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		APPLICANT   NAME
	
	POSITION
	

	DEPARTMENT
	
	DATE OF JOINING
	
	DD/MM/YY




	Preparation

	Interview Planning Checklist Items
	Yes
	No
	Not Required
	Comments

	Has an agenda for the interview been developed?
	[bookmark: Check1]|_|
	[bookmark: Check2]|_|
	[bookmark: Check3]|_|
	[bookmark: Text1]     

	Have the objectives been identified for the interview?
	|_|
	|_|
	|_|
	     

	Has the applicant’s employment history been obtained? 
	|_|
	|_|
	|_|
	     

	Does the structure of the interview take into consideration potential for gaps between the job description and the Applicant’s skill sets / experience?
	|_|
	|_|
	|_|
	.

	Details regarding the Applicants availability and start date. 
	|_|
	|_|
	|_|
	     

	Job Description developed in accordance with OP Manual Chapter 5 Annex B:
	|_|
	|_|
	|_|
	     

	Has the interview time and place been communicated and agreed with all parties involved?
	|_|
	|_|
	|_|
	     

	Does the interview location provide a positive environment? 
	|_|
	|_|
	|_|
	     

	Is the time of the interview convenient for all parties involved?
	|_|
	|_|
	|_|
	

	Is there ample time to ensure the agenda can be sufficiently discussed?
	|_|
	|_|
	|_|
	     




	Interview

	Interview Checklist Items
	Yes
	No
	Not Required
	Comments

	Is the Applicant at ease and comfortable within the interview setting?
	|_|
	|_|
	|_|
	     

	Has the Applicant standard Questionnaire been completed and all the subjects/questions within addressed.
	|_|
	|_|
	|_|
	     

	Has company’s expectation with the applicant discussed.
	|_|
	|_|
	|_|
	

	Has the applicant been provided with an opportunity to ask questions and to give feedback?
	|_|
	|_|
	|_|
	     

	If the Applicant was successful what is commencement date. 
	|_|
	|_|
	|_|
	     



Interview Checklist

	 Questions
	

	Qualifications 
	 

	Ship take overs/ Dry dockings
	 

	Achievements / shore based experience
	 

	Value added courses undergone
	 

	Command/CEO/Other rank experience
	 

	Type of vessels sailed
	 

	Type of cargo carried
	 

	Audits /inspections undergone
	 

	Strengths
	 

	Suitability
	

	Attitude towards life and tolerance to others 
	5
	4
	3
	2
	1
	 

	Adaptability to work in MNC environment
	5
	4
	3
	2
	1
	 

	Ability to work as part of team
	5
	4
	3
	2
	1
	 

	Leadership qualities
	5
	4
	3
	2
	1
	 

	Command on English 
	5
	4
	3
	2
	1
	 

	Long working hours
	5
	4
	3
	2
	1
	 

	Suitability of Age 
	5
	4
	3
	2
	1
	 

	Suitability to company 
	5
	4
	3
	2
	1
	 

	Willingness to travel
	5
	4
	3
	2
	1
	 

	Job Knowledge 
	40
	32
	24
	16
	8
	 

	Smartness, Alertness, Confidence Level 
	5
	4
	3
	2
	1
	 

	Added Qualification and suitability like experience as Technical/Marine Superintendent or New Building 
	10
	8
	6
	4
	2
	 

	
	
	
	
	
	
	

	 
	100 max 
	 
	 
	 
	Total
	 

	Assessment
	

	Knowledge of audits and surveys
	5
	4
	3
	2
	1
	 

	Knowledge of international codes and conventions
	5
	4
	3
	2
	1
	 

	Understanding about MOC/RISK ASSESSMENT
	5
	4
	3
	2
	1
	 

	Understanding about PSC/ VETTING inspections
	5
	4
	3
	2
	1
	 

	Understanding about safety procedures, hot work etc
	5
	4
	3
	2
	1
	 

	Understanding about Statutory /trading Certificates
	5
	4
	3
	2
	1
	 

	Knowledge of ISM /SOLAS / MARPOL 
	5
	4
	3
	2
	1
	 

	Computer skills
	5
	4
	3
	2
	1
	 

	Commercial knowledge 
	5
	4
	3
	2
	1
	 

	Understanding of ISPS / SSP / Piracy Areas
	5
	4
	3
	2
	1
	 

	Knowledge of TMSA
	5
	4
	3
	2
	1
	 

	Knowledge in tanker/bulk carrier operations 
	5
	4
	3
	2
	1
	 

	Experience in various types of ships
	5
	4
	3
	2
	1
	 

	Understanding of new regulations
	5
	4
	3
	2
	1
	 

	 
	 
	 
	 
	 
	Total 
	 





	REMARKS :

	Strengths:


Weaknesses:


Additional Training Needs:


Additional comments:

	

	




	INTERVIEWED BY NAME/CAPACITY
	
	SIGNATURE
	

	DEPARTMENT HEAD    NAME
	
	SIGNATURE
	

	FLEET MANAGER   NAME
	
	SIGNATURE
	

	DPA    NAME
	
	SIGNATURE
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