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OCEAN UNIVERSITY OF SRI LANKA 

SCHEME OF RECRlJITMENT FOR THE EMPLOYEE CATEGORY 

MANAGEMENT ASSISTANT- NON-TECHNOLOGICAL 

File No: OCU/ l / l / HR/SOR 

MSD File No: .... ... .... ... ...... . ..... . ........... . ....... ... ..... ... . . 

1. Emplovce Category: 

Management Assistant -Non Technological 

2. (a) Broad definition of the nature of functions assigned to the employees of 
the category: 

Functions/Activities of non-technological nature specially assigned by the 
Depmiment/Division Head or higher authorities to facilitate I support I 
supplement the dischargin g of duties by the Managerial, Administrative 
and Executive Grades of the Univers ity. 

(b) Posts falling within this service category: -

Management Assistant 

Book Keeper 

Audit Assistant 

Library Informatio n Assi stant 

Shroff 

(c) Job Description 

Management Assistant 

• ·ro maintain databases of files of the University as instructed by the Head 

of the Department/Division. 

• Preparation of letters, documents, and circulation of documents 

" Preparation of payment vouchers. 

• lvlaintain institute records and Ii le systems in appropriate systematic order 

as per instructions of the superior officers . 

• Maintain a computer database of records. 

• Ensure confidentia lity and security of records and files. 

• Any other duties assigned by the supervisory officer/Vice 
Chance ]]or/Registrar. 

ROSHAN. K. JAYALATH 
Director 

Department of Management Servicec; 
General Treasury 

Colombo - 01 
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Book Keeper 

• Maintain all ledger and other relevant books/documents properly. 

• Assist to Director Finance and superior officers maintain financial regulation of 

the University. 

• Involve with clay to day vvorks assigned. 

• Responsible to follow any relevant duties assigned by the Vice 

Chancellor/Registrar/Director Finance of the University. 

Audit Assistant 

• Assist the immediate head 1n the smooth functioning of the Internal Audit 

Division. 

• P1·eparation of audit reports and submit to relevant authorities. 

c Responsible to follow any relevant duties assigned by the Vice 

Chancellor/Registrar/Senior Assistant Internal Auditor of the University. 

Library Information Assistant 

• Compile records and short and shelve books 

• lssuc and receive library material s 

e Register patron to permit them to borrow books and other library materials 

• J\.1aintnin records of items received, stored, issued and returned and find 

catalogue cards according to system used 

• Provide assistance to the Librarian maintenance of collections of books, 

periodical magazines, newspapers, audiovisual and other material 

• Responsible to follow any relevant duties assigned by the Vice Chancellor/ 

Registrar/Head of the Library of the University 

hroff 

• Responsible for all receipts and payments, of the University. 

• Attending to assigned work relevant to the position. 

• rv1aintain books and ledgers properly. 

• Responsible to follow any relevant duties assigned by the Vice 

Chancellor/Registrar/Director Finance of the University. 

3. Nature of Appointment: 

Permanent with entitlement to Employees ' Provident Fund and Employees' Trust 
Fund 

ROSHAN. K. JAYALATH 
O~ I Director 

Department of Management Servicec; 
General Treasury 

Colombo 01 
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4. Salary Scale, Efficiency Bar and Employment Structure 

4.1 Salary Code and the Monthly Salary Scale of the employee category 

w.e.( Ol.Ol.2016 

U-MN 1-2016 A: Rs.[ 30,725 - 10 x 300 - l l x 355 - 10 x 495 - 10 x 
660 - 49, 180].p.m 

4.2 Structure of grades and the initial salary step applicable to each 

o-rade: b 

Grade 

111 
II 
r 

Relevant Initial Salary Step UMNl 

I st Step 30,725 
12th Step 34,080 
23rd Step 38,125 

f n every Jetter of appointment salary code, salary scale and the structure 

of grades should be mentioned. When promoting from one grade to 

another within each category, it is not necessary to issue a fresh letter of 

appointment and issuing, a Jetter of promotion is sufficient 

4.3 Cadre: 

·-----
Management Assistant 

Book Keeper 

Audit Assistant 

Library Information Assistant 

Shroff 

For the purpose of promotion from grade lo grade w ithin the employee category, all 

grades will be considered to be with .in a combined cadre. The cadre here means the 

approved total cadre for all grades under the employee category. Accordingly, the total 

cadre under the category to be stated here. 

