






 
1. Position Title  Supervising Maritime Industry Development Specialist 
 
No. of Position 

  
1 
 

Item No  MARINA-DOTrB-SVMIDS-6-2018 
 
Office/Division 

  
Research and Development 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.​ Assists the Chief Maritime Industry Development Specialist (CMIDS) in the 
supervision of the overall implementation of policies and standards, plans and 
programs pertaining to research and development of maritime education programs 
and training courses; 

2.​ Supervises all the activities of the Division; 
3.​ Reviews draft Circulars and Advisories, and endorses to the Chief MIDS for 

approval; 
4.​ Endorses for the approval of the Chief MIDS and review Minutes of the Meeting; 
5.​ Participate in the review of education programs or training courses; 
6.​ Act for and on behalf of the Chief MIDS, as assigned and during his absence; 
7.​ Perform other functions as may be assigned by the Chief MIDS. 

 
 
2. Position Title  Engineer III 
 
No. of Position 

  
1 
 

Item No  MARINA-DOTrB-ENG3-40-2017 
 
Office/Division 

  
Complaints and Investigation Division, ES (Central Office) 

   
Salary Grade  19 (P 59,153.00) 
   
Qualification Requirements: 
 
Education Bachelor's Degree in Engineering relevant to the job 
Experience 2 years of relevant experience 
Training 8 hours of relevant training 
Eligibility RA 1080 

 



 

 
  
Duties and Responsibilities of the Position 
 

1.​ Assists the Division Chief in the planning, preparation and implementation of the 
Division's Work Program; 

2.​ Prepares individual rating report at the end of each rating period; 
3.​ Conducts preliminary inquiry / fact-finding activities relating to complaints and 

maritime accidents/incidents and complaints aimed at determining whether 
existing maritime 47 laws, policies, rules and regulations governing the different 
maritime industry sectors / sub-sectors have been violated; 

4.​ Prepares and submits reports /recommendations based on |the results of the 
preliminary inquiry / fact-finding activities relating to complaints and maritime 
accidents/incidents and complaints; 

5.​ Conducts inspections/survey and audits of companies and/or ship/s involved in 
maritime accidents and the subject of complaints, and submits 
reports/recommendations thereon; 

6.​ Evaluates and analyzes the root causes of all maritime (Indicate incidents / 
accidents and complaints based on the outcome/ Competency result of preliminary 
inquiries I fact-finding activities and marine inquiries / investigations conducted 
thereon, as applicable, and prepares report / recommendations thereon; 

7.​ Prepares position/ discussion papers on matters /l issues relating to the discharge 
of enforcement and compliance monitoring functions, and technical papers in 
support of ratification / accession to and/or implementation of |international 
conventions, in coordination with the relevant Units of the Authority; 

8.​ Determines and recommends development of databases / monitoring systems that 
will facilitate the discharge of |functions relating to conduct of preliminary inquiry /  
fact-finding activities on maritime accidents l incidents and complaints, and root 
cause analyses of maritime incidents / accidents, in coordination with the MISS; 

9.​ Identifies, evaluates and analyzes external / internal |information that will serve as 
inputs to the discharge of functions relating to the conduct of preliminary inquiry / 
fact-finding activities on maritime accidents incidents and complaints, and root 
causes analyses of maritime incidents accidents; 

10.​Prepares communications and response/replies to |inquiries relating to the conduct 
of preliminary inquiry / fact-finding activities on maritime accidents / incidents and 
(Indicate complaints, and root causes analyses of maritime incidents Competency 
accidents; and  

11.​Performs other functions as may be assigned by the Division Chief of Director. 
 
