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QUALITY SYSTEM PROCEDUR 

SEAFARER RECRUITMENT & SELECTION 

 
1. PURPOSE 

 
To describe the methods, activities and controls used in the 

initial recruitment and selection of qualified seafarers for 

employment on board the vessels in accordance with the 

company’s quality standards and competence as stipulated in 

the STCW and MLC 2006 codes. 

 

 
2. SCOPE 

 
The procedure describes the sourcing, screening and selection 

process from the initial application to the final selection of 

applicant(s) for introduction to the Ship Manager. 

 

 
3. RESPONSIBILITY 

 
1. CSC Director 

a. Responsible for monitoring the seafarer requirements of 

the Ship Manager. Should it become clear that suitable 

candidates are not available within the company’s pool, 

he shall place advertisements in the local press. 

b. Responsible for supervising the initial recruitment phases 

and identifying possible suitable candidates. 

c. Responsible for ensuring that recruited applicants meet 

the company’s minimum requirements and have passed 

the corresponding computer based English and 

Professional Exam (SET Test). 

d. Gives final approval of the all applicants prior to 

introduction to the Ship Manager. 

 
2. Senior FPO 

a. Assist CSC Director in monitoring the seafarer 

requirements of the Ship Manager. 

b. Assist CSC Director in supervising the initial recruitment 

phases and identifying possible suitable candidates. 

c. Assist CSC Director in ensuring that recruited applicants 

meet the company’s minimum requirements and have 

passed the corresponding computer based English and 

Professional Exam. 

 
3. FPO 

a. Under the guidance of the CSC Director is responsible for 

the sourcing of seafarers and ensures the continuous 

supply of suitable applicants into the company’s pool and 

ensuring that recruited applicants meet the company’s 

minimum requirements. 

b. Responsible for checking the accuracy, validity and 

adequacy of documents supplied by the applicants prior 

to introducing the applicant to the CSC Director which is 

in need according to Outstanding Crew Requirement 

Lists. 

c. Responsible for checking the authenticity of applicants 

national and flag state licenses, through reference to the 

official website(s) established for this purpose 

 1. TUJUAN 

 
Menjabarkan metode, kegiatan dan kendali yang digunakan 

pada tahap awal perekrutan dan penyeleksian pelaut yang akan 

dipekerjakan di kapal, sesuai dengan standar mutu perusahaan 

dan keahliannya sebagaimana ditetapkan dalam kode STCW 

dan MLC 2006. 

 

 
2. LINGKUP 

 
Prosedur ini menjabarkan proses pencarian, penyaringan dan 

penyeleksian dari awal pelamaran sampai dengan pemilihan 

akhir pelamar untuk diperkenalkan/diajukan kepada Ship 

Manager. 

 
3. TANGGUNG JAWAB 

 
1. CSC Director 

a. Bertanggung jawab memantau kebutuhan pelaut Ship 

Manager. Jika sudah jelas bahwa tidak ada calon yang 

cocok dari dalam Perusahaan maka CSC Director akan 

membuka lowongan kerja di media lokal. 

b. Bertanggung jawab mengawasi perekrutan awal dan 

mengidentifikasi calon-calon yang cocok. 

c. Bertanggung jawab memastikan bahwa calon yang 

direkrut memenuhi persyaratan minimum perusahaan 

dan telah lulus Ujian Bahasa Inggris dan Profesional 

(Ujian SETS). 

d. Memberikan persetujuan akhir atas semua pelamar 

sebelum diajukan ke Ship Manager. 

 
2. Senior FPO 

a. Membantu CSC Director dalam memantau kebutuhan 

pelaut Ship Manager. 

b. Membantu CSC Director mengawasi tahap awal 

perekrutan dan mengidentifikasi calon-calon yang cocok. 

c. Membantu CSC Director memastikan bahwa calon yang 

direkrut memenuhi persyaratan minimum perusahaan 

dan telah lulus Ujian Bahasa Inggris dan Profesional 

(Ujian SETS). 

 
3. FPO 

a. Dengan dipandu oleh CSC Director, bertanggung jawab 

mencari pelaut dan memastikan tersedianya pasokan 

pelamar yang cukup dalam database Perusahaan dan 

memastikan bahwa pelamar yang direkrut memenuhi 

persyaratan minimum Perusahaan. 

b. Bertanggung jawab memeriksa ketepatan, keabsahan 

dan kelengkapan dokumen pelamar sebelum 

mengajukan pelamar tersebut ke CSC Director yang 

memerlukannya sesuai Daftar Permintaan Awak Kapal. 

c. Bertanggung jawab memeriksa keabsahan lisensi 

nasional dan kebangsaan kapal pelamar melalui situs- 

situs resmi yang khusus diadakan untuk keperluan ini. 
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d. Lulus Ujian Bahasa Inggris dan Profesional Berbasis 

Komputer (SETS). Jika timbul keraguan maka keputusan 

terakhir ada pada CSC Director. 

e. Bertanggung jawab memutakhirkan Database Pelamar 

Yang Ditolak. 

f. Bertugas menyiapkan iklan koran, permohonan biaya 

dan penempatan iklan tersebut pada media. Hal ini 

dilakukan dengan panduan dari HR. Marine Manager. 

