REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF TRANSPORTATION

MARITIME INDUSTRY AUTHORITY

—

V —

BAGONG PILIPINAS =

NOTICE OF FILLING-UP OF VACANT POSITIONS

Please be informed that the Maritime Industry Authority (MARINA) has available positions to be filled,
as indicated in the attached list dated June 16, 2026. For interested parties, the following documents

are required:

Outsider Applicants
Letter of intent, indicating the specific

position being applied for, item
number and name of the
Division/Service Unit where the

vacancy exists;

Duly accomplished Personal Data Sheet
with latest ID picture (CS Form No. 212,
Revised 2025), indicating all the
required data/information, which may
be downloaded from the CSC Website
{www.csc.gov.ph):

Work Experience Sheet (CS Form No.
212 Attachment} which may be
downloaded from the CSC Website
(www.csc.gov.ph) (please carefully
read the instructions);

Certified true copy of Transcript of
Records/Diploma;

Certified true copy of Certificate of
Eligibility / Rating / License (if
applicable);

IPCR Ratings for the last two rating
periods (for government empioyees);
Behavioral Dimension Forms fattached]
(rafing periods should be aligned with
the IPCR Ratings) (for government
employees);

-SHOULD BE DIRECTLY SENT TO
HRMDD BY APPLICANT’S
SUPERVISOR IN A SEALED
ENVELOPE OR THRU
SUPERVISOR’S EMAIL
Certified true copy of
Certificates (if any); and
Certificate of Previous/Current
Employment (or any proof of
employment)

Training

*,

Insider/MARINA Employees

Letter of intent, indicating the specific

position being applied for, item
number and name of the
Division/Service Unit where the

vacancy exists;

Duly accomplished Personal Data Sheet
with latest ID picture (CS Form No. 212,
Revised 2025), indicating all the required
data/information, which may be
downloaded from the CSC Website
(www.csc.gov.ph);

Work Experience Sheet (CS Form No.
212 Aftachment) which may be
downloaded from the CSC Website
(www.csc.gov.ph) (please carefully
read the instructions);

Certified True Copies of documents
supporting the PDS (e.g. Training
Certificates, Certificate of Employment
with detailfed  Job Description,
Commendations);

IPCR Ratings for the last two rating
periods;

Behavioral Dimension Forms (rating
pericds should be aligned with the IPCR
Ratings)

-SHOULD BE DIRECTLY SENT TO
HRMDD BY APPLICANT’S
SUPERVISOR IN A SEALED
ENVELOPE

Certified True Copy of Transcript of
Record for Masteral Studies, or
Certificate of Units Earned (if any)

Interested and qualified applicants should signify their interest in writing and submit their application
online through this link: https:/fferms.gle/Rwgk3ChYvnHnsmm48. Alternatively, you may submit hard
copies personally to HRMDD at the 10™ floor, MARINA Bldg., Central Office.

MARINA Building

20th Street corner Bonifacio Drive
1018 Port Area (South), Manila,
Philippines

Tel. Nos.: (632) 8523-9078
Email: cadm@marina.gov.ph

Website: https://marina.gov.ph




Application documents must be addressed to:

Ms. MILABEL J. ADIL
Chief Administrative Officer [HRMO V]
Human Resource Management and Development Division
10" floor, MARINA Building
20™ St. corner Bonifacio Drive, Port Area (South), Manila

Applicants with incomplete requirements will not be processed. Only shortlisted applicants shall
be notified for further assessment.

§ JUNH L6

Deadline for Submission:

ATTY. RI S. RAMOS
Director |l

Management, Financial and Administrative Service
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Name of Employee:

MARITIME INDUSTRY AUTHORITY

BEHAVIORAL DIMENSION FORM

Position Title:

Division/Office

Rating Period:

i BEHAVIORAL DIMENSION

POINT SCORE

Human Relations

Dependability

Punctuality (to be rated by HRMDD)

Initiative

Leadership (for Supervisors only)

Stress Tolerance (for Supervisors only)

