
Office of the Schools Division Superintendent

DIVISION MEMORANDUM
No.   94t       s.2026

13 April 2026

ANNOUNCEMENT OF VACANT LEVEL 11 NON-TEACHING POSITIONS

TO:     Assistant schools Division superintendent
Chiefs, CID and SGOD
All Curriculum Implementation Division Personnel
AIL School Governance and Operations Division Personnel
All Office of the Schools Division Superintendent Personnel
All Elementary and Secondary Public School Heads and ELncipals
Tis Division

1.       The  field  is  hereby iriformed  of the  vacant  lrevel  2  Non-teaching positions
anchored on DepEd Order No. 7, a. 2023 Re: Guidelines on Recruitment, Selection,
and Appointment in the Department of Education.

2.       ALL    interested    applicants    are    required    to    register    online    thni
bitJy/CDOvacancyAnnouncement04-2026    before   April   24,    2026.    Upon
successful registration , applicants will receive a confirmation emall containing their
Application Cnde.

3.    The timeline for the recruitment and selection process is indicated below:
it u I) I,I tl 11 I ale VENUE Hq i , a] ,I ,I II 3

Submission of Application Division Office of Cagayan April 14, 2o26 to
Documents de Oro City -ReceivingSection April 24, 2o26

Posting of Initial Division Office of To be annourLced on
Evaluation Results (IER) Cagayan de Oro City - separate Merrrorandum

Final Deliberation and Division Office of To be cmrLounced orL
Interview Cagayan de Oro City - sepcunle Memorcnd:urn

4.       AIl interested  applicants  sball  submit one  (1|  set  of documents  for  every
position they are applying for. Only photocopies of documents shall be submitted.
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DlvlsloN oF CAGATAN DE oRo clTtr
Office of the Schools Division Superintendent
Enclosure 1 for Division Memorandum No.q!fl_ s. 2026

SUBMISSION AND RECEIFT OF APPLICATION DOCUMENTS

1.  All interested appncants  shall submit the following documentary requirements
with  proper TABBING,  fastened  in  a clean,  unmarked  folder  to  the  Receiving
Section of DepED Cagayan de Oro City on or before April 24, 2026, not later than
5..00 ".  _Kind:ky indicate tn your letter Of in,±eut the position applied fior and, the
correspond;ing of f ice/ unit.

A.  Letter of Intent (addressed to ROY ANGELO E. GAZO
Schools Division Superintendent)

a.  Duly accompfished Personal Data Sheet (CSC Form 212 Revised 2025) with
Work Experience Sheet.

C.  Photocopy of valid and updated PRC license/ID, {rqup!t.cczb!e
D.  Photocopy of Certificate of Eligibility / Rating,
E.  Photocopy of scholastic / academic record such as but not limited to Transcript

of Records  |TOR)  and  Diploma,  including completion  of graduate  and  post-
graduate units / degrees,

ei. Photocopy of Certificate of GPA or General Weighted Average (GWA).
F.  Photocopy of certificate/s of Training,
G.  Photocopy of Relevant Experience ; Certificate of Employment, Contract of

Service, or duly signed Service Record, whichever is/are applicable.
Uori"temalapplieartts,thereisrorueedtosu,brnitaServieeRecorda,ndCerdefroa:teOfEmplogrneut)

H.  Photocopy  of last  Approved  Appointment  and  Assignment/De8lgnation
Order,

I.   Photocopy of Performance Rating in the last rating period(s) coverfug (1)
year  performance  in  the  cuITent/latest  position  prior  to  the  deadline  of
submission,

J.   Chec]dist of Requirements and Omnibus Sworn Statement on the Certification
on the Authenticity and Veracity (CAV) of the documents submitted and Data
ELvacy Consent F`orm pursuant to RA No.   10173 (Data Privacy Act of 2012),
using the attached fomi (Annex C).

K.  Other  documents  as  may  be  required  by  the  HRMPSB  for  comparative
assessment reckoned from the date of last issuance of appointment, including
but not limited to (Please re/er to DO # 7 s. 2023):

i.      Means of verification (MOVs) showing outstanding AccompHshments,
ii.      Means of verification (MOVs) showing Application of Education,

iii.      Means  of  Verification  (MOVs)  showing  Application  of  Leaning  and
Development.
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DIVISION OF CAGAYAN DE OHO CITY
Office of the Schools Division Superintendent

Enclosure 2 for Division Memorandum No. 9y7 s. 2026

VACANCY ANNOUNCEMENT
No. 04 a. 2026

DIVISION: School Division of Cagayan de Oro City
DIVISION/UNIT: Division Office - Elementary School

poslTION rmoFELE
Position: Salary Grade:  1 1
ADMINISTRATlvE oFFlcER n Monthly Salary: Php 31,705.00

Item No: Benefits:
OSEC-DECSB-ADOF2-660031-2020 Refer to the Summary of

Compensation and other Benefits
JOB DESCRETION

This position is responsible for the implementation of an effective and efficient
administrative support and selected financial functions particularly on personnel
administration, property custodianship, and financial-related tasks in the school.

QUAIDICATIONS
A.  CSC Prescribed Qualifications

Education Bachelor's Degree relevant to the job

Trainings None Required

Expenence None Required

Eligibhity Career Service (Professional) / Second Level Efigrbility

Prm9,BED
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DIVISION OF CAGAYAN DE OHO CITY
Office of the Schools Division Superintendent

VACANCY ANNOUNCEMENT
No. 04.a s. 2026

DNISION: School Division of Cagayan de Oro City
DlvlsloN/unT: Division Office (Elementary School)

poslTloN moFDE
Position: Salary Grade:  1 1
pRO|E:cT DIVE:I]OpME:NT OrHCE:R - I Monthly Salary: Php 31,705.00

Item No: Benefits:
1.  OSEC-DECSB-PD01 -660044-2023 Refer to the Summary of
2.  osEc-DEcsB-rmoi-66oo5o-2o23 Compensation and other Benefits
3.  OSEC-DECSB-PD01{60051-2023

JOB DEScRIrmoH
Perform  technical  tasks  in  the  implementation  and  monitoring  of  the  youth
formation  programs  at  the  School  level.  The  position  is  also  responsible  for
assessing,    crafting,    and    delivering    youth    formation   programs    that    is
contextualized and localized 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 School level.

QUAIITICATIONS
8.  CSC Prescribed Qualifications

Education Bachelor's Degree relevant to the job

Trainings None Required

Experience None Required

Eligibility Career Service (FTofessional) / Second Level Elidrbhity

Ib,-:,    --  i:_-:=I
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DIVISION OF CAGAYAN DE OHO CITY
Office of the Schools Division Superintendent

VACANCY ANNOUNCEMENT
No. 04.b s. 2026

DNISION: School Division of Cagayan de Oro City
DlvlsloN/unT: Division Office - Elementary Schools

poslTloN mormE
Position: Salary Grade:  16
runsE 11 Monthly Salary: Php 45,694.00

Item No: Benefits:
1.  osEc-DEcSB-HruRs2-660o77-2o21 Refer to the Summary of

Compensation and other Benefits
JOB DrscRETION

Assist the Medical Officer in the implementation of Health and Nutrition Programs
and Projects of the SDO.

QUELmlcATloNs
C.  CSC Prescribed Qualifications

Education Bachelor of Science in Nursing

Trainings 4 hours of relevant training
Experience 1 year relevant experience

Eligivility RA 1080 (Nurse)
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