MARINE ENGINEERING

CERTIFICATE FOUR BOARD

PREPARATION GUIDE
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PREFACE

This study package has been prepared to assist candidates in preparing for the Cert 4 Board. Although it may be useful in assisting at other training levels, the package is general in nature and is only designed to point candidates in the proper direction.

HOW TO PREPARE FOR AN ORAL BOARD

When you go into an oral board you have to understand that the board is going to assess you on what they see, not on what they might have heard about you or any other assumptions. The assessment is made purely on what YOU present to the board.

Most candidates are very nervous about sitting a board and this is understandable. Remember, being able to think clearly while under stress is part of the board process.

The reason people are nervous in boards is generally caused by lack of confidence. The more confident you are the less nervous you will be. The best way to gain confidence is by knowing what you are talking about and being prepared.

Everyone knows the feeling of being asked a question that you don’t know the answer to. You possibly muddle your way through and then are asked a supplementary question in the same area; that sinking feeling eh.

You are the only one who knows what you know and you are also the only one who knows what you don’t know.

The way oral boards go is to ask the primary question, listen to the candidates answer and then ask supplementary questions to clarify points. Supplementary questions are often used to find the extent of the candidates knowledge of the subject and to see if the candidate will try to guess (bullshit) his way out once this limit is reached.

The only way to stop the supplementary questions is to answer the primary question in its entirety. Remember, if you mention something in your answer then the door to ask about that is now open.

Eg. The question is on refrigeration.

Supplementary questions are likely to be on:

-
O.D.S. Laws


- 
WHMIS


-
 M.E.A.P.

and what would you do to report on O.D.S. release.

Get the picture. If you are going to use the term in your answer then you had better know all about it. Eg. if on a stability question you mention GM then you MUST be able to explain exactly what GM is and how it is defined. If you use the word “bearing” then you have to be able to explain that bearing.

So back to stopping the supplementary questions. The answer to this is knowledge. Knowledge gives confidence, knowing more about the subject than the guy asking the questions is the best way to get through the board.

So now you say “oh my God, I can’t know more than five guys on the board with 50,000 years collective experience”. This is true, but they don’t expect you to. They expect you to have a good strong understanding of the subject and be able to explain everything within your answer. So now you ask “how do I know when my knowledge is acceptable”. This is the part about knowing what you know and fixing what you don’t know. The way to do this is by asking yourself board- like primary questions and then asking yourself supplementary questions on every aspect of your answer. It seems like an unending task but you will be surprised as to how much you can answer and this will quickly point out what you need to study. Also, a lot of the material that you study will prove very useful for the other situations.

So you study until you feel that you are ready for the oral board. Before bringing you to the school, your unit should do at least two mini-boards with you. These mini-boards should be taken seriously and be of a high degree of difficulty. The more difficult they are, the more the candidates will get out of them (within reason) . On completion of the mini-board arrange for assistance on weak spots. After a high quality board, it is normal for the candidate to be exhausted. If this is not the case then the candidate should request more mini-boards and of a more difficult nature.

FOR THE BOARD

1.
Appearance is very important, it makes an immediate impression on the board as to the type of sailor that you are. If you present a poorly turned out sailor, the board will see a poorly turned out sailor and expect a poor performance. You are just shooting yourself in the foot.

RECOMMENDED DRESS: tunic, tie and highly shone footwear.

2.
Be prepared to give a Resume/Biography of your career.

A basic outline would be

-
place of birth

-
went to school at

-
family moved to

-
pre-military work experience

-
joining date

-
brief outline of Navy career, types of ships, special qualifications, unique experiences, time in present unit.

-
family,  length of marriage, number of children and their ages, unique family considerations.

As for any job interview, be prepared to answer the question of why are you doing this board and what are your career aspirations? The best policy here is to be honest. Don’t try to bullshit anyone, just tell the truth, but use tact. To a large number of people, gaining the Cert IV is a personal pride thing. There is a career step in front of you to be attained. To other people it can be more of a basic nature, the man has a wife and young children and needs IPS. If this is your reason, make sure you reassure the board that you are CERA material and not just a Cert IV as there is a difference. You must make it known that you can be a CERA and your division will be run smoothly. When posted to a ship you will ensure that your people are well taken care of and your equipment is well maintained.

A large number of people have difficulty answering what their aspirations are. We seem to think that the board is going to want to hear that we aspire to be a CERA or maybe Admiral of the Fleet. Not everyone wants this and you should not say that you do, if its not the truth. Just tell the truth, use tact and be ready to answer the question.

