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SECTION G-ROLES, RESPONSIBILITIES, AUTHORITIES AND 

ACCOUNTABILITY 
ROLE RESPONSIBILITY AUTHORITY ACCOUNTABILITY 

 Deputy 
Conservator  - 
Head of 
the 
Department/ 
Process 
Owner(HOD) 

 Control and supervision of all 
sections of the Marine 
Department with overriding 
authority. 

 Executing administrative 
control over the ministerial staff 
of the Department such as 
payment, promotion, leave, 
disciplinary issues etc. 

 Is the Port Facility Security 
Officer (PFSO)under ISPS code 

 Coordination with CISF. 

 Sanctioning of 
Estimates including 
Technical 
Sanction 

 Sanctioning of 
purchase 
proposals and 
work proposals 
within the 
Delegated 
financial power. 

 Providing 
adequate 
resources and  
trained personnel     
at respective work 
locations. 

  
 
 

 For lapses in 
the 
Department 

 Harbour 
Master 
- Deputy 
Head  of the 
department 

 Safe entry, berthing/ 
Unbreathing, stay and 
departure of vessels to and 
from the Port. 

 Fire prevention, control and 
firefighting within the Port area. 

 Survey of the channel, 
waterfront and basin for 
monitoring of depths for safe 
navigation. Including vessel’s 
entry /exit clearance’s. 

 Operation and maintenance 
of Navigational Aids such as 
Buoys, Leading Light etc. 

 Port Control operations. 
 Marine operations (All port 

craft operation & mooring 
operation) 

 Is the Dy. PFSO under ISPS code 

 Communicates 
the management 
policies to the 
immediate 
controlling 
officers of each 
section. 

 Responsible for 
preparation of 
Plan and Non-
Plan Budgets, 
Submission of 
various reports 
to Ministry, IPA, 
Management 
Service Division 
etc. 

 Execution of Plan 
/ Non Plan / 
Revenue works 

 For lapses in 
the work 
assigned 

 Dock Master   In-charge    of    Vessel    Traffic 
System (VTS). 

 In-charge    of    Marine    
Water Pollution Control 

 Prevention and combating 
marine oil pollution in the Port 
waters. 

 Monitoring Slop
 reception  facility 

 Ensuring proper maintenance 

 Nodal officer for 
Oil Spill Response 
as per the OSCP. 

 Nodal Officer 
for Disaster 
Management 
Plan 

 Responsible for 
Port Reception 
Facilities. 

 Ensuring visiting 

 For lapses in 
the work 
assigned 
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of Pollution Control Equipment. 
 Various

 correspondences related to 
Marine Pollution. 

 Assist H.M & DC in operational 
& technical matters. 

 Ensuring implementation of ISPS 
code / PFSP 

vessels are 
complying with 
Ballast Water 
Convention. 

 OSR equipments 
and manpower 
maintained as 
per NOS DCP 
and 

 Senior Deputy 
Marine Engineer 

 Overall responsible for operation 
and maintenance of all port 
crafts.  

 Ensuring proper and timely 
preventive and break down 
maintenance of all Engines & 
Machinery onboard crafts. 

 Maintaining class status by 
timely carrying out periodical 
surveys related to Annual class 
and Load line surveys, 
Intermediate docking survey 
and special surveys of all port 
crafts. 

 Ensuring the availability of 
minimum required number of 
tugs and additional tug at 
stipulated notice for shipping 
movements and achieving the 
required percentage utilization 
and availability of tugs. 

 Preparation of 
estimates, purchase 
proposals and work 
proposals and 
Budgets of all crafts 
with assistance of 
respective 
Master/Engineer 

 Executing control 
over the 
administrative staff 
for smooth 
execution of works 
related to 
administrative 
matters such as 
payment, 
promotion, 
sanction of leave, 
disciplinary issues, 
clearing of the 
invoices within the 
stipulated period 
etc   

 Maintaining 
statutory 
documents of port 
crafts & 
correspondences 
with DGS, IRS, MMD, 
and 
Telecommunication 
Dept. for smooth 
operation of all port 
crafts. 

 Execution of     Plan 
/ Non Plan / 
Revenue works. 

