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Job Description
Name:


Job title:  
        
Crewing Officer
Company:

Clyde Marine Recruitment 
Responsible to:

Managing Director / Director
The role of Crewing Officer is a challenging role requiring in-depth knowledge of mandatory requirements regarding crew qualifications/certification.  A practical, hands-on approach is required to fill vacancies and client requirements for all contract and non-contract crew.
Essential Duties
· Responsible for recruitment of one-off placements and temporary seafarer recruitment for a variety of ranks, vessels and clients
· Take an active and pro-active role in sourcing candidates

· Oversee the processing of application forms

· Assess applicants for suitability 
· Frequent liaison with clients and candidates, as well as other staff & management within the Company to ensure the best possible service is given
· Verification of qualifications and certificates, ensuring authenticity and validity
· Responsible for updating and maintaining database 
· Perform reference checks on marine personnel

· Assist with Crew Management Contracts as required

· Assist with travel bookings as required

· Oversee the payroll checks for any personnel placed on payroll

· Deal with any marine personnel enquiries

· Assist with medical bookings 

· Process Certificates of Equivalent Competency applications, etc as required

· Ensure there is always an adequate availability pool of all ranks, focusing on those ranks most frequently used

· Ensure ship owner’s, manager’s and client’s requirements are fully understood, met and documented in writing 
· Report immediately any concerns re client accounts or candidates

· Take personal responsibility for allocated tasks

· Attend & report at CMR Department Meetings as required

· Keep the company database updated in a timely fashion & ensure any internet accessed information is also up to date
· Proactively update CMR social media platforms and company database
· Follow the Company’s Equal Opportunities Policy

· Maintain confidentiality of the Company at all times and adhere to the principals of the Data Protection Act 2018
· Ensure the appropriate standards of Health and Safety are adhered to in line with current and future legislation
· Ensure that you fully understand your roles and responsibilities through regular communication with your Line Manager/Director
· Adhere & comply to SMO code and any Quality Procedures established for the Company
· The above list of duties is illustrative & not exhaustive; the post holder may be required to undertake any other relevant duties commensurate with the job as directed by management.

Experience and Skills Specification
· Experience working within a ship management company / shipping industry preferred
· Experience working within recruitment or personnel related activity preferred

· Sound working knowledge of Microsoft Office is essential

Education / Training
· Educated to minimum Standard Grade or HND level (or equivalent) in an appropriate discipline 
Personal Specification
· Demonstrate effective interpersonal and team working skills

· Professional, approachable and ability to deal with confidential situations and information in a diplomatic and reasonable manner. 

· Problem solver and innovative

· Demonstrate ability to plan, prioritise and manage a complex workload. 

· Must have a readiness to adopt a flexible approach to tasks.

· Common sense approach

· Work effectively under pressure

· Reliable / adaptable

· Demonstrate effective listening skills

Additional Requirements
· Some travel throughout the UK and Europe to meet clients or carry out ship visits
· Eligibility to work in the UK

· There will be an on-call requirement, working to a department rota system

· Covering at another site may occasionally be required by agreement
Training & Support may be provided over a period of time for this position.

However, it is also your responsibility to communicate any areas you require support.
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