3.
To answer the board questions follow a LOGICAL SEQUENCE.

4.
Be POSITIVE, CONFIDENT and “DECISIVE”

(i.e. As CERA I will)

5.
Put yourself in the scenario and give your answer, not what you expect the board wants to hear.

6.
Use your note pad and jot down key words.

7.
Be brief and concise. If you can’t think of anything more, say, “That concludes my presentation”. The board will ask for more if they need it. DO NOT GUESS at anything. Tell the board that you will have to consult your people or publications.

8.
CRITICAL: A good drawing, well planned, well spaced and coloured, will get you off to a good start and impress the board with your preparedness. The drawing must be well labeled and include explanations of various modes of operation. Practice your drawings beforehand so the spacing required can be judged. The reasoning behind the drawing is to encourage the candidate to RELAX and give him 45 minutes to prepare his explanation of this all-important first question.

9.
Think like a CERA and use your personnel likewise. In any situation tell what you would do but more important, who you would task and what you want them to do.

REMEMBER

Listen to the question; if the question is an emergency then answer it directly. You can have emergency questions repeated if they are vague or very long, but don’t make a habit of it. For all other questions, you can ask for them to be repeated and then you should make notes. This is very important even if you are totally familiar with the subject. By writing down the major points of your answer you are organizing the flow of the answer. This will keep you from jumping around and you present a more arranged and confident answer.

PRIORITIES are

TO FLOAT

TO MOVE

TO FIGHT

Some things to cover:

-
Brief CO/EO of options/recommendations

-
Decision making

-
Delegate and supervise

-
Personnel - be firm but fair.

-
Safety

-
Machinery

-
Training

-
Documentation

-
De-brief

BRIEFING THE COMMANDING OFFICER

Use common sense, give options and explain the impact of each. Remember some CO’s don’t understand engineering and don’t consider the books /regulations to be the final say. The brief must explain the problem so that the CO understands what is wrong, then he must be given options and your recommendation. If the CO chooses a path other than your recommendations then you MUST explain to him the possible consequences, ie. Damage to machinery, personnel or ship.

To just tell a CO that he can’t do something because of some reference in a book really doesn’t mean much to him. You have to be able to explain why that regulation is there and what will happen if he disregards it. If the CO insists on endangering the ship, personnel, or machinery, then get it witnessed and documented, and inform your superiors ashore.

The candidate must know all modes of operation and their limits, eg. single shaft, one GT x-conn, trailing shaft.

Scoring Method

The normal method for scoring a board is to weight each question. This is normally done during the period when the candidate is removed from the room. Each question is gone over and weighted as to its difficulty and relevance. This includes the drawing. At the completion of the board the members will each tabulate their scores then discuss the candidates performance. If the scores are averaged out at a high level then no problem but if it’s borderline then the board must make a judgement call. Each member has input but the call will be made by the board chairman.

CANDIDATE’S GUIDE TO SCENARIO PRESENTATION

It is acknowledged by past Cert 4 candidates that a logical systematic approach to answering questions is required for successful boarding. A confident manner, comprehensive technical knowledge and being well read in general administration invariably combines to spell “success”.

There is a multitude of publications available on the subject of boardsmanship and how to project oneself in a positive manner. Following are some “Never, Never” and “Always Remember” that may assist you in preparing you for your board. It is recommended that candidates complete question bank prior to scenarios. Discussion of candidate’s solutions should then be presented to monitor and discussed as to content and presentation.

RESPONSIBILITIES OF EO/CERA INCLUDE THE

FOLLOWING:

“Regulate the Marine Engineering .

“Supervise the Planned Maintenance

“Control Distribution Account spares

“Monitor training of

“Organization of Engineering .

All of the underlined terms above responsibilities could be contained under the one heading; “MANAGEMENT”. Following is a brief description of a management profile that could apply to a CERA’s position. This brief look into management theory is only to give an idea and suggestion on how to approach any problem or situation. The profile can be modified to suit your leadership or organizational style. You may find the profile useful in learning how to explain how you would approach to solve a problem or organize a particular task. A summary of the discussion and three (3) examples of its application is also supplied.

DISCUSSION:
POSSIBLE CERA MANAGEMENT PROFILE

Management:
can be defined as “getting things done through people by using resources available”.

Management Input:
is the involvement of the CERA in order to get the job done. This could be very extensive in some tasks but in others could simply mean delegate and supervise

Resources:
the CERA has a multitude of resources available to

assist him. An example of resources could be any

of the following:

-
Ship Staff Personnel

-
Outside Agency Personnel

-
Time Frames (time available or lack of time)

-
Material (ship spares, agency manufactured,

CFFS)

-
Space (i.e., space to do task or location -England)

-
Specialists (DREA, NEU(A) Inspectors, etc.)