OVERALL POINT | EQUIVALENT POINT | EQUIVALENT ADJECTIVAL
, SCORE , SCORE RATING
9.6 -10.00 110 Outstanding
8.0-95 '8 | Very Satisfactory
46-79 6 Satisfactory
2.8-45 4 Unsatisfactory
| 2.0-2.7 2 Poor

Signature over Printed Name of Rater/Supervisor

Revised Form/01 March 2024/ PSB Reso 05A-2024
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1. Position Title

No. of Position

Iltem No

Office/Division

Salary Grade

Maritime Education and Training Standards Supervisor [Engine]

2

MARINA-DOTrB-METSS-61-2017
MARINA-DOTrB-METSS-63-2017

Office of the Executive Director, STCWO (Central Office)
26 (P 131,807.00)

Qualification Requirements:

Education
Experience
Training

Eligibility

BS Marine Engineering
At least 3 years as a Merchant Marine Officer

. Completed the Management Level Course (MLC) for Marine

Engine Officers
Certificate of Competency under RA 8544

Duties and Responsibilities of the Position

1. Assists the MARINA Administrator and the STCWO Executive Director in ensuring

Philippine compliance with the provisions of the STCW Convention;

2. Inrelation to the evaluation, inspection, and monitoring of Maritime Higher Education

Institutions (MHEIs) and Maritime Training Institutions (MTls):
a. Serves as lead auditor/inspector/evaluator;
b. Prepares monitoring/audit/inspection/evaluation reports;

c. Collates and analyzes reports for the purpose of proposing improvements of
monitoring procedures in the Philippine maritime education and fraining

{MET) system;

d. Assists the STCWO Execuiive Director in STCWo-related curriculum

development; and

e. Assists in the implementation and continuous improvement of the STCWO

Quality Standards System (QSS).

3. Assists the Administration in the proper administration of STCW,

4. Contributes to developing better procedures and processes for the implementation
of STCW;

5. Through anyone of its members who have the appropriate qualifications, temporarily
acts on behalf of any of the members of the MARINA Board of Examiners, upon

designation by the Administrator; and

6. Performs other duties and responsibilities as may be directed by the ED.



2. Position Title Maritime Education and Training Standards Supervisor [Managerial]

No. of Position 2

Iltem No . MARINA-DOTrB-METSS-67-2017
MARINA-DOTrB-METSS-70-2017

Office/Division Office of the Executive Director, STCWO (Central Office)

Salary Grade 26 (P 131,807.00)

Qualification Requirements:

Education Master's Degree

Experience 5 years of Supervisory Experience

Training 120 hours of Managerial Training

Eligibility Career Service (Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1. Assists the MARINA Administrator and the STCWO Executive Director in ensuring
Philippine compliance with the provisions of the STCW Convention;

2. In relation to the evaluation, inspection, and monitoring of Maritime Higher Education
Institutions (MHEIs) and Maritime Training Institutions (MTls):

a. Serves as lead auditor/inspector/evaluator;

b. Prepares menitoring/audit/inspection/evaluation reports;

c. Collates and analyzes reports for the purpose of proposing improvements of
monitoring procedures in the Philippine maritime education and training
(MET) system;

d. Assists the STCWO Executive Director in STCW-related curriculum
development; and

e. Assists in the implementation and continuous improvement of the STCWO
Quality Standards System (QSS).

3. Assists the Administration in the proper administration of STCW;

4. Contributes to developing better procedures and processes for the implementation
of STCW,

5. Through anyone of its members who have the appropriate qualifications, temporarily
acts on behalf of any of the members of the MARINA Board of Examiners, upon
designation by the Administrator; and

6. Performs other duties and responsibilities as may be directed by the ED.



3. Position Title Attorney V

No. of Position 1

Item No MARINA-DOTrB-ATY5-26-2017
Office/Division Legal Division, STCWO (Central Office)
Salary Grade 25 (P 116,643.00)

Qualification Requirements:

Education Bachelor of Laws

Experience 3 years of relevant experience
Training 16 hours of relevant training
Eligibility RA 1080

Duties and Responsibilities of the Position

1.

