
 

  

 

 

 
 

Secretaries of all Ministries 

Secretaries of Commissions 

District Secretaries 

Heads of Departments/ Institutions 

  

Calling for Details on Vacancies in the Combined Office Employees' Service 

 

You are kindly requested to prepare the details of the vacancies of the Combined Office 

Employees' Service existed as at 01.03.2025, in a Microsoft Excel spreadsheet in accordance 

with the attached formats and send it to the email address oes.pubad@gmail.com on or before 

06.03.2026. Further, you are informed to send a hard copy of the same certified by the Head of 

the Institution. 

 

02.  The instructions provided for perfecting these formats must be strictly followed and 

Heads of Institutions must ensure that the details entered is accurate and up-to-date. You may 

contact the Office Employees' Service Division at 011-2696211 (Extension: 608) or 011-

2682499 if you need further clarification during the completion of these forms. 

 

04.  Since action will be taken to obtain approval for filling the vacancies in the Office 

Employees' Service upon receipt of these details, you are further informed that measures can 

only be taken to fill vacancies that exist at the institutions which provide accurate details before 

the due date. Your cooperation in this regard is highly appreciated. 

 

Sgd/ N.U. Nishan Mendis  

Director General of Combined Services   
      

          

CS/OES/V1/Cadre 
 

 2026.02.25 



Instructions for the preparation of the List of Vacancies 

 The Microsoft Excel spreadsheet relevant to your institution, containing the form to be 

completed, can be downloaded by accessing the link below or by scanning the QR code.  

 

Link:- https://drive.google.com/drive/folders/1J8mS_0MPoKqy5wvfvjZK__eeCUJWP9si?usp=drive_link ඔබ  

Please provide the accurate name and address of the Ministry / Commission / Department / District 

Secretariat. 
 

 In the case of Ministries that previously functioned as several separate Ministries and now functioning as a 

single Ministry, but the vacancies remain in separate divisions, include the name of the relevant division in 

parentheses at the end of the name of the Ministry. 

Eg: Ministry of Public Administration, Provincial Councils and Local Government (Provincial Councils and 

Local Government Division) 
 

 Enter the accurate contact details of a Staff Officer who can be contacted with regard to the information on 

vacancies of your institution. 

 

 If your institution consists only of a Head Office, accurately enter the details of the vacancies 

pertaining to the said office in Table A and ensure the same details are correctly entered under the 

Head Office category in Table B 
 

Example 01  

 

 

https://drive.google.com/drive/folders/1J8mS_0MPoKqy5wvfvjZK__eeCUJWP9si?usp=drive_link


 If your institution comprises of sub-offices, indicate the total approved cadre, actual staff and total 

number of vacancies existing at the Head Office and all sub-offices in Table A. Clearly indicate the 

accurate distribution of these vacancies across the Head Office and each sub-office in Table B. 

 

 

Example 02  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 District Secretariats are required to include the details of the vacancies pertaining to the Divisional Secretariats 

under their purview and the aggregate figures for the approved cadre, actual staff strength and total vacancies of 

both the District Secretariat and the relevant Divisional Secretariats must be indicated in Table A. 

Example 03 

 

 Rename the perfected Microsoft Excel spreadsheet using the name of your institution and forward it to the email 

address oes.pubad@gmail.com on or before 06.03.2026. 