Remember:
people above you in the organization can assist

Planning:
is the decision making process whereby it is decided what the task is and how it is going to get done.

-
What is to be done?

-
Where should it be done?

-
When should it be done?

-
Who will do it?

-
How will it be done?

-
Why? At every step and decision.

Always have alternatives and options ready at this stage.

Organizing:
is the actual detailing of work to be done and the co-ordinating between various parties involved.

Remember:


-
 delegate

-
be interested in results leaving the task performer some flexibility

-
co-ordinate with other supervisors.

Directing:
give orders verbal or written.

-
Plan the order

-
Deliver the order

-
Confirm the order is understood

-
Supervise or follow-up as required

PROVIDE LEADERSHIP AND MOTIVATE
Controlling:
the act of gathering information and evaluating this info to find out if the task is progressing according to plan.

-
Are projected time frames being met?

-
Is the job being done right?

-
What can be done to help the task along?

Remember:

-
are the two most important standards being met?

(Quality and Quantity)

-
gather the facts

-
evaluate

-
make adjustments as required

Documentation:
Any task performed in any way or function by the CERA requires some form of documentation. An often overlooked subject, documentation is essential to the functioning of the organization in that it:

-
disseminates info so that everyone in the organization is aware of the facts

-
it provides a history

-
it provides evidence as to fact

The CERA must ensure that documentation required is raised and could include documents like Night Orders, messages, EOTM’s , EOTI’s and CO’s night order book to name a few.

Remember: “Failure to document will eventually result in the CERA shooting himself in the foot.” Shortcuts and back door approaches to solving problems will only work for a limited time. If the proper documentation trail doesn’t exist, the Ship and department will eventually be short​changed.

Data Sharing:
- communication lines must be open to effectively accomplish the task.

-
the CERA should become acquainted with all personnel involved.

-
the more info the CERA gathers, the more educated will be his decisions to revise or

amend his plan.

Remember: that the man with the right answer may not always be high ranking in the organization. A technician involved on a daily basis with certain equipment may have valuable insight to a particular problem or solution. By the same token, calling the Fleet Service Rep may save hours of research by your staff. Keep in touch with people involved and remain flexible and willing to change your mind if a better idea comes along.

Feedback:
In various scenarios this is the single most important factor.

Remember:

-
Keep the EO and CO informed at all stages!

-
When briefing always be prepared to offer options and your recommendation!

-
By the same token, no organization can be truly effective if feedback doesn’t occur up and down the rank structure. Demand that your personnel brief you

and ensure you get all feedback, negative or positive.

Management Product:
is the end result. For civilian managers the end result is often the bottom line in dollars. While still concerned with economics, CERA’s are responsible for multitude of areas. Maintenance, Personnel, Administration and Counselling are only a few for which the CERA holds responsibility.

Remember:

