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Department of Education
	POSITION AND COMPETENCY PROFILE
	PCP No. ______
	Revision Code: 00

	Position Title
	Education Program Supervisor 
	Salary Grade
	22

	Parenthetical Title
	Education Supervisor I
	
	

	Office Unit
	Division Office
	Effectivity Date
	

	Reports to
	Schools Division superintendent
	Page/s
	

	Position Supervised
	
	
	


	JOB SUMMARY

	Assists the ASDS and/or SDS in the subject area of specialization in the following: curriculum implementation and evaluation, human resource development and management and special tasks and other assignments to ensure effective implementation of programs and projects in the division  to improve and strengthen the delivery of quality basic education



	QUALIFICATION STANDARDS

	A. CSC Prescribed Qualifications

	Education
	Master’s degree in Education or other relevant Master’s degree with specific area of specialization

	Experience
	2 years as Principal/Head Teacher/Master Teacher

	Eligibility
	RA 1080 (Teacher)

	Trainings
	8 hours of relevant training

	B. Preferred Qualifications

	Education
	Master’s degree in Education or other relevant Master’s degree with specific area of specialization

	Experience
	3 years as Principal/Head Teacher/Master Teacher

	Eligibility
	RA 1080 (Teacher)

	Trainings
	40  hours of relevant training


	DUTIES AND RESPONSIBILITIES

	1. Formulates plans and policies relative to  assigned area of instruction

	2. Supervises, coordinates and evaluates projects/programs and activities

	3. Prepares and evaluates plans concerning the assigned area

	4. Provides leadership in the effective use of techniques/strategies in his assigned area of instruction

	5. Develops and administers tests in pursuance of desired programs/outcomes to improve instruction in schools

	6. Monitors classroom instruction and gives feedback for improvement

	7. Initiates and coordinates in-service trainings in assigned field and serves as consultant or resource person in those activities

	8. Supervises the aspects of assigned instructional programs 

	9. Prepares memoranda, bulletins, handbooks and reports on his assigned area

	10. Assists in the implementation of laws, policies, plans, programs, rules and regulations pertaining to curriculum, staff and school facilities development in the region, divisions and schools

	11. Assists in the preparation, implementation and  evaluation of plans, projects/programs and activities on curriculum development, improvement of teaching techniques and strategies and school facilities development in public and private schools

	12. Provides guidelines on matters pertaining to curriculum, staff and school facilities development to division personnel

	13. Participates in meetings as needed

	14. Assists in the implementation of SIP and AIPs in schools

	15. Provides technical assistance (field technical asistance) to teachers on lesson planning

	16. Conducts researches and  studies and utlizes results to improve instruction in specific learning areas


	Major Final Outputs                 (MFOs)
	Key Result Areas                      (KRAs)
	Objectives
	Outputs

	
	1. Division Plans Preparation, Monitoring and Evaluation
	Formulated the Division Education Development Plan (DEDP) in his/her assigned learning area within target date (for recommendation to the SDS)

	Division Education Development Plan (DEDP)

	
	2. Instructional Supervision and Monitoring and Evaluation
	Performed regular instructional supervision including monitoring and evaluation within the target date
	Monitoring and evaluation report

	
	3. Development and Evaluation of  

         Instructional Materials
	Initiated development and evaluation of instructional materials
	Instructional materials developed and evaluated

	
	4. In-Service Trainings (INSET)
	Initiated and implemented In-Service Trainings (INSET) within the target date
	In-Service Trainings (INSET)

	
	5. Research, Evaluation and Teaching Innovations
	Conducted research and evaluation for teaching innovations within target date
	Research and evaluation for teaching innovations

	
	6.   Test Development and Administration


	Developed and administered tests to learners for evaluation and base reference within target dates
	Developed and administered tests

	
	7. School and Other Report Preparation
	Supervised preparation of reports on school visits, annual report, publication of circulars, bulletins, memoranda and others for the information and guidance of all concerned within the period specified by the rules

	Reportorial requirements complied with


	
	Performance Indicators

	Objectives
	Outstanding

(5)
	More than acceptable (4)
	Acceptable or minimum standard (3)
	Less than acceptable (2)
	Poor

(1)

	Formulated the Division Education Development Plan (DEDP) in his assigned learning area of instruction within the target date (for recommendation  to the SDS)
	Specific action plan(s) on learning area were included in the  Division Education Development Plan . 