 
3. Position Title  Senior Maritime Industry Development Specialist 
 
No. of Positions 

  
3 
 

Item No  MARINA-DOTrB-SRMIDS-67-2017 
MARINA-DOTrB-SRMIDS-76-2017 
MARINA-DOTrB-SRMIDS-71-2017 

 
Office/Division 

  
Accreditation Division, STCWO (Central Office) 
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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.​ Pre-evaluates the following applications for accreditation and identifies if there are 
deficiencies: 

●​ Application for MTI Accreditation 
●​ Application for Course Accreditation 
●​ Application of Instructors/ Assessors 

2.​ Writes Communications to MTIs which includes the following: 
●​ a report on their non-conformities 
●​ Notice of Inspection/ Re-inspection 
●​ Other MTI inquiries 

3.​ Joins the Inspection Team in the conduct of inspection activities; 
4.​ Prepares the following reports: 

●​ Inspection/ Re-inspection Report 
●​ Notice of Approval/Disapproval of Application 
●​ Notice of Fees 

5.​ Focal person in updating and maintaining the Quality Procedures of the 
Accreditation Division; 

6.​ Prepares documents for Calibration Workshop of the Accreditation Division; 
7.​ Joins Technical Working Group (TWG) as instructed by Division Chief for 

formulation of circulars in relation to the function of the Division; 
8.​ Prepares Minutes of Meetings/ Highlights of Discussion on TWGs, seminars, 

workshop conducted by the Accreditation Division; 
9.​ Performs other work as may be required. 

 
 
 
 
 
​  
4. Position Title  Senior Shipping Operations Specialist 
 
No. of Positions 

  
1 
 

Item No  MARINA-DOTrB-SRSOS-34-2017 
 
Office/Division 

  
Maritime Safety Audit Division, MSS (Central Office) 

   
Salary Grade  18 (P 53,818.00) 
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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.​ Assists the Division Chief in the planning, preparation and implementation of 
the division's work program; 

2.​ Prepares individual rating reports at the of each rating period; 
3.​ Assists in the formulation and updating of plans, programs, projects, policies, 

rules, regulations, standards and specifications necessary for the maritime 
safety sub-sector, specifically with respect to the safe management and 
operation of companies and ships, seaworthiness of ships and the protection of 
the marine environment; 

4.​ Conducts initial evaluation/ assessment of the responsiveness/ effectiveness of 
the plans, programs, projects, incentives, financing schemes, standard, 
policies, rules, regulations and guidelines for the maritime safety sub-sector, 
specifically with respect to the safe management and operations of companies 
and ships, seaworthiness of ship and the protection of the environment; and, 
recommends the are of improvement/revision thereon; 

5.​ Conducts document review and assessment of the Safety Management 
System (SMS) Manual/s submitted by companies; 

6.​ Performs audits of ships/companies to determine compliance with the relevant 
provisions and certification procedures of the ISM/NSM Codes and applicable 
MARINA policies, rules and regulations; 

7.​ Prepares audit reports and recommends appropriate action on 
applications/requests for the issuance of safety management-related 
certificates; 

8.​ Monitors, evaluates and audits the performance of recognized organizations 
which have been delegated the certification and issuance of certificates under 
the ISN Codes, for and in behalf of the authority, in accordance with set 
parameters and criteria, as embodied in existing MARINA policies, rules and 
regulations and submits reports/recommendation thereon; 

9.​ Monitors and evaluates maritime development and issuances made by 
international, regional and sub-regional maritime organizations of conventions, 
codes, laws, protocols, circulars, rules and regulations, resolutions, protocols 
pertaining to the safe management and operation of companies and/or ships, 
seaworthiness of ships and the protection of the marine environment; 

10.​Prepares/submits positions/discussion/information paper on matters/ issue 
relating to the discharge of  function on the safe management and operation of 
companies/ships, and the protection of the marine environment; and technical 
papers in support of ratification/accession to/ implementation of international 
conventions. 

11.​Identifies, evaluates and analyzes external/ internal information that will serve 
as input to the discharge of functions relating to the safe management and 
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operation of companies/ships, seaworthiness of ships, and the protection of the 
marine environment; 

12.​Determines and recommends development of databases and a monitoring 
system that will facilitate the discharge of functions relating to the safe 
management and operations of companies/ships, seaworthiness of ships and 
the protection of the marine environment, in coordination with the MISS; 

13.​Prepares communications and response/replies to inquiries relating to the 
Authority's discharge of functions relating to the safe management and 
operations of companies/ships, seaworthiness of ships and the protection of 
the marine environment. 

