Ve鶴ue �Schedule 

Deadl血eofF址ngofapplica也on �SDORecords �Ma耽hlO,2023 

1etterwithcompletesupporting �Unit/ReceivingSection 

documents. 

Pre-eValua宜onoftheapplicant’s �HRMO鮮ice �Ma耽h14,2023 

qual抽ca仕onviz-a一VizQual範cation 

Standards 

SubmissionofQSEvalua缶onto �O飾iceoftheASDS �MaI℃h16,2023 　　　↓ 

theHRMPSBfordeHberation 

WrittenandOralCommunication �SDOConferenceRoom �March21,2023 

Testofapplicants 

Evaluationofdocumentsand 

血terviewofapplicants 

HRMPSBdeliberationand � �March22,2023 

PreParationofComparative 

AssessmentResults(CAR) 

SubmissionofCompara也ve �0鑑ieeoftheSDS �Ma耽h23,2023 

AssessmentResult(CAR)tothe 

0飾beoftheSDS 

Brgy. Potol. Tayabas C請y　　　　　　　　‘ tayabas.city@deped.gov.ph
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ConductofBackground �Upon債IerequeStOfthe � 

Investiga也on �Appo血t血gAuthorrty 

PostingofResults �DepEdTayabasBu皿etin board,WebsiteandFB Page �March25,2023 

7・　AⅡ applicants are requested to be present dur血g the evalua缶on and血terview.

For further inquiries, Please email us at hr⑦depedtavabas.○○m.

8.　　Wide and im】mediate dissemination of this memorandu皿is desired.

Ⅲ蛙器謹彬

Brgγ. PotoI, Taγabas City　　　　　　　　　　▲　tayabas.city@deped.gov.ph
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DUTIES AⅣD R露SPO鵬陣IL重な鳩S OF HEAD TEACHER I

●　Supervises and directs all school tead血g and non-teaC血g persomel;

. Manages instmctional system;

●　Sets up goals and o申yec缶ves;

●　Leads and血plements educational programs;

●　Organizes and conduct INSETs;

●　Promotes and coordinates services for the ho趣tic development of schoo工

PerSOmel and pupils;
●　Directs′ COOrdinates and manages schoo皿nds according to prio血tized needs;

. AssigIrs teachers where血ey best fit to teach (grades′ lean血g areas, SPeCial

assigrments, etC高

●　Requests and distributes instructional materials;

.咄ates and comphies teachers′ professional doouments血po重tfolios;

●　Practices equit狐e distribution of tea。血g loads and observes teacher-leamer.

ra寄oi

. Iuspects regulariy Dafty Lesson Logs (DLL);

●　Mo血tors teachers upkeep of students records;

●　Provides EPA comp虹ant accommoda債on to leamers amidst shortages;

. Prepares/comolidates reports;

●　Rates au s血oo宣persomel perfomance and recommends promotion;

●　Creates commi慣ee to assess leaming outcomes;

●　EstabHshes血Ikages wi血stakeholders;

●　Eusures comphimce to existing laws′ PO馳es and orders of fund raising prQjects

fo重心e sdl○○軍

. Eva山ates the schooI plant, Physical fac址慣es′ Safety and sufficiency wi心血e

assistanee of specic血sts;

●　Form山ates interventfon programs/inovatio鵬for leaners developme叫

●　Organizes §PeCial classe§ for leamers with special needs;

. Meets parents reg血Iy to corfer/infom about school accomphihments;

●　Determines血e streng血s′ Weaknesses′ OPPOrtur血ies and血eats of血e school;

●　Designs programs w珊stakeholders to address school needs;

●　Recognizes accomp聴hme鵬s of stakeholder′s;

●　Promotes weIfare of stakeholders′)

'　Mediate§ and ensures resolution of conflicts in schoo軍

. Fom山ates schooI policies wi血stakcholders;

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

●　Promotes school discip血e with stakeholders;

●　Leads瓜e prepaLra債on of SIP/AIP and ensures participation of stakeholders.
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