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All Secretaries of Ministries
Chief Secretaries of Provinces
Heads of Departments
District Secretaries

Calling applications for posts in the Sri Lanka Administrative Service which have fallen

vacant in the Ministry of Public Administration, Home Affairs, Provincial Councils and
Local Government

Applications are called from the officers of the Sri Lanka Administrative Service for the following
posts which have fallen vacant in the Ministry of Public Administration, Home Affairs, Provincial
Councils and Local Government.

e Director (Scientific Service)

e Director of Combined Services III

e Senior Assistant Secretary (Housing and Development)
e Senior Assistant Secretary (Parliamentary Affairs)

02. Accordingly, please inform the officers in your institution who have satisfied the required
qualifications in this regard, and if they wish to apply for the respective posts, please inform them to
perfect the application form attached hereto and submit the same along with the recommendation of
the head of the institution before 23.01.2023.

Sgd — Neel Bandara Hapuhinne
M.A.P. Imal Gunawardane Secretary
Additional Secretary (Internal Administration) Ministry of Public Administration,
Home Affairs, Provincial Councils
and Local Government
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Posts of Grade I of SLAS Category of Ministry of Public Administration, Home Affairs, Provincial

Councils and Local Government

Applications are called from suitably qualified officers of Grade I of SLAS to be appointed to the above post.
Number of vacancies are 04.

In the absence of applicants of Grade I of SLAS category, officers of Grade II of the SLAS category with
active and satisfactory service of 10* years will be considered for appointment to attending to duties on
full-time basis in the post.

Attending to duties appointments will be done for a maximum period of one year with the possibility of

further extensions afterwards subject to provisions of Public Commission Procedural Rule 121.

Applicants must forward their duly filled curriculum vitae in the format attached hereto to
Additional Secretary (Internal Admin) through the head of department to reach on or before 23/01/2023.

Late applications, incomplete applications and those not submitted in the prescribed format will be rejected
without any notice.

2.0. Candidate Profile

Post Professional Qualification Experience Strengths Behavnora‘l
: : Competencies
- Master’s Degree in HRM - Class I officerin Sri | - Effective oral - Good
or Public Administration Lanka and writing Interpersonal
field recognized by the Administrative communication relationship skills.
University Grant Service. (SLAS) skills. - Conflict
Commission. - At least of 5 years’ - Creative management
English Qualification experience in policy decision-making skills.

Senior - Master’s degree in English development, ability. - Management
Assistant medium. - Experience as a - Method/ process skills.
Secretary Additional Qualification trainer of development

(parliamentary - Priority will be given to government officer ability.
affairs Law graduates with the will be consider as
Division) knowledge of an added
parliamentary process, qualification.
political science and law
- Diploma or certificate in
political science,
government policies,
Social Science as a subject
- Master’s Degree in HRM or | - Class I officer in Sri | - Communication - Collaboration and
Public Administration field Lanka Skills, Interpersonal
recognized by the Administrative - Creativity, skills,
University Grant Service. (SLAS) - Organizational - Skilled
: Commission. - Experience in Strategies and Multitasked,
Director : : . : N : :
= English Qualification drafting service decision-making - Supervisor
(Scientific \ . . : ; -
Service) - Master’s degree in English minutes, Schemes of skills. accountability

medium.

recruitment and
personal file
management will be
an added
qualification.

Director
(Combine
Service) III

- Master’s Degree in
Management, HRM,
Administration or ICT with
management background
recognized by the

- Establishment with
special emphasis to
the management of
human resources at

~ policy level.

Analyzing
ability
Change Agent
Organizer

- Making effective
decisions

- Changing and
improving

- Managinga




University Grant
Commission.

English Qualification

Master’s degree in English
medium. (or)

Diploma in English from
recognized university by
UGC or from recognized
institution by VETC or by
government/semi
government institution (The
duration should be equal or
more than 01 year) (or)
Certificate in English
proficiency from a
recognized university by
UGC or from recognized
institution by VETC or by
other government
institution.

Additional Qualification

Diploma level qualification
in ICT / procurement from a
recognized university by
UGC or by recognized
institution by VETC or by
other government/ semi
government institution.
Diploma level qualification
from and other field which
enhance the moral capacity
of the application on the
public sector.

Certificate in local/ foreign
training in which enhance
capacity of the applicant on
the public sector.