 For lapses in 
the work 
assigned 

 Pilot  Is responsible for: 
 Safe Navigation of vessels in, out 

and within the Port. 
 Safe Navigation and pull-back 

of vessels at the SPM. 
 Maintain watch at VTS as 

directed. 
 Any other work assigned by the 

superiors 

 Take over conduct 
of vessels on 
boarding. 

 Direct tugs and 
other supporting 
craft to assist in 
maneuver as 
required. 

 For lapses in 
the work 
assigned 

 Marine Surveyor  Is responsible for:  For Finalization of all  For lapses in 
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 Overall in-charge of Marine 
Survey Sub-division 

 Supervising all the works carried 
out in the Sub Division by the  

 AMS and other field staff. 
 All equipment held in this sub-

division. 
 Overall in-charge of Private 

Security Services. 
 Overall in-charge of office work 

related to CISF unit, NMPA 

survey charts, 
putting up files 
related survey 
works, CISF Unit, 
Private Security 
Services, Yearly 
Budget estimate, 
Payment of Bills, 
Casual leave 
approver for survey 
staff. 

the work 
assigned 

 Master Gr.I/Gr.II 
(Master – In 
Charge - Tug) 

 Maintenance of all deck 
machinery, superstructures and 
decks of all tugs. 

 Assisting Sr. Dy. M.E in carrying 
out all paper works related to 
deck section repairs and 
carrying out timely surveys such as 
annual class, safety and MLC 
surveys, docking & special surveys 
of all tugs. 

 Timely planning & executing 
Plan-Non Plan, Revenue works 
and budgets considering the 
statutory & Regulatory 
requirements. 

 Deck section of tugs and 
responsible for operation and 
navigation of tug and carrying 
out shipping movements as per 
pilot instructions. 

 Procurement & storage of spares 
and consumables for deck side 
machinery. 

 Maintaining all deck side registers 
and documents. 

 Ensuring management policies 
including instructions to the 
subordinates for continuous 
improvement in the 
department.  

 Any other work assigned by the 
superiors. 

 Preparation of 
proposals to 
procure all LSA and 
FFA items for all 
tugs. 

 Monitoring RFID 
attendance and 
timings to maintain 
punctuality of all 
M.E Division staff. 
Deputation of 
marine operating 
staff in place of   
staff on leave   in 
port crafts 

 Optimum utilization 
of existing 
operational man 
power in port crafts. 

 Operation and 
maintenance of all 
deck machinery, 
superstructures, 
decks, fenders, 
Radio 
Communication 
equipment etc. of 
tug. 

 Inspection of all 
outsourced deck 
section works, 
monitoring their 
quality& progress 
and certification 
and payment of 
invoices after 
completion. 

 Submission of 
various periodical 
reports to   
Management 
service.  

 Procurement of 
miscellaneous items, 
spares and 
consumables for 

 For lapses in 
the work 
assigned 
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immediate works 
through permanent 
imprest account and 
maintaining 
permanent imprest 
account records 

 Disposal of deck 
side waste/scrap 

 Engineer Gr. II 
 (Engineer In 

charge Tug)   

 In - charge of Engine Room of 
tug and responsible for 
providing Main Engines and 
other machinery to carry out 
shipping movements. 

 Maintaining all Engine room 
registers and documents 

 Operation and maintenance of 
all machinery and equipment of 
Engine room. 

 Assisting Sr.Dy.ME in carrying out 
timely surveys such as annual 
class, safety surveys, docking 
surveys & special surveys of tugs 

 Assisting Sr.Dy.M.E in carrying out 
all paper works related to repairs 
of all machinery and equipment 
of engine room and periodical 
surveys of tugs. 

 Procurement & storage of fuel oil 
bankers, lube oils, spares and 
consumables of all Engine room 
machinery in tugs 

  

 Preventive and 
breakdown 
maintenance of all 
machinery and 
equipment of 
Engine room 

 Putting up 
proposals of 
maintenance 
works, inspection of 
all outsourced   
works, monitoring 
their quality & 
progress and 
certification & 
payment of 
invoices after 
completion. 

 Submission of 
various periodical 
reports to   
management 
service   

 Procurement & 
storage of lub oils 
and spares by 
placing PR and 
indents to central 
stores  

 Supply of fuel oil to 
all pilot & mooring 
launches, patrol 
boats and pollution 
control boats and 
maintaining their 
appropriate 
records. 