 
 

 
4. Staff Umum 

Dengan dipandu oleh FPO, bertanggung jawab; 

a. Memasukkan data pelamar baru yang diterima ke 

“Database Pelamar Baru” dalam Sistem PAL. 

b. Memasukkan data pelamar baru kedalam “Database 

Pelamar” 

 
5. Senior FPO menjadi pengganti jika CSC Director tidak ada, 

atau jika diinstruksikan oleh Direktur. 

d. Passed the corresponding English and Professional 

computer based test (SET Test). If doubt exists, the 

overriding decision is that of the CSC Director. 

e. Responsible for update of the Unsuccessful Applicant 

Database of the Company. 

f. In charge regarding the preparation of newspaper 

advertisements, fund requisition and placement of the 

advertisement(s) with a publishing company. This is done 

under the guidance of the CSC Director. 

 

 
4. General Staff 

Under the guidance of the HR Marine Office is responsible for; 

a. Entering the data of new successful applicants into the 

PAL System “New Applicants Database”. 

b. Entering the data of new applicants into the “Applicants 

Database”. 

 
5. The Senior FPO is the back up in the absence of The CSC 

Director or as instructed by the President Director 
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4. PROCEDURE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Received CV + copy all supporting 

Documents 

Initial Interview (English Check) 

Authentication of Certificate 

Correct Sea Service Experieance 

Applicant to complete Registration 

Forms Or 

Register via online 

Checking BMI, Color Blindness, 

Blood Pressure 

Continue next process 

Continue next process 

End of Process 

Rejected Candidate Suitable Candidate 

 
Interview / Oral Test 

       SET Test Plus 

Senior Officer/Engineer : 80 

Junior Officer/Engineer : 70 

Rating : 60 
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A. SEAFARER AGE LIMITS 

 
No seafarer under 18 years of age will be employed by the 

company on any of their vessels. 

Reference is made to the requirement of the Ship Manager and 

as a guideline only: 

The normal retirement age is 65 years of age and it should be 

noted that new candidates to the BSM group would not 

normally be accepted over the age of 60 years. Where a 

candidate over 60 years is proposed then the approval from the 

Ship Manager needs to be obtained 

 
Additional requirement for tankers 

Senior ship’s staffs are to be selected subject to them meeting 

the Age Criteria when joining the company’s vessels for the first 

time 

i. Master & Chief Engineer not more than 55 years of age 

ii. Chief Officer & 2nd Engineer not more than 50 years of 

age 

iii. 2nd Officer & 3rd Engineer not more than 35 years of age 

iv. 3rd Officer & 4th Engineer not more than 35 years of age 

 
However, it should be understood that these are GUIDELINES 

ONLY. The Responsible Person of the respective Ship Manager 

has the authority to deviate from this requirement. 

 

 
B. RECRUITMENT AND SELECTION OF APPLICANTS 

 
1. The Senior FPO reviews the Application Forms (F001, F002, 

F003 and F004). Priorities are given to Officers and urgent 

requirements. If there are no vacancies yet the applicant is 

politely advised. 

 
2. As part of the initial screening interview, if the applicant is 

ex-crew the name of the applicant is checked against the 

NTBR database. If his name appears on the NTBR database 

the reason for inclusion is checked. Applicants previously 

entered in the NTBR database who have left the Company 

will not be processed by FPO. 

 
3. After completing and signing the application form 

(including a picture), the applicant is required to submit it 

to the Senior FPO or FPO for checking and evaluation. 

 
4. The Senior FPO or FPO will check the application forms 

thoroughly for correctness; evaluates all original 

documents as presented, ensuring that the applicant 

possesses the required certificates of competency, 

proficiency and any other mandatory training course 

certificates. Verification of certificate details and validity is 

noted by affixing his initials against each document in the 

appropriate column on the application form. 

 
5. The applicant name is verified through the online 

DIRECTORATE GENERAL OF SEA TRANSPORTATION 

Verification System to check that authenticity of applicant 

certificates. Print out of the verification from the 

DIRECTORATE GENERAL OF SEA TRANSPORTATION 

A. BATASAN UMUR PELAUT 

 
Perusahaan tidak akan mempekerjakan pelaut dibawah umur 

18 tahun pada kapal manapun. 