Legal Division of the STCW Office is responsible for the establishment of procedures
for ensuring that all the legalities in STCW implementation are properly handied.
Further, it is the Office primarily responsible for the investigation and implementation
of due process requirements in processing any case, controversy, or violation in the
Administration of STCW,

The Division Chief of the STCWO Legal Division is responsible for the planning and
direction of the Division;

He is responsible for supervising and monitoring the activities of the Division;

He is responsible for the compliance of the Division with the set targets provided
under the OPCR of the STCW Office, wherein the participation of the Division is
significant in the realization of targets;

He is responsible for the formulation of plans, programs, and activities of the Division
with corresponding budgetary requirements;

Ensure that the approved plans, activities, and programs of the Division are properly
implemented within the deadline;

Performs such other related functions as may be assigned by the Supervisor.



4. Position Title Supervising Maritime Industry Development Specialist

No. of Position 1

Item No MARINA-DOTrB-SVMIDS-9-2018

Office/Division Public Information Division, STCWO (Central Office)
Salary Grade 22 (P 81,796.00)

Qualification Requirements:

Education Bachelor's degree relevant to the job

Experience 3 years of relevant experience

Training 16 hours of relevant training

Eligibility Career Service (Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1.

2.

~ oo

Supervise the preparation of plans and programs for information dissemination as
to the updates in the STCW Administration, policies, and procedures;

Supervise in the preparation of correspondence to IMO and other maritime
administrations to the STCW implementation in the Philippines;
Supervise/Organize TWG meetings for issues regarding public information
campaigns as to the STCW Implementation in the Philippines;

Supervise in the preparation of administrative matters such as circulars and
advisories concerning the conduct of programs on matters of STCW implementation
in the Philippines;

Prepare the schedule of conduct of information dissemination programs;

Supervise the day to day activities of the Public Information Diviston;

. Performs other functions as may be assigned by the Chief MIDS.



5. Position Title Senior Maritime Industry Development Specialist

No. of Position 1

Item No MARINA-DOTrB-SRMIDS-64-2017

Office/Division Quality Management System Division, STCWO (Central Office)
Salary Grade 18 (P 53,818.00)

Qualification Requirements:

Education Bachelor's degree relevant to the job

Experience 2 years of relevant experience

Training 8 hours of relevant training

Eligibility Career Service (Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1.

2.

o o b

Assists in the maintenance and implementation of the Quality Standard System
(QSS),

Formulates policies, programs, guidelines, and systems to achieve the objectives
and functions of the organization;

Assists in the overseeing or participates in the conduct of research studies of the
Division, which includes formulation of the conceptual schemes, design of research
instruments, supervision of data collection, data processing, statistical analysis of
data, reports, and the formulation of necessary recommendations towards the
achievement of the Division's area of concern;

Act as Lead Auditor/Auditor during the conduct of audits;

Recommends progress and projects related to the organization's area of concern;

. Performs other functions as may be assigned.



6. Position Title Administrative Officer IV

No. of Position 1

Item No MARINA-DOTrB-ADOF4-10-2018

Office/Division Financial Services Division, STCWO (Central Office)
Salary Grade 15 (P 42,178.00)

Qualification Requirements:

Education Bachelor's degree relevant to the job

Experience 1 year of relevant experience

Training 4 hours of relevant training

Eligibility Career Service {Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1.

Prepares and develops the Office’s budgetary requirements and undertakes all
activities relative to the established budget cycle and implications thereof vis-a-vis
the existing laws and the circulars, rules, and regulations issued by the Office of the
President, DBM, and DOTr;

Assists the Division Chief in the planning, preparation, and impiementation of the
Division’s work program;

Prepares an individual rating report at the end of each rating period;

Assists in the formulation, updating, implementation, and enforcement of policies,
rules, and regulations relating to budget preparation, budget authorization, and
budget execution and accountability, in accordance with applicable COA, DBM, and
DOTr laws, policies, rules, and regulations;

Assists in the preparation of annual budget estimates, requests for special budgeis
and sub-allotments, and other budgetary requirements of the Authority, in
coordination with the different Units of the Agency;

Assists in the preparation of materials/documents in relation to budget,
hearings/consultations conducted at the DBM, DOTr, House of Representatives,
and Senates;

Assists in the preparation/generation of the annual work plan, financial plan, physical
accomplishment report, and quarterly survey report on employment and
compensation for the government offices required by PSA, monthly balance/status
of allotment of PS, MOOE, and EO per office covering regular and special budgets;
Prepares communications/response/replies to inguiries relating to existing
budgeting policies, rules, and regulations; and

. Performs other functions as may be assigned by the Division Chief or Director.