 Disposal of   waste 
oil , batteries and  
Engine room scrap 

 For lapses in 
the work 
assigned 

 Engineer Gr.II 
(Maintenance 
of pilot launches 
/ mooring 
launches) 

  

 Responsible for Maintenance of 
all machinery and equipment 
on board Pilot and Mooring 
Launches. 

 Maintaining documents and 
Registers pertaining to 
maintenance of pilot and 
mooring launches. 

 Assisting the Sr. Dy.M.E in 

 Preventive and 
breakdown 
Maintenance of all 
machinery and 
equipment on 
board Pilot and 
Mooring Launches 

 Putting up 
proposals of 

 For lapses in 
the work 
assigned 
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carrying out all paper works 
related to repairs & periodical 
surveys of Pilot and Mooring 
Launches 

 Assisting Sr.Dy.ME in carrying out 
timely surveys such as annual 
class, safety surveys, docking 
surveys & special surveys of Pilot 
and Mooring Launches 

 Procurement & storage of lube. 
oils, spares and consumables of 
Pilot and Mooring Launches. 

 Any other work assigned by the 
superiors. 

maintenance 
works, inspection of 
all outsourced   
works, monitoring 
their quality & 
progress and 
certification & 
payment of 
invoices after 
completion. 

 Submission of 
various periodical 
reports of Pilot and 
Mooring Launches 
to   Management 
service   

 Disposal of   waste 
oil, batteries and 
scrap of Launches.. 

 Engineer Gr.II 
(ME office) 

 Assisting Sr.Dy.M.E. in all office 
works such as preparation of 
monthly performance reports, 
Administrative reports, budgets, 
audit replies etc.  

 Putting up of proposals related 
to miscellaneous works in M.E. 
Division. 

 Assisting the Sr.Dy.M.E. in 
carrying out paper works 
related to timely surveys such as 
annual class, MLC and safety 
surveys of tugs. 

 Any other work assigned by the 
superiors. 

  

 Making the 
prepayment and 
final adjustment of 
payment in ERP, 
towards 
procurement of fuel 
oil to all port and 
private tugs.  

 Making payments 
in ERP for all 
outsourced works, 
after receipt of 
invoice certified by 
vessel’s 
Engineer/Master.  

 Putting up of 
proposals related to 
maintenance of 
common nature of 
port crafts and also 
assisting the 
Engineers in charge 
wherever necessary 
for the proposals of 
maintenance of 
their respective 
vessel. 

 For lapses in 
the work 
assigned 

 Engineer Gr.II 
(Tender Cell) 

 Processing tenders and disaster 
management plan. 

 Any other work assigned by the 
superiors. 

 Processing tenders 
related to entire 
marine department 

 For lapses in 
the work 
assigned 

 Asst. Engineer 
(MW) 

 In-charge of VTS and Nav aids 
section  

 All works in connection with the 
periodic / breakdown 
maintenance of VTMS 
equipment. 

 Maintenance & procurement of 

 Working condition 
of VTS equipments 
& VHF Sets. 

 Positioning & 
Monitoring all the 
buoys in working 
condition. 

 For lapses in 
the work 
assigned 
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walkie – talkie & VHF sets. 
 Rectifying the defects/damages 

to navigational aids. 
 Maintenance of buoys, leading 

lights and toe line lights. 
 Any other work assigned by the 

superiors. 

 Monitoring working 
conditions of all the 
leading & toe line 
lights. 

 Monitoring Slop 
reception facility  

  

 Asst. Foreman 
(Marine) 

 Optimum utilization of 
manpower for operation and 
maintenance of port crafts. 

 Daily general inspection of the 
pilot launches & mooring 
launches to identify damages. 

 Responsible for maintaining 
documents and Registers 
pertaining to operation of pilot 
and mooring launches 

 Inspection of mooring hooks, 
wharf fenders, wharfs ladders & 
reporting about their defects 
when posted in the mooring 
section. 

 Making proper communication 
using VHF / telephone with all 
concerned, as and when 
required. 

 Supervising bunkering operation 
of port launches. 

 Any other duties as assigned by 
the superiors.  

 Checking the 
attendance and 
monitoring 
punctuality of 
operating staff 
daily.  

 Dealing with staff  
shortage due to 
leave or  absence 

  
 Ensuring that all 

staff are available 
at all times with 
proper uniform and 
PPE  

 Updating staff 
leave   particulars in 
ERP. 