Rujukan dibuat kepada persyaratan dari Ship Manager dan 

hanya sebagai panduan: 

Pada umumnya umur untuk pensiun adalah 65 tahun dan harus 

diketahui bahwa Grup BSM tidak akan menerima kandidat baru 

yang berumur diatas 60 tahun. Jika ada kandidat yang berumur 

diatas 60 tahun yang diajukan maka harus terlebih dahulu 

mendapat persetujuan dari Ship Manager. 

 
Persyaratan tambahan bagi kapal tanker 

Staff senior kapal dipilih jika memenuhi kriteria umur pada saat 

pertama kali bergabung dengan kapal Perusahaan 

 
i. Nahkoda & Chief Engineer tidak lebih dari 55 tahun 

ii. Chief Officer & 2nd Engineer tidak lebih dari 50 tahun 

iii. 2nd Officer & 3rd Engineer tidak lebih dari 35 tahun 

iv. 3rd Officer & 4th Engineer tidak lebih dari 35 tahun 

 
Namun harus diketahui bahwa hal diatas hanya sebagai 

PANDUAN. Pejabat yang bertanggung jawab di Ship Manager 

terkait yang memiliki kewenangan untuk menyimpang dari 

persyaratan tersebut. 

 

 
B. PEREKRUTAN DAN PENYELEKSIAN PELAMAR 

 
1. Senior FPO meninjau formulir Lamaran (F001, F002, F003 

dan F004). Prioritas diberikan kepada Perwira atau 

kebutuhan yang segera. Jika belum ada lowongan maka 

pelamar harus diberitahu. 

 
2. Sebagai bagian dari tahap awal penyaringan, jika pelamar 

adalah mantan ABK yang pernah dipekerjakan maka 

namanya harus diperiksa apakah terdaftar dalam Database 

NTBR. Jika namanya ada maka diperiksa alasannya. 

Pelamar yang namanya baru saja dimasukkan kedalam 

database NTBR dan sudah meninggalkan Perusahaan tidak 

akan diproses oleh FPO. 

3. Setelah melengkapi dan menandatangani Formulir 

Lamaran (termasuk memberikan foto), pelamar 

mengajukannya ke Senior FPO atau FPO untuk 

pemeriksaan dan evaluasi. 

4. Senior FPO atau FPO memeriksa ketepatan isi formulir 

lamaran dengan seksama; mengevaluasi semua dokumen 

asli yang diajukan, memastikan bahwa pelamar memiliki 

Sertifikat Kompetensi, Keahlian dan sertifikat pelatihan 

lainnya yang diwajibkan. Verifikasi atas rincian dan masa 

berlaku sertifikat dicatat dengan cara menempatkan 

parafnya terhadap masing-masing dokumen pada kolom 

yang ditentukan dalam formulir lamaran. 

 
5. Nama pelamar diverifikasi melalui Sistem Verifikasi 

DIREKTORAT JENDERAL PERHU-BUNGAN LAUT untuk 

memeriksa keaslian sertifikat pelamar. Hasil verifikasi 

tersebut dicetak dari situs DIREKTORAT JENDERAL 

PERHUBUNGAN LAUT dan dilampirkan pada formulir 
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website is attached to the application form. Any applicant 

with a pending case at MINISTRY OF TRANSPORT will have 

his application put on hold until all his record at MINISTRY 

OF TRANSPORT is clear or seek the authentication letter 

from the Directorate General of Sea Transportation. 

 
6. For certain flag state documents, authenticity can also be 

verified via internet websites. If such a service is available, 

authenticity must be verified as part of the application 

process. 

 
7. Details of the authenticity verification are to be recorded, 

i.e. official correspondence from the government 

institution or a print out from the website. These details are 

to be maintained as part of the application. 

 
8. As part of the interview, the applicant’s seagoing 

experience as stated in the Application Form is cross- 

checked against his Seaman’s Book, paying special 

attention to the reason for discharge as well as the 

nationality of the Master and other seafarers on board. If 

there is a long lapse between sea services what has the 

applicant been doing during the period? 

 
9. The applicant is immediately given an Ishihara Blindness 

Test to check colour vision. The Ishihara Test is not 

applicable to Catering Department applicants. 

 
10. If the applicant is not colour blind, then his blood pressure 

is taken (Maximum blood pressure are 140/90), and 

measure weight and height to calculate BMI (normal range 

of BMI is 18 to 33, refer to Annex-A of this procedure). The 

results of these checking are recorded in the application 

form. 

 
11. If the document checks, Ishihara Blindness and Blood 

Pressure are positive, the applicant is to be given a 

computer based assessment. The SETS test is administered 

in accordance with the individual ship manager’s 

instructions. 