4.4 Efficiency Bar: 

The Efficiency Bar Exarnination is a Written F'.xamination. 

ROSHAN. K. JAYALATH 
Director :_~~.:,_¥~~'.l:l:;;<;i.~11 

rJepartment of Management Service., 
General Treasury 
rolornbo 01. 
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A II employees in this category, 

4.4.1. Should pass the J ~ t Emcicncy Bar Test Yvithin 03 years from the 

date of appointment to the Grade III. 

~ . 

4.4.2. Should pass the 2 Efficiency Bar 'f est within 03 years from the 

date of promotion to the Grade IL 
rd 

4.4.3. Shou ld pass the 3 Effic iency Bar Test \vithin 05 years from the 

date of promotion to the Grade l. 

4.4.4. Relevm1t syllabus is given in the paragraph 7. If an employee fails 

to get through the efficiency bar test during the prescribed period , 

he/she Shall be deal t \Vith in terms of the provis ions of the 

Establishment Code and the Manual of Procedure (MOP) of the 

Inst itute . 

4.4.5. Efficiency Bar Exa minations \Vil! be held once a year or as and 
when necessary. 

4.5 In addition to the above effic iency bar requirements, all empl o::/ees should 
acquire proficiencies and com petenci es \Vhich will be prescribed by the 
Government from time to time. 

5. Recruitment to Management Assistant- Non-Technological Category: 

Management Assistant 

5.l Qualifications: 

External Candidates 

a) Should have passed CJ.C.E. (OIL) examination in six (6) subjects at 

one s itting \Vith credit for four ( 4) subject including: -

1. Sinha la I Tamil 
11. English 
111. Mathematics 

And 

b) Having passed three subjects (other than the general paper) 

at the G.C.E.(A/L) examination 

Director 
Department of Management Service<­

General Treasury 
Colombo - 01 

~I 
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Internal Candidates 

(a) Should have passed C3.C .E. (O/L) Examination in six subjects with 

credit passes in four (4) subjects including 

1. Sinhala/Tamil 

11. English 

n1. Mathematics 

And 

(b) Should have completed at least five (05) years of continuous 

satisfactory service in a primary level (U-PL salary category) permanent 

post under the above employee category. 

Book Keeper 

Audit Assistant 

Shroff 

External Candidates; 

(a) G.C.E.O/L Exami nation in six (06) sub_jects at one sitting with credit passes 

in four Subjects including 

1. Sinhala/Tamil/ 

11. English 

(c) Mathematics 

And 

(b) Having passed three subjects in Commerce Stream (other than the common 

ge neral paper) at G.C.E.A/L Examination. 

In te rnal Candidates; 

Having obtained the qualifications required by the external candidates 

L ibrary Information Assistant 

External Candidates 

). Should have passed G.C.E. (O/L) Examination in s ix subjects at one sitting with 

redit passes in four (4) subjects including 

ROSHAN. K. JAYALATH 
Director 

~ t f1epartment of Management Service' 
General Treasury 

!nlnmhn 01 
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1. Sinhala/Tamil 

ll. 

1 l l. 

English 

lvlathematics 

And 

ROSHAN. K. JAYALAT~ 
Director 

Department of Management Servrcf' 

ru~ General Treasury 
-(i:t:®-1 Colombo - 01 

b. Having passed three subjects in Commeree 8trearn (other than the common 

general paper) at G.C.E.A/L F~xarnination. 

And 

Computer Application Certificate (not Jess than six months duration) 

Internal Candidates; 

a. Should have passed G.C.E. (0/L) Examination in six subjects with credit passes for 

four (4) subjects including 

1. Sinhala/Tamil 

11 . English 

i11. Mathematics 

And 

Should hold a permanent post in a Primary Level carrying a sa lary scale denoted by the 

alary code of UPL & be confirmed in a Primary Level post \Vith five years of 

conti nuous satisfactory service in a Library of a Higher Education lnstitute. 

And 

Computer Application certificate (not less than six months duration) 

~ote : Any period of service prior to being appointed to a permanent post, or any period 

of service to be completed under training as a prerequisite for appointment on a 

ermanent basis to any post should not be counted within the five years of service 

required for qualification as stated above. Any period of service on casual/temporary 

bas is too should not be counted for this purpose. 