Subject area
- HRM and public

sector carder
management in the
policy level
excluding general
administration.

quality service’

Senior
Assistant
Secretary

(Housing and
Development)

- Master’s Degree in HRM
or Public Administration
field recognized by the
University Grant
Commission.

English Qualification

- Master’s degree in English
medium.

Class I officer in Sri
Lanka
Administrative
Service. (SLAS)

03 years’ experience
in admin and project
management

Effective oral
and writing
communication
skills.

Creative
decision-making
ability.

- Good
Interpersonal
relationship skills.

- Conflict
management
skills.

- Management
skills.




CURRICULUM VITAE FORMAT

1. Postapplying for

2. Particulars about the applicant

VILL
VI
IX.

Xi.
Xil.
Xl

Name

National Identity Card No.

Age

Residential Address

Contact Nos.

Email

Grade of the service

Date of appointment to the service

Date of promotion to the present grade of the service
Designation

Date of appointment to the present post
Ministry

Department

(Add any other necessary additional information)

3. Particulars about the service in the present grade

1.

L.

No pay/half pay leave

From | To Total duration Purpose
{Years/Months/Days})

Efficiency bars

Efficiency | Due date of | Date of | No. and date of the letter granting
bar completion completion concession/exemption, if any

In case being subjected to a disciplinary action;

Date and | Disciplinary Effective  date  of
no. of the | order (i still | punishment/s, if any
charge pending, please | (i.e., date of
sheet indicate) commission of the
offence)

Any period of service left
out  when calculating
satisfactory  service in
terms of Public Service
Commission Procedural

Rule 186 (ii)




4, Experience

4.1 Past service since date of appointment to the service

Post

Ministry/Department
/Institute

Duration

rief description of nature of
responsibilities

From

To

4.2 Experience in the relevant subject {Certified copies of letters of duty assignment must

be attached.)

Post

Ministry/Department
/Institute

Duration

Brief description of nature of |
responsibilities

From

To




4.3. for All-lsland Services only(Insert a question to assess the in-depth knowledge and
mastery in the subject gained through experience.) 3

e.g.
Please describe briefly one of the challenging cases you have dealt with using the knowledge
you have gained through the experience in the subject/fieldrelevant to.......no... (Manx.
150 words)

Please describe an instance where you used your creativity and innovation in dealing with a
case while working in the field of/while in charge of the subject/field relevant
B0t emivesernrsase {Max. 150 words)

Please describe improvements you have brought about ifn...o....... while working in the
field of/in charge of the subject Of v..u.cnneo...... {Max 150 words)

Please describe the regulatory and/or institutional changes you propose to improve the

productivity/effectiveness/efficiency of service delivery in the area Of.......c....... (Max. 150
words)

Please describe changes you propose to the present procedure/process for....cuu..... (Max.
150 words)

Please describe the present trend in the CaSes Of oo (Max. 150 words)

Is there any recent change in the trend of cases............... If so, please give the possible
reasons for this change in the trend?..................(Max. 150 words)

Professional qualifications {Certified copies of the certificates must be attached.)
5.1 Postgraduate qualifications

Postgraduate qualification | Subject | University/Institute | Effective date

5.2 Training

Training Institute/Organization duration




5.3 Language competency

Language Qualification/Institute/Organization | Effective date

5.4 (If applicable) Research, Innovation and inventions

| do certify that the above particulars are true and accurate to the best of my knowledge.

....................................

Signature of the applicant
Certificate of the Head of Department*®

Option | - | certify that the particulars furnished in section 3 of this curriculum vitae are correct as per
the updated records in the personal file of the applicant, that, as at present, no disciplinary action
has been contemplated against applicant™® and, in case the applicant is selected for this post, he/she
can/cannot be released from his/her present post /with replacement/without replacement.

Option If - 1 certify that the particulars furnished in section 3 of this curriculum vitae are correct as
per the updated records in the personal file of the applicant and, in case the applicant is selected for
this post, he/she can/cannot be released from his/her present post /with replacement/without
replacement. | further state that, at present, a preliminary investigation concerning the applicant is
in progress/about to be initiated andthe nature of allegations against /suspected acts of misconduct
of the applicant are as follows.

.................................................................................................................................................................................

.................................................................................................................................................................................

* Strike off the inapplicable statement

Signature of Head of Department



