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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

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
datafinformation, 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@qmail.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:

Director Il

Management, Financial and Administrative Service ¢




Position Title
No. of Position
Office/Division
Status

Monthly Rate

MARITIME INDUSTRY DEVELOPMENT SPECIALIST I
Three (3)

Research and Development Division, STCW Office
Job Order

SG-15 (P 40,208.00)

Qualification Requirements:

Education:

Experience:

Training:

Eligibility

» Bachelor's Degree preferably of a Bachelor's Degree in
Education or curriculum and instruction, instructional
design or a related field

* One (1) year relevant experience in curriculum design and
development, preferably in educational or instructional
setting, with background in maritime industry

e Eight (8) hours of relevant training in curriculum design
and development

o Career Service Eligibility (preferably but not required)

Duties and Responsibilities:

. Designs, develops, and reviews standards for the required education and
training under the STCW Convention, 1978, as amended and other relevant
international instruments, as well as national laws and requirements;

. Facilitates the conduct of pilot-testing, meeting, workshop, consultation, and
orientation activities pertaining to the newly developed/revised standards for
maritime education and training programs/courses:

. Prepares research proposals with methodology and instruments:

. Conducts research study which includes literature review, data collection,
analysis and interpretation of results;

e. Prepares research report on the conducted study:

Prepares Executive Brief/Summary, Special Order (SO), Terms of Reference
(TOR), Memorandum of Agreements (MOA), Terminal Report,
meeting/conference report, post activity report, project proposal, technical
report, letters, memoranda, disposition forms, presentations and other types
of correspondence in line with the mandated functions of the Division;

. Prepares monthly accomplishment report, project procurement management
plan, work and financial plan, and other relevant administrative documents;



. Provides inputs to the work assigned to Job Order and other personnel of the
Division as may be requested:
Serves as representative of the Division in various committees and task force
as may be constituted by the STCW Office; and
Performs other tasks as may be assigned by the Division Supervisor/Chief.
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