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	                                               C 027 – Shore Staff Application and Interview Record



	Part A. APPLICATION FORM
	

	1. Personal Data To be completed by the candidate

	Applied for the position of:
	
	PHOTO
	

	ID:
	
	

	Surname:
	
	Forename:
	
	

	Father’s name:
	
	Mother’s name:
	
	

	Date of birth:
	
	Place of birth:
	
	

	Marital status:
	 FORMCHECKBOX 
 Single    
 FORMCHECKBOX 
 Married
	Nationality:
	
	

	Home address:
	
	

	Tel:
	
	Mob:
	
	e-mail:
	

	Passport No:
	
	Issue date:
	
	Expiry date:
	
	Place of Issue:
	

	Next of kin:
	

	Surname:
	
	Forename:
	

	Home address:
	
	Tel:
	

	Dependents (number):
	
	Sons:
	
	Daughters:
	
	

	2. Qualifications

	Native language:
	

	Foreign languages:
	

	Education received:
	 FORMCHECKBOX 
 Secondary education
	

	
	 FORMCHECKBOX 
 Higher education
	

	
	 FORMCHECKBOX 
 University education
	

	Qualifications, certificates, diplomas, seminars, etc.
	Issued by
	Issue date

	
	
	

	
	
	

	

	C. Previous Experience

	Name of Company
	Position (job details, etc.)
	From
	To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Applicant Name
	
	Signature
	
	Date
	


Reviewed By:
	Department Head Name/Dept.
	
	Signature
	
	 Date
	


	Part B. INTERVIEW FORM

	


Topics to be discussed and answered as appropriate. Interview will be carried out by the Personnel Manager and the responsible Department Manager.

	1. Applicable for All Applicants 

	Appearance.
	

	Personality.
	

	Which are your views on safety, health, security, quality and environmental policy (expand)?
	

	Are you familiar with ISM Code and other management systems (ISO 9001, ISO 14001, ISO 50001, OHSAS 18001, etc.)?
	

	Are you familiar with SOLAS, MARPOL and other legislations?
	

	What does the term DPA / MR mean and which are his responsibilities?
	

	What is the meaning of the non-conformity, near-miss, observation?
	

	What is a corrective action and when a non-conformity is considered closed?
	

	Which is your preferable way of suggestions (e.g. verbally, writing, etc.)?
	

	How may teamwork be applicable within the Company?
	

	Is there a particular aspect of your job which you find harder/more stressful than others?
	

	Would you want to further your own qualifications/which area? Do you have any plans?
	

	Why you left previous company in such a short time (where applicable)?
	

	Why does he/she seek employment with our Company?
	

	How did you hear about job?
	

	When would you be available?
	

	Are qualifications equal or superior to position?
	

	2. Applicable for Department Heads

	How do you communicate Company’s policy to workforce?
	

	How do you ensure that department employees are familiar with Company’s policy and relevant SMS procedures?
	

	How do you ensure the effective communication of department employees on daily operations?
	

	How do you ensure efficient department management?
	

	How do you ensure effective communication with the vessels?
	

	Which is your preferable way of communication with the Company’s management and third parties?
	

	Which are the most effective ways of monitoring and control of vessel’s performance and maintenance?
	

	Your opinion for the Shore Safety and Management Review Committee meetings and for departments’ cooperation.
	

	Have you participated or leaded an incident investigation? 
	

	How do you deal with problems identified during vessel’s maintenance or operation?
	

	How do you motivate your department employees and vessel’s crew?
	

	How do you react to a poor performer?
	

	Do you believe that you must make suggestions for improvement of the Company’s operation / performance? How?
	

	What would you do in order to create positive atmosphere?
	

	How would you behave when you were criticized by a third party / auditor / the Management / other colleagues, etc?
	

	Have you experience in Oil Major Companies Vetting inspections?
	

	Have you experience in Port State Control inspections?
	

	Are you familiar with results analysis and statistics?
	

	Have you any previous knowledge / involvement in budgeting?
	

	How do you keep up with new rules and regulations, technical innovations, industry? 

	


	3. Interviewers’ Comments / Evaluation Including References / Information / Suggestions from Previous Employers

	Dept. Head Name/Dept./Signature
	
	Accepted
	 FORMCHECKBOX 
 Yes
	  FORMCHECKBOX 
 No

	Comments
	

	

	

	

	
	Date
	

	
	
	

	General Manager Name/Signature
	
	Accepted
	 FORMCHECKBOX 
 Yes
	  FORMCHECKBOX 
 No

	Comments
	

	

	

	
	Date
	

	
	
	


	4. Certificates’ Authenticity Check
Completed by the Personnel Manager, Only On Candidate’s Suitability. 

	Authenticity Check Conducted for the Following Certificates:

	

	

	Signature
	
	Date
	
	Results
	 FORMCHECKBOX 
 Satisfactory    FORMCHECKBOX 
 Unsatisfactory

	
	
	
	


Any Additional Training Or Identified Training Needs To Be Recorded In The Employee’s Training Log (Form C 018).
	5. Final Evaluation / Comments

	General Manager Signature
	
	Date
	
	

	Accepted
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Comments
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