7. Position Title
No. of Position
ltem No
Office/Division

Salary Grade

Maritime Industry Development Specialist Il

1
MARINA-DOTrB-MIDS2-86-2017

Quality Management System Division, STCWO (Central Office)

15 (P 42,178.00)

Qualification Requirements:

Education
Experience
Training
Eligibility

Bachelor's degree relevant fo the job

1 year of relevant experience

4 hours of relevant training

Career Service (Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1. Ensure that all procedures under the Quality Standard System (QSS) are in
accordance with the rules and regulations and in compliance with the STCWO;

no

Implement appropriate measures for identifying and correcting nonconformance

within the system,;

S

Recommend mechanisms and procedures continual improvement of the system;
Assist in the maintenance and implementation of the QSS;

Act as a Lead Auditor/ Auditor during the conduct of audits; and

Distributes the approved developed/revised documents.



8. Position Title Maritime Industry Development Specialist ||

No. of Position 1

Item No MARINA-DOTrB-MIDS2-4-2018

Office/Division Examination and Assessment Division, STCWO (Central Office}
Salary Grade 15 (P 42,178.00)

Qualification Requirements:

Education Bachelor's degree relevant to the job

Experience 1 year of relevant experience

Training 4 hours of relevant training

Eligibility Career Service (Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1.

Ll

7.

8.

9.

Serves as one of the overall Supervisors in all theoretical examination for Marine
Deck and Engine Officers related functions and activities including the maintenance
of the filing systems;

Maintains, updates and prepares the statistics for Marine Deck and Engine Officers;
Reviews the prepared list of examinees and passers for Marine Deck and Engine
Officers;

Serves as initial/final evaluator for application of Theoretical examination / Practical
Assessment for Officers;

Facilitates as Lead/Co Facilitator in the conduct of oath taking for Marine Deck and
Engine Officers;

Serves as Lead Proctor in the conduct of theoretical examination for Marine Deck
and Engine Officers;

Serves as Duty Officer at the inquiry to answer examination and practical related
queries from the seafarers;

Assigns as Duty Officers at the EAD processing window;

Verifies the Certificate of Sea Service of apphcants and

10. Prepares and forwards incident report in case of suspected spurious submitted

documents.



9. Position Title Maritime Industry Development Specialist |

No. of Position 1

ltem No MARINA-DOTrB-MIDS1-61-2017
Office/Division Accreditation Division, STCWO (Central Office)
Salary Grade 11 (P 31,705.00)

Qualification Requirements:

Education Bachelor's degree relevant to the job

Experience None Required

Training None Required

Eligibility Career Service {Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1.

No ok

Establish accreditation procedures for ATPs and plan and carry out an efficient
schedule of its accreditation conducted by MTIs, establish accreditation procedures
for other suitable modes of learning, and coordinate with CHED in carrying out the
inspection of MHE!s for accreditation;
Screens application of accreditation for MTls, courses, and instructors, identifying
deficiencies, writing communications to MTIs regarding non-conformities and
inspection notices, participating in inspection activities, and preparing reports on
inspection findings and accreditation approvals/disapprovals;
Receives/Screens the following application checks the completeness of said
application, and prepares the ATAP form:

a. Application for MTI Accreditation

b. Application for Course Accreditation

c. Application of Instructors/Assessors
Prepares Notices of Meetings and Materials in the Conduct of Meetings;
Maintains the database graduates;
Updates Training Center Directory; and
Performs other work as may be required.