 
12. A list of applicants that had taken the SETS test will be 

generated whenever necessary. Overall passing grades for 

Professional and English tests are as follows: 

 
a. Support level – 50% of each subject; 

b. Operational level – 55% of each subject; 

c. Management level – 60% of each subject. 

 
If the applicant fail to reach the passing grade then the test 

can be retaken for the second chance. Should the applicant 

fail to reach the passing grade at the second chance, 

his/her application is rejected and immediately informed 

that he/she has failed to meet our required criteria. 

 
13. Should the applicant pass the computer-based assessment, 

a thorough interview is carried out using the interview and 

assessment forms. 

 Interview and Assessment Form (Junior Officer and 

Deck Ratings) – F005 

lamaran. Jika pelamar memiliki permasalahan dengan 

KEMENTERIAN PERHUBUNGAN maka lamarannya akan 

diberhentikan sementara waktu sampai catatan 

permasalahannya di KEMENTERIAN PERHU-BUNGAN 

sudah diselesaikan atau jika sudah mendapat surat 

pengesahan dari Direktorat Jenderal Perhubungan Laut. 

6. Untuk dokumen beberapa kebangsaan kapal, keasliannya 

dapat diverifikasi melalui situs internet. Jika pelayanan 

tersebut tersedia keasliannya harus diverifikasi sebagai 

bagian dari proses lamaran. 

 
7. Rincian verifikasi keaslian yaitu korespondesi resmi dengan 

institusi pemerintah atau hasil cetak dari situsnya harus 

dicatat, dan dipelihara sebagai bagian dari pelamaran. 

 

 
8. Sebagai bagian dari wawancara, pengalaman kerja pelamar 

sebagaimana dinyatakan dalam Formulir Lamarannya 

dicocokkan dengan Buku Pelautnya, dengan perhatian 

khusus kepada alasan pemberhentiannya serta 

kebangsaan Nahkoda dan pelaut lainnya di kapal. jika 

terdapat jarak waktu yang cukup lama antara masa 

layarnya, ditanyakan apa yang dilakukan pelamar 

sementara itu? 

9. Pelamar segera menjalani Ishihara Blindness Test untuk 

memeriksa penglihatan terhadap buta warna. Pemeriksaan 

ini tidak berlaku bagi pelamar di bagian katering. 

 
10. Jika pelamar tidak buta warna, maka dilakukan 

pemeriksaan tekanan darah (tekanan darah maksimal: 

140/90), berat dan tinggi badan diukur untuk menghitung 

Indeks Berat Badan (BMI) (kisaran umum BMI adalah 18 

sampai 33, merujuk kepada Annex-A dalam prosedur ini). 

Hasil pemeriksaan ini dicatat dalam formulir lamaran. 

 
11. Jika semua dokumen sudah benar dan hasil pemeriksaan 

Ishihara Blindness dan Tekanan Darah baik, pelamar 

menjalani penilaian komputer. Ujian SETS dilaksanakan 

sesuai dengan perintah dari masing-masing Ship Manager. 

 

 
12. Dimana diperlukan akan dibuat suatu daftar pelamar yang 

sudah menjalani ujian SETS. Nilai kelulusan dalam ujian 

Profesi dan Bahasa Inggris ini adalah sebagai berikut: 

 
a. Support level – 50% pada tiap subjek; 

b. Operasional level – 55% pada tiap subjek; 

c. Management level – 60% pada tiap subjek. 

 
Jika pelamar gagal mencapai nilai lulus maka pelamar diberi 

kesempatan kedua untuk menjalani ujian kembali. Jika 

pada kesempatan kedua ini pelamar tetap tidak dapat 

mencapai nilai lulus tersebut maka lamarannya ditolak dan 

segera diberitahukan atas kegagalannya memenuhi 

persyaratan ini. 

13. Jika pelamar lulus CBT maka diadakan suatu wawancara 

mendalam dengan menggunakan formulir-formulir 

wawancara dan penilaian. 

 Formulir Wawancara dan Penilaian (Junior Officer and 

Deck Ratings) – F005 
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 Interview and Assessment Form (Junior Engineer and 

Engine Ratings) – F006 

 Senior Deck Officer Interview Record – F007 

 Senior Engineer Interview Record – F008 

 
During the interview due attention must be given to the 

score for each subject in the computer-based assessment 

(SET Test), and questioned more stringently on any areas 

where weakness was noted. The applicant is interviewed 

in English and evaluated on the following areas: - 

 
a. Practical and Technical Knowledge; 

b. Practical use of the English Language; 

c. Assessment of Safety Awareness; 

d. Assessment of attitude and physical appea-rance; 

e. Assessment of sea service experience (trading pattern, 

type of vessel, and her cargo. 

 
14. The CSC Director has the final authority to decide if the 

applicant is suitable for recommendation to employ which 

is in need according to Outstanding Crew Requirements 

Lists. 