 Execution of daily 
general 
maintenance of 
launches.  

 For lapses in 
the work 
assigned 

 Fire cum Asst. 
Safety Officer 

 Is responsible for 
 Ensure that the discipline is 

maintained by the fire crew in 
the port fire service.  

 Ensure daily roll call, weekly 
parade / drill and mock drill 
appropriate intervals at various 
locations. 

 Ensures of conduct of mock drill 
as per annual plan. 

 Ensures breathing apparatus, 
fire suit, spare extinguisher in the 
fire tender. 

 Maintaining the strength of the 
fire stations and supervision of 
drills related to the fire services. 

 Sending the requisition for 
repairing the fire vehicles and 
equipment.  

 Hot works as per SOP. 
 

 Deployment of 
officers, staff, 
vehicles and 
equipment 
required at the time 
of emergency and 
standby duties. 

 Overall command 
for the port fire 
service. 
 

 For lapses in 
the work 
assigned 

 Assistant Fire 
Officer 

 Shift in charge of port fire 
service. 

 Deploying men and machine to 
the scene of fire / standby duty.  

 Authorized to 
respond to 
emergencies 

 Attend 

 For lapses in 
the work 
assigned 



 

NEW MANGALORE PORT AUTHORITY Departmental 

Procedure 
Manual  

Level III 

TITLE: ROLES, RESPONSIBILITIES, AUTHORITIES AND 
ACCOUNTABILITY 

DOC. CODE: DPM-04 
REF: PP-03 OF  IPM 

RELEASE NO:3.0  
DATE: 27-02-2024 

SECTION. G  
PAGE 15 OF 92 

 

This document is maintained on electronic media.The user is responsible for determining the current release number before using it. 
 

 Checks & informing the 
changeover of duties of his 
personnel and arranging for 
replacement in case personnel 
sick or absence etc. & 
equipment in case of loss or 
damage. 

 Ensure, update/ verify all PMS 
related works, log books and 
submit to the superior. 

 Maintain discipline and obey 
superiors’ orders. Carry out fire 
safety inspection in and around 
the port and submit report to 
the superior. 

 Ensures housekeeping. 
 Responding to the emergencies 

and Supervising General Parade 
& Fire Drills, etc. 

 Ensure proper implementation 
of subordinates duties & 
responsibilities. 

 Ensure the readiness of all the 
fire tenders/equipments, BA sets 
communication system, store 
room and its requirement at all 
time. 

 Assist FcASO in day to day 
administrative and executive 
duties. 

fire/Rescue/Special 
service calls 

 Supervise/ conduct 
First Aid, Fire 
Fighting training to 
the port employees 
and contractual 
workers. 

 Sub-Officer  Is responsible for: 
 Report for duty in proper 

turnout. 
 Supervise the roll call and 

inspecting the crew and after 
the roll call inform the roll call 
report to shift in charge.  

 Supervise / conduct the squad 
drill / fire drill and update the 
record. 

 Conduct monthly inspection of 
fire extinguishers in the port 
area, supervising the 
maintenance / testing of all 
firefighting equipment like BA set 
/ fire suit / hose & hose fittings / 
fire vehicle etc., and updating 
its records. Same shall be 
produced to the shift in charge 
for verification. 

 He shall be responsible to carry 
out/ update all PMS related 
work and work allocated to 
them by their superiors. 

 Supervising the house keeping  
Maintain discipline and obey 

 As he is the in 
charge of pumping 
unit ensure 
discipline in the fire 
crew, patrolling the 
port area along 
with crew in fire 
tender and if any 
untoward incident 
observed shall bring 
to the notice of shift 
in charge.  

 Attend fire / rescue 
/ special service 
call. 

 Conduct  Fist Aid 
Fire Fighting training 
to the port 
employees and 
contractor workers 

 For lapses in 
the work 
assigned 
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superiors’ orders. 

 Leading 
Fireman 

 Is responsible for 
 Attend roll call in proper turn 

out, fire & rescue call conduct/ 
participate in squad drills, mock 
drills / ceremonial period. 

 Attend control room duties such 
as maintaining log books, 
occurrence book, fire call 
receipt etc., 

 Monitor cleaning, maintenance 
of the equipment, vehicles 
surrounding area of the fire 
station.  