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

 
5. Position Title  Maritime Industry Development Specialist II 
 
No. of Positions 

  
2 
 

Item No  MARINA-DOTrB-MIDS2-37-2017 
MARINA-DOTrB-MIDS2-32-2017 

 
Office/Division 

  
Seafarers' Certification and Documentation Division, MDS (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.​ Assists the Division Chief in the planning, preparation and implementation of the 
Division's Work Program; 

2.​ Prepares individual rating report at the end of each rating period; 
3.​ Assists in the formulation and updating of plans and programs, projects, 

standards, policies, rules, regulations and guidelines pertaining to the 
issuance/registration of relevant identification and record books/documents to 
qualified applicants/seafarers (domestic/overseas); 

4.​ Conducts initial evaluation/assessment of the responsiveness/effectiveness of the 
plans, programs, projects, standards, policies, rules, regulations and guidelines 
pertaining to the issuance/registration of relevant identification and record 
books/documents to qualified applicants/seafarers (domestic or overseas); 

5.​  Evaluates and recommends appropriate action on all applications for the 
issuance/registration of relevant identification and record 
books/certificates/documents to qualified applicants/seafarers (domestic or 
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overseas) pursuant to applicable national/international laws, conventions, codes 
and existing MARINA Circulars, rules and regulations; 

6.​  Assists in the development and maintenance of a comprehensive database for 
Filipino seafarers, including relevant information relating to issued SIRBs, SIBs, 
D-COCs, and/or other relevant identity/record documents to qualified 
applicants/seafarers (domestic or overseas, as applicable), and implements 
systems and procedures to further improve work productivity and efficiency in 
public service; 

7.​ Gathers necessary inputs/information and assists in the preparation of 
position/discussion papers on matters / issues relating to the discharge of the 
regulatory / supervisory and promotional/developmental functions covering the 
maritime manpower sector; 

8.​ Identifies, evaluates and analyzes external/internal information that will serve as 
inputs to the discharge of functions relating to the discharge of regulatory / 
supervisory and promotional/developmental functions covering the maritime 
manpower sector; 

9.​  Prepares communications and response/replies to inquiries relating to the 
Authority's discharge of functions relating to the issuance/registration of relevant 
identification and record books/documents to qualified applicants/seafarers 
(domestic or overseas); 

10.​Performs other functions as may be assigned by the Division Chief of Director. 
 
 
 
 
​  
6. Position Title  Maritime Industry Development Specialist II 
 
No. of Position 

  
1 
 

Item No  MARINA-DOTrB-MIDS2-5-2018 
 
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.​ Evaluates applications, schedules, and issues Examination and Practical 
Assessment Permit to qualified applicants; 

2.​ Serves as Lead Proctor or Co-Proctor in the conduct of Theoretical Examination; 
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3.​ Monitors the conduct and submission of reports on Practical Assessment of 
Assessment Centers; 

4.​ Represents the EAD and observes the Inspections of Assessment Centers; 
5.​ Sorts, organizes, and maintains files and records of all examination results and 

receives copies of corresponding transmittals and all the pertinent records of EAD; 
6.​ Serves as Officer-of-the-Day to guide seafarers in their transactions with EAD;  

 
 
​  
7. Position Title  Maritime Industry Development Specialist II 
 
No. of Position 

  
1 
 

Item No  MARINA-DOTrB-MIDS2-3-2018 
 
Office/Division 

  
Research and Development 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.​ Conducts documentary review for training courses that need to be developed/to be 
revised; 

2.​ Prepares working documents for training courses that need to be developed/to be 
revised; 

3.​ Facilitates conduct of Pilot Testing and Validation for the newly developed/revised 
training standard; 

4.​ Collates and prepares reports; 
5.​ Finalizes course package; 
6.​ Distributes the approved developed/revised documents;  
7.​ Prepares Division's Monthly Accomplishment Report, PPMP and Work and 

Financial Plan; 
8.​ Drafts special orders, proposals, minutes of meetings, and other related 

documents for the disposal of job; 
9.​ Represent the Division on committees and task groups as necessary. 
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8. Position Title  Maritime Industry Development Specialist II 
 
No. of Position 

  
1 
 

Item No  MARINA-DOTrB-MIDS2-16-2018 
 
Office/Division 

  
Public Information 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.​ Coordinates the publication of policy issuances and other information campaign of 
the STCW Office in national newspaper; 

2.​ Coordinates with Website Administration for the periodical updating and approved 
request for posting on the STCW Office website 

3.​ Conducts research and submit subsequent reports on developing media 
campaigns, information materials and press releases; 

4.​ Covers/documents events relating to the development of maritime human 
resources and submit subsequent reviews/reports; 

5.​ Provides prompt and courteous service to PID clients; and 
6.​ Performs related tasks as may be assigned by the Division Chief. 