 
15. For senior officers (deck and engine) the CSC Director will 

conduct a second and final interview. The interviewer must 

develop non-generic questions. That will provide the most 

complete assessment of the applicant. The completed 

Senior  Officer  (Deck/Engine)  Interview  Record  is  to  be 

retained as part of the application. 

 
16. If the applicant passed the interview, the applicant is 

requested to hand over the following documents for 

photocopying to be attached to his application form or to 

be scanned and saved in the PAL database: - 

 
a. Passport; 

b. Seaman’s Book; 

c. Certificate of Competency 

d. Certificate of Proficiency 

e. Flag States Licenses/Documents (if available); 

f. Other Training Certificates (if available); 

g. Yellow Card. 

 
17. The Senior FPO or FPO will check the Outstanding Crew 

Requirements Lists in the computer network which is 

updated regularly, Should a suitable vacancy exist, The 

Senior FPO or FPO should first refer to the details of the 

applicant in the Successful Applicant Database. 

 
18. If a suitable candidate can be identified from the Successful 

Applicant Database, he should be contacted and if still 

available, requested to report to the office for screening. 

 
19. The Senior FPO or FPO will then check the Outstanding 

Crew Requirements Lists in the computer network and if 

no suitable vacancy exists, the applicant is advised 

accordingly. However, if the applicant is seen to have good 

experience/qualifications that could prove useful to the 

company in the near future his full bio data, personal 

details and on board experience, etc. must be entered into 

  Formulir Wawancara dan Penilaian (Junior Engineer 

and Engine Ratings) – F006 

 Catatan Wawancara Senior Deck Officer – F007 

 Catatan Wawancara Senior Engineer – F008 

 
Dalam wawancara perhatian ditekankan kepada nilai tiap 

subjek dalam Penilaian Komputer (SET Test), dengan 

pertanyaan-pertanyaan yang lebih mendalam pada nilai 

terendah. Pelamar diwawancara dalam Bahasa Inggris dan 

dievaluasi dalam hal-hal berikut: - 

 
a. Pengetahuan praktek dan teknis; 

b. Penggunaan bahasa Inggris; 

c. Penilaian atas Kesadaran akan keselamatan; 

d. Penilaian atas sikap dan penampilan fisik; 

e. Penilaian atas pengalaman kerja dilaut (jalur, jenis 

kapal dan muatannya). 

 
14. CSC Director memiliki kewenangan terakhir untuk 

menentukan apakah pelamar dapat direkomendasikan 

untuk dipekerjakan sesuai kebutuhan dari Daftar 

Permintaan ABK. 

 
15. CSC Director akan mengadakan wawancara kedua dan 

terakhir bagi perwira senior (deck dan engine). 

Pewawancara harus mengem-bangkan pertanyaan yang 

tidak standar. Hal ini akan memberikan penilaian yang 

lengkap atas pelamar. Catatan Wawancara Perwira Senior 

(Deck/Engine)   yang   sudah   lengkap   disimpan   sebagai 

bagian dari lamaran. 

16. Jika lulus wawancara ini, pelamar menyerahkan semua 

dokumennya berikut untuk dibuat salinannya dan di 

sertakan ke formulir lamarannya serta dipindai dan 

disimpan dalam database PAL: - 

 
a. Paspor; 

b. Buku Pelaut; 

c. Sertifikat Kompetensi; 

d. Sertifikat Keahlian; 

e. Dokumen Kebangsaan Kapal (jika ada); 

f. Sertifikat2 pelatihan lainnya (jika ada); 

g. Buku Kuning. 

 
17. Senior FPO atau FPO memeriksa Daftar Kebutuhan ABK 

Segera dalam jaringan komputer yang secara rutin 

dimutakhirkan, jika ada lowongan maka Senior FPO atau 

FPO akan segera merujuk kepada Daftar Pelamar yang 

Diterima. 

 
18. Jika ditemukan calon yang cocok dalam Database Pelamar 

Diterima maka segera dihubungi dan jika masih tersedia 

diminta melapor ke kantor untuk penyaringan. 

 
19. Senior FPO atau FPO memeriksa Daftar Kebutuhan ABK 

dalam jaringan komputer jika tidak ditemukan lowongan 

yang cocok maka pelamar diberitahukan. Namun jika 

pelamar dianggap memiliki pengalaman atau kualifikasi 

yang mungkin berguna bagi Perusahaan nantinya maka 

data pribadi, pengalaman, dll. dimasukkan ke Database 
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the New Applicants Database, which will make future 

searches easier. 