10. Position Title Maritime Industry Development Specialist |

No. of Position 1

Item No MARINA-DOTrB-MIDS1-63-2017
Office/Division Monitoring Division, STCWO (Central Office)
Salary Grade 11 (P 31,705.00)

Qualification Requirements:

Education Bachelor's degree relevant to the job

Experience None Required

Training None Required

Eligibility Career Service (Professional} Second Level Eligibility

Duties and Responsibilities of the Position

1.

2.

» ok

Establish speedy, efficient and cost-effective monitoring procedures for all ATPs, in

compliance with STCW,

Plan and carry out a schedule of regular comprehensive monitoring of any ATP

conducted MTls;

Coordination with CHED, plan and carry out a schedule of regular and

comprehensive monitoring of any MHEIs;

Receives communications from MTI's;

Maintains the 201 files of the evaluators;

Files documents in the respective folders of each MTI:

a. Monitoring report

b. Order of suspension, revocation, and cancellation of certificate course
accreditation;

Prepares notice of meetings and materials for the conduct of Technical Working

Group Meetings; and

Performs other work as may be required.



11. Position Title Maritime Industry Development Specialist |

No. of Position 1

Item No MARINA-DOTrB-MIDS1-66-2017
Office/Division Certification Division, STCWO (Central Office)
Salary Grade 11 (P 31,705.00)

Qualification Requirements:

Education Bachelor's degree relevant to the job

Experience None Required

Training None Required

Eligibility Career Service (Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1.

Evaluates and validates the completeness, validity and authenticity of the
documents submitted through the MISMO system frem the original documents
presented by the applicant during final evaluation;

Under the general supervision of the Division's chief, performs the activities of the
division to provide various services required, does related work;

Validates application;

Evaluates documents submitted by the seafarers;

Assists in the development and implementation of a system for effective and efficient
filing and maintaining of seafarers' records;

Recommends a method for improving the certification processes;

Prepares communication and provides substantive papers/documents;

Issues Certified True Copies of the requested certificates and authenticates the
same; and

Performs other works as may be assigned.



12. Position Title Maritime Industry Development Specialist |

No. of Position 1

ltemNo MARINA-DOTrB-MIDS1-12-2018
Office/Division Surveillance Division, STCWO (Central Office)
Salary Grade 11 (P 31,705.00)

Qualification Requirements:

Education Bachelor's degree relevant to the job

Experience None Required

Training None Required

Eligibility Career Service (Professional) Second Level Eligibility

Duties and Responsibilities of the Position

1. Receives and records incoming/outgoing documents for the Surveillance Division;

2. Answer phone calls, text messages, and emails on Surveillance Division hotlines:

3. Receives and records complaints from MTls MHEIs, MAC am PACs thru phone,
emait and walk-in complaints;

4. Encode memorandurnyletiers as may be assigned;

5. Monitor electronic submission of Enrollment Reports submitted by MTls;

6. Monitor and maintain office supplies and prepare requisitions; and

7. Joins in the conduct of random surveillance operations of MTIs/MHEIs/EAls, if

necessary.



13. Position Title Administrative Assistant Il

No. of Position 1

Item No MARINA-DOTrB-ADAS2-33-2017

Office/Division Administrative and Finance Division, STCWO (Central Office)
Salary Grade 9 (P 24,329.00)

Qualification Requirements:

Education Completion of 2 years of studies in college (prior to 2018), OR

High school graduate with relevant vocationaltrade course
(prior to 2018) OR Completion of Grade 12/Senior High school
under Technical-Vocational-Livelihood Track, OR

Completion of Grade 10/Junior High school with relevant
vocational/trade course (TESDA NC I[)(starting 2018)

Experience 1 year of relevant experience
Training 4 hours of relevant training
Eligibility Relevant MC 11 s. 1996 Career Service (Sub-professional)/

First Level Eligibility

Duties and Responsibilities of the Position

1.

i

Receives, records, and sorts all incoming materials of the divisions and refers them
to the immediate supervisor;

Keeps and maintains a systematic file of communications /records of the division for
easy reference;

Prepares simple letters/communications;

Records and releases all outgoing communications of the division;

Checks incoming fax and e-mails, prints, and forwards to concerned division; and
Performs other functions as may be assigned by the Division Chief of Director.



