NOTICE OF HIRING OF CONTRACT OF SERVICE PERSONNEL

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

Documentary requirements

<

» 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@gmail.com (subject of email should be: Application for (Position Title
under (DIVISION/OFFICE WHERE THE VACANCY EXIST).

S. ABEL 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.

Director Il
Management, Financial and Administrative Service



Position Title SENIOR MARITIME INDUSTRY DEVELOPMENT
SPECIALIST
No. of Position One (1)

Office/Division Manpower Development Service
Status Contract of Service

Monthly Rate S5G-18 (P 54,304.00)

Qualification Requirements:

Education: Bachelor of Science in Secondary Education/
Bachelor of Elementary Education or relevant/
relevant BS Degree

Experience: With at least two (2) years of relevant experience in
Course/Curriculum Development

Eligibility: Professional — License Professional Teacher

Training: Eight (8) hours of relevant training (IMO Model Courses 6.09 and
3.12 of Curriculum/Course Development Training

Duties and Responsibilities:

a. Provides technical inputs to course development projects, standardizing course
materials and regularly evaluating and updating course and assessment
contents;

b. Provides assistance in course and/or training program development;

¢. Conduct researches and competency needs, requirements of the domestic
seafarers, ensuring that the course assessments/contents remain relevant and
align with the institutional demands;

d. Ensures that the quality procedures are aligned with industry standards and
regulations;

e. Follows a strict of code of ethics and protects confidential information of all
times; and

f. Performs other function that may be assigned by the superior.



Position Title
No. of Position
Office/Division
Status

Monthly Rate

ADMINISTRATIVE AIDE IV

One (1)

Deputy Executive Director, STCW Office
Job Order

SG-4 (P 16,833.00)

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 1) (starting 2018)

None required

None required

Duties and Responsibilities:

a. Prepare simple communication (e.g. Memoranda, letters, special orders,

disposition Form);

b. Monitor and respond through the email account of the ODED and the DED {(as
instructed)

¢. Records in-coming and out-going documents;

d. Screen incoming documents before endorsement to the DED and ED:

e. Disseminate instruction/information from the DED to the concerned MARINA

Service Unit or Division Head or concerned STCW personnel;

f. Follow-up communication letters for the DED and ED;

g. Prepare itinerary of Travel, Cash Advance/Liquidation Report;

h. Announce the instructions of the Office of the Administrator, other Offices

Directors, Executive Director and Deputy Executive Director;

I. Perform administrative functions in the ODED such as printing, scanning,

answering phone calls, and;

j- Performs other tasks that may be assigned by the Ed and DED.
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