 
20. Following the interview Cook applicants are required; 

a. to prepare a menu (European cuisine) for two (2) weeks 

using a Menu for Trade Test Evaluation Form. The 

prepared Menu for Trade Test Evaluation Form will be 

used for the actual trade test (if applicable). 

b. The applicant shall also complete a Provision Form; 
these forms are to be retained as part of the 

application.  

c. Successful Cook applicants are required to undergo a 

Hepatitis B test followed by a Regular PEME. 

 
If the Cook applicant fails the Hepatitis B test or is declared 

“unfit to work”, his application is immediately rejected. 

If the Cook applicant passes the Hepatitis B test but is 

declared “medical pending”, the FPO must place his 

application on hold and source for another applicant. 

 

 
21. The applicants original Passport & Seaman’s Book are taken 

and held in a secure cabinet until such time that they are 

returned to the applicant or handed over to the FPO which 

is in need according to Outstanding Crew Requirements 

Lists. 

 Pelamar Baru yang mana akan memudahkan pencarian 

nantinya. 

 
20. Setelah wawancara pelamar Koki diharuskan; 

a. Menyiapkan menu 2 minggu (masakan Eropa) 

menggunakan Formulir Evaluasi Ujian 

Keahlian/Praktek. Menu tersebut akan digunakan 

dalam ujian prakteknya (jika diterapkan). 

b. Pelamar juga diharuskan mengisi Formulir Pengadaan; 

formulir ini disimpan sebagai bagian dari lamarannya. 

c. Pelamar Koki yang lulus menjalani tes Hepatitis B dan 

kemudian PEME biasa. 

 
Jika pelamar koki tidak lulus tes Hepatitis B atau diyatakan 

“tidak sehat” (Unfit To Work) maka lamarannya segera 

ditolak. 

Jika pelamar koki tersebut lulus tes Hepatitis B namun 

dinyatakan “ditangguhkan secara medis” (medical pending) 

maka FPO segera menangguhkan lamarannya dan mencari 

pelamar yang lain. 

 
21. Paspor dan Buku Pelaut asli milik pelamar disimpan dalam 

lemari yang aman sampai waktunya dikembalikan ke 

pelamar atau diserahkan kepada FPO yang memerlukannya 

sesuai Daftar Kebutuhan ABK Segera 
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C. Minimum Certificate of Competency, Proficiency and Sea Service Experience 

  Master Ch. 

Off 

2O or 3O Ch. 

Eng. 

2E 3E 

or 

4E 

Elect Deck 

Rating 

Eng. 

Rating 

Cook Mess 

man 

Cadet  

Passport √ √ √ √ √ √ √ √ √ √ √ √ 

Seaman Book √ √ √ √ √ √ √ √ √ √ √ √ 

Yellow Book √ √ √ √ √ √ √ √ √ √ √ √ 

Cert of Competency ANT-1 ANT-2 ANT-3 ATT-1 ATT-2 ATT-3 
Elect 

Course 
  Cook 

Course 
  

Cert of Endorsement. √ √ √ √ √ √       

Cert of Watch Keeping        ANT-D ATT-D    

Basic Safety Training √ √ √ √ √ √ √ √ √ √ √ √ 

Adv. Fire Fighting √ √ √ √ √ √ √ √ √ √ √ √ 

Survival Craft Rescue Boat √ √ √ √ √ √ √ √ √ √ √ √ 

Ship Security Awareness   √ √ √ √ √ √ √ √ √ √ 

Ship Security for Designated 

Security Duties 

  
√ 

  
√ 

 
√ √ 

   

Ship Security Officer √ √  √ √        

GMDSS √ √ √          

GOC / ORU (black book) √ √ √          

RADAR Simulator √ √ √          

ARPA Simulator √ √ √          

ECDIS (generic) √ √ √          

Medical First Aid √ √ √ √ √ √       

Medical Care √ √ √ √ √ √       

Bridge Resource Mgt. √ √ √          

Engine Resource Mgt.    √ √ √       

Ship Handling √ √           

Ship Cook – MLC 2006          √   

Ship Steward – MLC 2006           √  

Food Handling – MLC 2006          √ √  

Food Safety – MLC 2006          √ √  

TANKER 

Basic Oil Chemical Tanker √ √ √ √ √ √ √ √ √ √ √ √ 

Basic Liquid Gas Tanker √ √ √ √ √ √       

Adv. Oil Chemical Tanker * √ √ √ √ √ √       

Adv. Liquid Gas Tanker * √ √ √ √ √ √       

SEA SERVICE EXPERIENCE 

Experience in rank 12M 12M 6M 12M 12M 6M 6M 6M 6M 6M 6M  

Experience type of vessel 12M 12M 6M 12M 12M 6M 6M 6M     

 
In addition, for engine department, the FPO must also take 

into account the type of engine(s) that the candidate has 

sailed with. Priority should be given to candidates who have 

experience with the same type of engine. 