 Update the equipment check 
lists; he shall be responsible to 
carry out all the works allotted 
them by their superiors. 

 Maintain discipline and obey 
superiors’ orders. 

 Conduct roll call & 
report to sub officer 
if sub officer is not 
available must 
conduct the 
monthly fire 
extinguisher 
inspection in the 
port area and 
update the register.  

 Execute the order 
of superiors to the 
individual member 
of the crew. 

 For lapses in 
the work 
assigned 

 Fireman  Is responsible for 
 Attend roll call in proper turn 

out, fire & rescue call, 
participation in squad drills, 
mock drills / ceremonial period 
as per requirement. 

 Fire stores on day today basis 
and of port area as per the 
instruction of superiors. Clean 
the fire station, vehicle and 
surrounding area. 

 Fireman shall perform duties as 
instructed by the superiors, 
maintain discipline & obey 
superiors’ orders. 

 Clean & check the 
suitability of fire 
extinguishers at 
vehicles. 

 For lapses in 
the work 
assigned 

 Fireman Driver  Is responsible to 
 Attend roll call in proper turn 

out, fire & rescue call, 
participation in squad drills, 
mock drills / ceremonial parade 
etc. 

 Carry out the preparatory 
checks of the fire vehicles and 
update the check list. 

 Ensure the availability water / 
foam in the fire tender. 

 Maintenance of fire tender in 
clean & tidy condition regularly. 

 Maintain log books. 
 Maintain discipline and obey 

superiors’ orders. 

 Carry out 
preparatory checks 
and trial starting of 
fire tender. 

  

 For lapses in 
the work 
assigned 

 Assistant 
Secretary 

 Is responsible for: 
 Executing control over the 

ministerial staff for smooth 
execution of works related to 

 Inspection / 
supervision and 
guidance to 
subordinate staff. 

 For lapses in 
the work 
assigned 
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administrative matters. 
 Ensure the vessel related 

information to finance within the 
prescribed time. 

 Scrutinizes all vessel certificates. 

  
 Maintaining & 

Updating official 
rules 
/regulations/guideli
nes. 

 Office 
Superintendent 
/ Asst. 
Superintendent 
(OS/AS) 

 Is responsible for: 
 All administrative work such as 

employees pay bill, various bills, 
attendance, leave particulars, 
initiation for filling of vacant post 
either by promotion / direct 
recruitment, arranging for trade 
test, preparation of seniority list 
of non-ministerial staff, preparing 
periodical reports, arranging for 
disciplinary proceedings if any, 
as per the NMPA regulations 
and ministry’s guidelines in their 
respective sections and any 
other correspondence required 
by the superiors.   

 OS/AS are to execute the works 
through dealing assistant, AS is 
responsible to verify the 
administrative work done by the 
dealing assistant as per rules 
and regulations. OS/AS is also 
responsible for timely submission 
/ receipt of reports and to 
provide guidance to dealing 
assistant wherever required. 

 Timely action for 
forwarding all kind 
of pay bills 

 Timely initiation for 
filling of vacant 
posts, recruitments, 
promotions, trade 
tests, trainings etc. 

 Disposal of 
obsolete/non-
moving 
items/released 
materials received 
from user 
departments. 

 Disposal of outlived 
T & P Articles / 
Unserviceable 
Articles received 
from user 
departments. 

 For lapses in 
the work 
assigned 

 Dealing 
Assistant 

 The dealing assistants are clerk, 
junior assistant, senior assistant, 
steno, and typist etc., Dealing 
assistant responsible for:   

 Timely disposition of references 
received by them and as 
ordered by OS/AS/Superiors and 
maintaining records of the same 
with pointing deficiencies if any 
in the correspondence dealt by 
them in accordance with the 
rules/ regulations/ guidelines 

 Up keeping of 
official rules / 
regulations / 
guidelines. 

 For lapses in 
the work 
assigned 

 Dispatcher  Responsible for Receipt of 
tappals and forward to 
controlling officer duly stamping 
with date of receipt, 
maintaining general receipt 
register. 

 Distribution of tappals to 
concerned dealing assistant / 
concerned sections after 
initialization of controlling officer 
/ OS / AS applicable within 24 
hours. 

 Maintaining stamps and their 

 Up keeping of 
dispatch register. 

 Distributing of 
tappals to all 
concerned in time. 

 For lapses in 
the work 
assigned 


