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Company:  INDIA PVT LTD.(MAY2012 –till date)

Job Title: ASSISTANT MANAGER
1.  Sourcing of Marine officers as per our requirements. Requesting them to send their complete updated CVs. Checking their CVs thoroughly. Checking for their experiences and mandatory certificates with expiry dates, visa with expiry dates etc. Calling them and re-checking their experiences on phone in brief. Asking them for their readiness, suitability for our vessels, wages.  

2. Contacting New officers FROM sea job and jobships as advised by manager. Explaining the requirements and the approximate date of joining vessel details etc. to the officers. Requesting for duly filled application form.

3. Requesting the officers to visit our office along with all original documents. Arranging meeting/ interview with the manager.

4. On Receiving any application, check all his original documents for their validity. Get a complete set of documents including photos.

5. If the candidate is from Mumbai or suburbs, co-ordinate with them to visit our good office along with above mentioned documents. 

6. Checking the availability dates of the officers on leave and updating the crew plan. 

7. Ensuring that each vessel is manned with qualified, medically fit and experienced seafarers and supervising the application of the STCW convention onboard.
8. Controlling briefing, interviewing, screening and hiring for all seagoing personnel.
9. Go through the debriefing form of each off signed officer and take up matters if needed any attention with respective authorities prior joining next vessel.

10. Monitoring available ex-crew and schedule deployment, anticipate future company's needs for recruitment and informing the General Manager on manpower planning and employment problems.

11. Implementing manning decisions made by the top management.

12. Verifying that the qualifications and experience of new recruits are genuine.

13. Maintain Crew lists of current manning in respect of each vessel.

14. Verifying that the qualifications and experience of new recruits are genuine.

15. Ensuring the control/monitoring of documents and certificates of embarking seagoing personnels.

16. Maintain crew lists of current manning in each vessel.

17. Identifying training needs of seafarers and initiating further actions.

18. .Participating in shore safety management review meetings and ensuring that any subsequent actions are carried out as soon as is practicable thereafter
19. Checking the software updation

Company: FLEET PERSONNEL PVT LTD (JAN 2012 – MAY 2012)

Job Title: fleet personnel officer 
1. Sourcing of Marine officers as per our requirements. Requesting them to send their complete updated CVs. Checking their CVs thoroughly. Checking for their experiences and mandatory certificates with expiry dates, visa with expiry dates etc. Calling them and re-checking their experiences on phone in brief. Asking them for their readiness, suitability for our vessels, wages.  

2. Contacting New officers FROM sea job and jobships as advised by manager. Explaining the requirements and the approximate date of joining vessel details etc. to the officers. Requesting for duly filled application form.

3. Requesting the officers to visit our office along with all original documents. Arranging meeting/ interview with the manager.

4. On receiving any application, check all his original documents for their validity. Get a complete set of documents including photos.

5. If the candidate is from Mumbai or suburbs, co-ordinate with them to visit our good office along with above mentioned documents. 

6. Checking the availability dates of the officers on leave and updating the crew plan. 

7. Keeping aware of manning developments including the requirements of ILO, Flag Administration, Seamen's union and representative bodies, ship owners’ unions and employment associations.
8. Pooling unsuitable seagoing personnel and keeping full records.

9. Demonstrating commitment to safety and environmental excellence

10. Ensuring work conditions onboard are safe.

11. Verifying that the qualifications and experience of new recruits are genuine.

12. Ensuring the control/monitoring of documents and certificates of embarking seagoing personnels.

13. Maintain crew lists of current manning in each vessel.

14. Identifying training needs of seafarers and initiating further actions.

15. Participating in shore safety management review meetings and ensuring that any subsequent actions are carried out as soon as is practicable thereafter.

16. Monitoring available ex-crew and schedule deployment, anticipate future company's needs for recruitment and informing the General Manager on manpower planning and employment problems.
17. Liaise with operations department to apply Flag state documents for approved candidates prior joining.

18. Go through the debriefing form of each off signed officer and take up matters if needed any attention with respective authorities prior joining next vessel.

Company :AMOS SHIP MANAGEMENT PVT. LTD..

Job Title: Asst.fleetPersonal Officer – (2008-2011)
Job Responsibility: 

1. Sourcing (Engineers/Officers) according to company requirements. 

2. Maintaining the database of seafarers and keep updating the same through time to time exchange.

3. Maintaining and improving relationship in between company and employees. 

4. Prepare the monthly planning and statistical of seafarers induction and retention 

5. Sourcing of qualified and experience Masters, Engineers, Officers from the market  & arrange their interview  with our Superintendent.

6. Look after total office administration. 

7. Keep update the database system of seafarers.  

8. Prepare the monthly planning and seafarer’s database.

EDUCATIONAL BACKGROUND

B.Com Graduate from “Mumbai University” 

· PERSONAL PROFILE:

 Date of Birth
: 09th sept.1986

Gender
: Female

Marital Status
:Unmarried

Language Known
:Hindi, English,Marathi

Qualities: Hardworking, confident and open to all Challenges.