 
It must be noted that the above-mentioned qualifications 

may vary depending on the requirements of the Ship 

Manager and flag of registry of the vessel. 

 
For ship’s cook candidate shall complete training in 

accordance with MLC 2006 requirements 

  
Tambahan bagi Departemen Mesin, FPO juga harus 

mempertimbangkan type mesin kapal dimana calon pernah 

berlayar. Prioritas diberikan kepada calon yang 

berpengalaman bekerja dengan type mesin yang sama. 

 
Harap dicatat bahwa kualifikasi yang dinyatakan diatas dapat 

berubah sesuai kebutuhan atau persyaratan dari Ship 

Manager atau kebangsaan kapal. 

 
Calon koki kapal harus menyelesaikan pelatihan sesuai 

persyaratan MLC 2006. 
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D. CREW SOURCING 

 
Priority is always given to active seafarers who have 

disembarked with an unfinished portion of their contract on 

account of the vessel being sold, laid-up and/or change of 

management thus, avoiding payment of severance pay. This 

policy thereby renders assistance to Ship Managers in reducing 

crewing costs. However, when the availability of active 

seafarers does not meet the Ship Manager’s requirements, the 

following procedures are to be applied: - 

 

 
E. Advertisements in the local press 

 
1. Based on the Outstanding Crew Requirements lists in the 

computer network and the urgency of the requirements. 

The Senior FPO will instruct the FPO to prepare the 

necessary documentation for the advertisement(s). 

 
2. The FPO prepares three (3) copies of the advertisement 

that shall include the following information: - 

 
a. Complete Company Address, Contact Numbers & 

Email; 

b. Details of available position/rank; 

c. Type of Vessel; & 

d. Shall always include the following statement: 

 

 
3. The FPO will forward the prepared advertisement to The 

Senior FPO for approval. 

 
4. Once the request for advertisement has been approved, 

the FPO will inquire with the appropriate publishing 

company regarding the date and cost of the advertisement. 

 
5. The approved advertisement and the quotation are 

submitted to the CSC Director for approval. Once 

approved, the FPO will prepare a Request for Payment to 

be submitted to Accounting Department and arrange for its 

publication in the desired publication. 

 
6. When the advertisement is published, the FPO must keep 

a copy, stating when it was published and in which 

publication. This will allow the Company to review the 

success of its advertising campaign. 

 

 
F. Contacts from Other Sources 

 
1. Based on the Outstanding Crew Requirements lists in the 

computer network and the urgency of the requirements, 

D. SUMBER AWAK KAPAL 

 
Prioritas selalu diberikan kepada pelaut aktif/masih bertugas 

yang dipulangkan dengan kontrak yang belum selesai 

dikarenakan kapal dijual, masuk galangan untuk perbaikan atau 

karena perubahan manajemen, sehingga tidak ada 

pembayaran pesangon. Kebijakan ini membantu pihak Ship 

manager dalam mengurangi biaya-biaya pengawakan. Namun 

jika ketersediaan pelaut aktif tidak memenuhi persyaratan Ship 

Manager maka dilakukan prosedur berikut: - 

 

 
E. Iklan lowongan dalam media lokal 

 
1. Berdasarkan kepada Daftar Kebutuhan ABK dalam jaringan 

komputer dan mendesaknya kebutuhan tersebut maka 

Senior FPO memerintahkan FPO untuk menyiapkan 

dokumen-dokumen yang diperlukan untuk pengiklanan. 

 
2. FPO menyiapkan 3 (tiga) salinan iklan lowongan yang 

menyertakan informasi berikut : - 

 
a. Alamat lengkap Perusahaan, nomor telepon & alamat 

surat elektronik; 

b. Rincian posisi/jabatan yang lowong; 

c. Jenis kapal; & 

d. Harus selalu menyertakan pernyataan berikut: 

 

3. FPO mengajukan iklan lowongan tersebut ke CSC Director 

untuk persetujuannya. 

 
4. Setelah mendapat persetujuan FPO mencari keterangan 

pada media publikasi mengenai tanggal dan biaya 

pengiklanan. 

 

 
5. Iklan yang sudah disetujui dan harga penawaran diajukan 

ke CSC Director untuk persetujuaanya. Setelah disetujui 

FPO menyiapkan Permohonan Pembayaran ke Depar- 

temen Akunting dan mengurus pemasangannya ke media 

publikasi yang diinginkan. 

 
6. Setelah iklan lowongan tersebut dipublikasikan, FPO 

menyimpan satu salinannya yang menyatakan tanggal 

publikasinya dan nama media publikasinya. Maka 

Perusahaan dapat meninjau keberhasilan pengiklanannya. 