-
make decisions and see them through

-
don’t delegate and disappear

-
provide effective leadership

-
you can delegate authority but never responsibility

-
the end product is the result of some decision making

EXAMPLE QUESTIONS

ANSWER THESE QUESTIONS IN THIER ENTIRETY AND GIVE REFERENCES

BE PREPARED TO SKETCH AND DESCRIBE ALL FITTED MARINE SYSTEMS AND EQUIPMENT

1.
What does a Cert IV qualify a man to do?

2.
What is FPC and what does it do?

3.
What capabilities and facilities does the dockyard lab possess?

4.
What are the CERA’s duties and responsibilities?

5.
What are the duties and responsibilities of the EO?

6.
What does the Readiness and Sustainability policy mean to your ship?

7.
Define the term “Notice for Power”.

8.
As CERA, when do you expect the EOOW to call you?

9.
Describe a Sea Readiness Inspection.

10.
Explain pre-sail checks and the required reports.

11.
Explain OPDEF in all its forms.

12.
What is a? SSRWC, MRSL, DND 650

13.
What is a PSL?

14.
What is configuration management and how does it affect your ship?

15.
What is an icing report and when is it prepared?

16.
What is the role of FMF Cape Breton/Scott?

17.
What agencies are available to a serviceman and his family?

18.
Describe the path of a MAF. (describe ICEMAN)

19.
How often are full power trials carried out and who is Conducting Officer?

20.
What is EOTM used for, EOTI?

21.
What is the proper action if a machinery order is received which could cause damage or injury to personnel?

22.
Describe the CF policy and administrative steps in alcohol misuse.

23.
What is the purpose/objective of WUPs? When are WUPs carried out?

24.
What support functions can FMF Engineering Division perform (old NEU)?

25.
Draw an org chart of the local FMF. Who are your main contacts?

26.
Draw and describe the gearing in your ship.

27.
What information does NaMMS contain?

28.
Describe load bank trials and the documentation required.

29.
After suffering damage, would you correct for list or trim first. Explain.

30.
Explain if and how you would transfer fuel in harbour.

31.
Explain rules and precautions involved in burning JP5 in main engines.

32.
Explain distillate fuel specs. and include references.

33.
Explain micro-biological growth in fuels.

34.
Explain diesel engine LO and coolant testing procedures.

35.
Define:

-
Flash point

-
Pour point

-
Viscosity

-
Specific gravity

-
Calorific value

36.
Explain the WHMIS program in your unit.

37.
Explain the testing procedures for machinery trips onboard your ship, propulsion equipment and auxiliary equipment.

38.
Explain the directives, rules and regulations concerning the overboard discharge of bilge water, black water and grey water.

39.
Explain the procedure for venting a fuel tank.

40.
Explain the procedure for carrying out a creep test and an agreement test. (ship applicable steering tests)

41.
Explain the refrigeration system onboard your ship in detail.

42.
Explain the use of fire sentries and include documentation requirements.

43.
Explain the shipboard requirements of the Diesel Inspection program.

44.
Explain the Engineering Departments responsibilities for docking and undocking of your ship.

45.
In reference to stability, what information is held in the Captain’s Ships Book. Explain.

46.
What are the detailed instructions to the Eng Dept referring to the operation of evaporators and ROD units?

47.
State the occasion and procedure for chlorinating and super-chlorinating domestic water tanks.

48.
State the various methods of steering your ship and the proper procedures for changing from one to another.

49.
Define:

-
Heel -Stiff

-
Roll -Firm

-
List

-
Loll

50.
In reference to stability, define GM and explain its importance.

51.
Explain free surface and free communication; how you would combat it?

52.
Explain period of roll and its connection to GM.

53.
Explain shipboard ice buildup and actions taken to reduce ice buildup.

54.
Briefly describe the documentation process involved in refit preparation.

55.
Explain

-
Recorded Warning

-
Counseling and Probation

56.
Give the role and name of the MOC Manager

MOC Advisors

57.
Explain the procedure to accelerate promote an AB to LS.

58.
The EO has delegated you to do his pre-sail checks.  What

reports would you expect from department personnel?  What

reports/rounds and checks would you do?

59.
Describe the training organization you would set up for your department.

60.
Explain how you would organize an annual full power trial.

61.
Your ship is just completing a work period and is scheduled to sail in five days. Explain how you would ensure that the department is ready for sea.

62.
The ship is carrying out a liquid RAS. The gearbox LO press goes into alarm. What are your actions?

63.
On pre-sail checks it is discovered that the steering is out by S degrees. What would you do?

64.
You have a P1 Mar Eng onboard who, despite verbal warnings, has continued to drink excessively. What would you do?

65.
You are in a SWP and a diesel is being overhauled. One of the civilian work crew comes to you and says “if you don’t get the EO out of the space we are going to walk off the job”. What would you do?

66.
Describe how you would operate your machinery and what orders you would give to accomplish the most economical operation possible.

67.
State cold weather precautions.

68.
The ship is coming alongside with 50% fuel onboard in preparation for docking. The EO has gone ashore and the XO informs you that the ship will proceed back to sea in 30 minutes. What would you do as CERA?

69.
You go into foreign port and there is no fresh water on the jetty. Where would you get water from and what tests and reports would you make?

70.
Your ship is docked in St. John’s for a propeller change.

During the time scheduled for undocking, the EO has to go to

Halifax and makes you responsible for the evolution.

Explain how you would organize and carry out this evolution.

Include documentation required.

71.
Your ship is in Lima and the EO is ashore when the fuel trucks pull up. Explain what you would look for with regards to the fuelling.

72.
Your ship is going into refit in 3 months time. What are you going to do?

73.
Your ship is 3 days away from port with 43% fuel remaining and about to encounter an extremely severe storm with icing conditions. What would you do?

74.
Your ship is returning off of a 4-month cruise and will go into a maintenance period. What would you do prior to entering harbour?

75.
When going onboard a ship to take over as CERA, what are some of the things you would look at?

76.
When in a foreign port you find out that the only fuel available has a 138°F flash point. Would you accept the fuel? Explain.

77.
Your ship will sail in seven days time. The EO is away and will not return until sailing time. What would you do?

78.
You are making rounds during the dog watches. As you enter the refrigeration compartment you hear a hissing coming from a weld on the receiver bottle. What would you do?

79.
Your ship must undergo an emergency docking in ST. John’s. What would you do?

80.
Describe boiler water treatment for your ships auxiliary boiler.

81.
Explain the ECP process.
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