NOTICE OF HIRING OF JOB ORDER AND CONTRACT OF SERVICE
PERSONNEL

Please be informed that the Maritime Industry Authority (MARINA) needs personnel to
be assigned at the MARINA Central Office under Job Order status. For interested
parties, the following documents are required:

Documentary requirements
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» Letter of intent specifying the position being applied for;

» Duly accomplished Personal Data Sheet with latest ID picture and Work
Experience Sheet (CS Form No. 212, Revised 2017), indicating all the required
data/information, which may be downloaded from the CSC Website
{www.csc.gov.ph);

Training Certificates;

Transcripts of Records/Diploma;

Certificate of Eligibility/Rating/License (if applicable);

Certificate of Previous/Current Employment with detailed Job Description
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Interested applicants may submit their applications through email at:
rspv2hrmdd@gqgmail.com (subject of email should be: Application for (Position Title
under (DIVISION/OFFICE WHERE THE VACANCY EXIST).

Ms. MILABEL J. ADIL
Chief Administrative Officer
Human Resource Management and Development Division
Maritime Industry Authority

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

Deadline for Submission:

Atty. MARIVIG S. RAMOS
Director ||
Management, Financial and Administrative Service



Position Title

No. of Position

Office/Division

Status

Monthly Rate

ADMINISTRATIVE ASSISTANT il
One (1)

Maritime Registry Division, Overseas Shipping Service
(0SS)

Job Order
SG-9 (P 23,226.00)

Qualification Requirements:

Education:

Experience:

Training:

Completion of two (2) years of studies in college (prior to 2018),
OR High school graduate with relevant vocational/trade 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 lI) (starting 2018)

One (1) year of relevant experience

Four (4) hours of relevant training

Duties and Responsibilities:

a. Performs all assigned administrative and clerical function with diligence,

accuracy, and timeliness;

b. Observes confidentiality in the handling of official documents and

correspondence;

c. Coordinated with Division personnel to support the smooth flow of operations;

d. Maintains organized records and ensures the retrievability of documents;

e. Complies with MARINA’s internal policies, including those on records

management and office conduct; and

f.  Submits required reports and accomplishment summaries to the Division Chief.
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