 

 
F. Sumber-sumber lain 

 
1. Berdasarkan kepada Daftar Kebutuhan Segera ABK dalam 

jaringan komputer dan mendesaknya kebutuhan tersebut 

Beware of Illegal Recruiters 
No Fees will be charged to all Applicants for 
Recruitment and Placement Services Except 

The Cost of Certificates, Validation, 
Passport, and Seamen’s Book are To Be 

Borne by the Seafarer 

Awas Perekrut Tidak Resmi! 
Pelamar tidak dikenakan biaya dalam pelayanan 

Perekrutan dan Penempatan, 
kecuali biaya Sertifikat, Validasi, Paspor dan 

Buku Pelaut yang dibayar langsung oleh 

masing-masing Pelaut 
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maka Senior FPO akan mendiskusikan dengan FPO 

mengenai pencarian dari sumber2 berikut: - 

 
a. Mess/asrama pelaut; 

b. Pusat2 Pelatihan Maritim; 

c. tempat berlumpul Pelaut; & 

d. Korespondensi pelamar. 

 
2. Calon pelamar diberitahukan untuk: - 

 
a. Melapor ke kantor BSM untuk pemeriksaan dan 

wawancara dengan membawa dokumen2 asli; atau 

b. Mengajukan lamaran secara elektronik. 
 

 
 
 

 
5. CATATAN 

 

 Database Pelamar. 

 Formulir Lamaran 

 Arsip Komunikasi Surat Elektronik. 

 Daftar periksa Penyerahan Dokumen. 

 Formulir Wawancara dan Penilaian. 

 Database Pelamar Baru. 

 Daftar Kebutuhan ABK Segera. 

 Database Pelamar yang Ditolak. 

 Arsip Skala Penggajian. 

 
 

 

6.   LAMPIRAN 

 
Lampiran A: Indeks Skala Berat Badan 

the Senior FPO will discuss with the FPO, the sourcing of 

applicants from the following means: - 

 
a. Boarding Houses; 

b. Maritime Training Centres; 

c. Areas where seafarers congregate; & 

d. Correspondence from Applicants. 

 
2. Prospective applicants are to be advised as follows: - 

 
a. to report to the office for examination and interview 

together with his original documents; or 

b. to forward his bio data via electronic means. 
 

 
 
 

 
5. RECORDS 

 

 Applicants Database. 

 Application Forms 

 Email Communication File. 

 Handover Documents Checklist. 

 Interview and Assessment Form. 

 New Applicants Database. 

 Outstanding Crew Requirements Lists. 

 Unsuccessful Applicant Database. 

 Wage Scale File. 

 
 

 

6. APPENDICES 

 
Appendix A: BMI Scale 
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Appendix A: Body Mass Index (BMI) 
 

 

 
 
 

BMI 12 – 18 : Underweight 

BMI 18 – 24 : Healthy 

BMI 25 – 29 : Overweight 

BMI 30 – 39 : Obese 

BMI 40 – 42 : Extremely Obese 
 

 
BMI 
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FOREWORD 

 
As navigational and safety communications from ship to shore and vice versa, ship to ship , and 
on board ships  must be precise, simple and unambiguous, so as to avoid confusion and error, 
there is a need to standardize the language used. This is of particular importance in the light of 
the increasing number of internationally trading vessels with crews speaking many different 
languages since problems of communication may cause misunderstandings leading to dangers to 
the vessel, the people on board and the environment. 
 
In 1973 the IMO Maritime Safety Committee agreed at its twenty-seventh session that, where 
language difficulties arise, a common language should be used for navigational purposes and that 
language should be English. In consequence the Standard Marine Navigational Vocabulary 
(SMNV) was developed, adopted in 1977 and amended in 1985. 
 
In 1992 the IMO Maritime Safety Committee at its sixtieth session instructed the IMO Sub-
Committee on Safety of Navigation to develop a more comprehensive standardized safety 
language than the SMNV, 1985, taking into account the changing conditions in modern seafaring 
and covering all major safety-related verbal communications. 
 
At its sixty-eighth session in 1997 the IMO Maritime Safety Committee adopted the Draft 
Standard Marine Communication Phrases (SMCP) developed by the IMO Sub-Committee on 
Safety of Navigation. The Draft SMCP, following international trials, was amended at the forty-
sixth session of this Sub-Committee and final consideration given at the IMO Maritime Safety 
Committee at its [... ] session  in the light of remarks received by the Organization. The SMCP 
was adopted by the IMO Assembly in [ ... ]as resolution A.( [... ] ) . 
 
Under the International Convention on Standards of Training, Certification and Watchkeeping 
for Seafarers, 1978, as revised 1995, the ability to understand and use the SMCP is required for 
the certification of officers in charge of a navigational watch on ships of 500 gross tonnage or 
more. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