-Action plans based on data/evidence (e.g. from scanning, trending analysis, observation)

-Prepared accompanying guidelines and programs of work on area/coverage on matters pertaining to curriculum implementation, teacher/staff development and school facilities 
- Evaluation mechanisms for suggested action plans/interventions were present in the DEDP 

-  Private schools were also covered by the Plan
-DEDP part was defended and approved by the SDS
	Specific action plan(s) on coverage area were included in the  Division Education Development Plan . 

4 requirements met
	Specific action plan(s) on coverage area included in the  Division Education Development Plan . 

3 requirements met
	Specific action plan(s) on coverage area included in the  Division Education Development Plan . 

requirements are largely missing
	Specific action plan(s) on coverage area included in the  Division Education Development Plan . 

requirements are absent

	2.  Performed regular instructional supervision including monitoring and evaluation within target date
	a.  monitored learning outcomes in the area of specialization (with monitoring report, recommendations and proposed action plan)

b. Prepared a monthly supervisory plan approved by the SDS
c. Conducted at least 10 more than acceptable observation in the year/grade levels or learning areas
d.  Produced teacher portfolio of observation reports, results of pre- and post conference, strengths and needs analysis and  recommendations for appropriate interventions
e. Assisted in the implementation of laws, policies, plans, programs, rules and regulations pertaining to curriculum, staff and school facilities development (with implementation plan and report)
f. provided technical  

assistance to  school heads on instructional

leadership in the area of      specialization (with evidence/documentation)
g. appraised and monitored the implementation of School  Improvement Plans (SIPs)
h.  documented best practices to introduce innovations (with report)
	4 requirements met
	3 requirements met
	requirements are largely missing
	requirements are absent

	Initiated the development of instructional materials in  assigned learning area within the target date
	a. Initiated development of instructional materials in  assigned subject area

b. Developed evaluative criteria on the different aspects of assigned instructional program

c. Evaluated and recommended instructional materials for maximum use of learners
d.  Instructional materials produced were supported by data (needs-based)

e.  Instructional materials have been pilot-tested/validated and approved by the SDS

	4 requirements met
	3 requirements met
	Requirements are largely missing
	requirements are absent

	Initiated and coordinated in-service trainings in the assigned area within target date
	a. Conducted teachers training needs analysis (TNA) 

b. Submitted consolidated report on competency assessment/TNA 

c. Initiated and coordinated in-service trainings in  assigned area based on assessment results

d. Performed evaluation to determine training effectiveness

e. Prepared and submitted to SDS the training report
f. Served as consultant  or resource person in related activities 

	4 requirements met
	3 requirements met
	Requirements are largely missing
	requirements are absent

	Undertook basic and action researches to improve curriculum and instruction within target date
	a.  Undertook  basic and action researches to improve curriculum and instruction

b. Provided leadership in the effective use of research and evaluation techniques in the assigned area of instruction

c. Prepared and evaluated research designs on the assigned area

d. Prepared  and supevised memoranda, bulletins, reports, handbooks, etc., on research and evaluation

e. Led in the utilization of research findings based on innovations in  division/school wide implementation
Developed and administered tests to learners for evaluation and base 

	4 requirements met
	3 requirements met
	Requirements are largely missing
	requirements are absent

	Developed and administered tests to learners for evaluation and base reference within target date
	-Adhered to test construction processes and requirements

-Item analysis provided

- test items field-tested/validated

-Test items based on prescribed learning competencies

- tests items approved by the testing committee/SDS


	91%-95% 
of tests  developed and administered
	80%-90%
 of tests developed and administered
	71%-79% 
of tests developed and administered
	At least 70% 
of tests  developed and administered

	Supervised preparation of reports on school visits, annual report, publication of circulars, bulletins, memoranda and others for the information and guidance of all concerned within target date 
	96%-100% 
of required reports   prepared and accepted by the SDS
	91%-95% of required reports   prepared and accepted by the SDS

	80%-90% of required reports   prepared and accepted by the SDS

	71%-79% of required reports   prepared and accepted by the SDS

	At least 70% of required reports   prepared and accepted by the SDS