 
​  
9. Position Title  Maritime Industry Development Specialist II 
 
No. of Position 

  
2 
 

Item No  MARINA-DOTrB-MIDS2-106-2017 
MARINA-DOTrB-MIDS2-107-2017 

 
Office/Division 

  
Certification 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 
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Duties and Responsibilities of the Position 
 

1.​ Validates application; 
2.​ Evaluates documents submitted by the seafarers; 
3.​ Assists in the development and implementation of a system for effective and 

efficient filing and maintaining of seafarers' records; 
4.​ Recommends method in improving the certification processes; 
5.​ Prepares communication and provides substantive papers/documents; 
6.​ Issues Certified True Copies of requested certificates and authenticates the same; 

and 
7.​ Performs other works as may be assigned. 

 
 
 
​  
10. Position Title  Maritime Industry Development Specialist I 
 
No. of Positions 

  
2 
 

Item No  MARINA-DOTrB-MIDS1-2-2018 
MARINA-DOTrB-MIDS1-7-2018 

 
Office/Division 

  
Examination and Assessment 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 applications, schedules and issues Examination and Practical 
Assessment Permit to qualified applicants; 

2.​ Serves as Lead Proctor or Co-Proctor in the conduct of Theoretical Examination; 
3.​ Monitors the conduct and submission of reports on Practical Assessment of 

Assessment Centers; 
4.​ Represents the EAD and observes the Inspections of Assessment Centers; 
5.​ Sorts, organizes, and maintains files and records of all examination results and 

receives copies of corresponding transmittals and all the pertinent records of EAD; 
6.​ Serves as Officer-of-the-Day to guide seafarers in their transactions with EAD; 
7.​ Performs other work as may be assigned. 
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11. Position Title  Maritime Industry Development Specialist I 

 
No. of Positions 

  
1 
 

Item No  MARINA-DOTrB-MIDS1-65-2017 
 
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.​ Validates application; 
2.​ Evaluates documents submitted by the seafarers; 
3.​ Assists in the development and implementation of a system for effective and 

efficient filing and maintaining of seafarers' records; 
4.​ Recommends method in improving the certification processes; 
5.​ Prepares communication and provides substantive papers/documents; 
6.​ Issues Certified True Copies of requested certificates and authenticates the same; 

and 
7.​ Performs other work as may be assigned. 

 
 
 
12. Position Title  Administrative Assistant III 
 
No. of Positions 

  
1 
 

Item No  MARINA-DOTrB-ADAS3-42-2017 
 
Office/Division 

  
Naval Architecture and Marine Engineering Division, SRS (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 vocational/trade 
course (prior to 2018) OR Completion of Grade 12/Senior 
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High school under Technical-Vocational-Livelihood Track, OR 
Completion of Grade 10/Junior High school with relevant 
vocational/trade course (TESDA NC II)(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.​ Keys-in and test run programs developed by the programmers; 
2.​ Assists programmers in the documentation of programs; 
3.​  Maintains programs and data file catalogues; 
4.​ Assists in the creation and maintenance of data base of the assigned unit/service 

division to include: 
a.​ Keys-in data file inputs and oversees printing of outputs 
b.​ Verifies completeness of source documents and 
c.​ Verifies correctness of inputted data; 

5.​ Trains computer encoders in his assigned unit/service/division; 
6.​ Assists immediate supervisors in the performance of mandated tasks of the 

unit/service/division; 
7.​ Does inputting/encoding task in programmed application system; and 
8.​ Performs other functions assigned by the supervisors. 
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