.:;_2 Age: Should be not Jess than 18 years and not more than 45 years of age on the 
closing date of applications. The upper age limit will not apply to the 
internal candidates. 

ROSHAN. K. JAYALATH 
Director 

Oepartment of Management )ervice" 
General Treasury 

r:olon-ih0 n·1 
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5.3 Other: 

Every Applicant, 

1. Shou Id be a citizen of Sri Lanka. 

11. Should be physically and mentally fit to discharge the duties of the post 
well and to serve in any pmt of the Island. 

111. Should be of excellent moral character. 

5.4 Recruitment Procedure: 

As determined by the Board of Governors of the University recruitment ·wi ll be 

done after calling applications through a public advertisement or a newspaper 

adve1iisement and on the results of a \\Titten competitive examination and/or a 

structured intervievv conducted by a panel appointed by the appointing authority. 

i) All recruitments to this category and the promotions \Vithin the category 

should be strictly in compliance with the provision of this Scheme of 

Recruitment. 

ii) The Manual of procedures (M.O.P.) of the institution shall be applicable 

to terms of employment after recruitment and all matters pe1taining to 

that. 

ii i) The provision m this Scheme of Recruitment shall supersede the 

provision in the M.O.P. Jn respect of all matters provided in this Scheme 

of Recruitment. 

-.4.1 Written Competitive Exam ination: 

Subjects for the examination are given below: 

• Language Proficiency 

• Aptitude Test /General Kno\.vledge 

• Computer ·rest 

Lanauaoe Proficiencv: 
b b •' 

'J'his paper will consist of questions to test the candidate's ability of 

expression. comprehension, spelling and knc)\vledge in the application of 

simple rules of grammar. 

ROSHAN. K. JAYALATH 
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Aptitude Test and General Kn<nvledge: 

This paper will be designed to test the aptitude and ability of the 

candidate to perform hi s/her official duties and his general knowledge of 

current affairs. 

Computer Test 

This test is to assess the following abilities of the candidate: 

• Basic Concepts of Information 'fechnology. 

• Windows Operating Systems and File rvlanagement 

Candidates should secure at least 40% of the marks for each subj ect and 

an average of at least of 50% of the total marks to pass the recruitment 

examination. The number of external candidates called for the in te rview 

will be based on the merit at the examination. However, all internal 

candidates vvho pass the \Vritten examination will be called for the 

interview. 

5.4.2 Interview: 

Marks allocated for the interview are as follows: 

Relevant experience 

Relevant additional qualifications 

Other achievements 

Performance at the intervievv 

30 Marks 

30 Marks 

15 Marks 

25 rvlarks 

100 Marks 

• If selected through a written competitive examination and a structured 

intcrv ic\.v fin al selection will be in the order of merit based on the 

aggregate of 60% of the marks obtained at the written examination 

and 40% of the marks obtained at the interview. 

• If selected through structured intervievv' - appointments will be made 

purely in the order of merit at the interview. 

ROSHAN. K. JAYALATH 
Director 

11epartment of Management Serv1ce'­
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5.5 All recruitments to this category 'Ni ll be only to Grade 111. Number of 

recruitments to be decided as per number of vacancies within the Category. 

5.6 Qualifying date: 

5.7 

·rhe applicant \;..1ill be treated as qua! ifi ed for application for a post only if he/she 

has completed the necessary qualifications specified under 5.1, 5.2, and 5.3 

before the closing date of applications. 

Confirmatio1~ ~~I 

ROSHAN. K. JAVALATH 
Director 

Oepartment of Management Service< 
General Treasury 
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An external candidate appoi nted to the Gracie JJI of this category will be on 

probation for a period of three years from the date of assumption of duties. lf 

his/her performance and conduct is satisfactory during the period of probation, 

and on completion of the 1st Efficiency Bar Examination he I she wilJ be 

confirmed in the post at the end of the period of probation. The internal 

candidates 'Nho are already confirmed in their qualifying categories will be 

subjected to an acting period of one year. 

5.8. Salary at Recruitment: 

Persons recruited externally will be placed at the initial step of the salary scale. 

The sa lary of persons recruited internally will be determined in terms of the 

provision in Chapter VII of the Establishrncnt Code. 

6. Promotions: 

The promotional procedure, based on performance, \vould be as follo\-vs: 

6.l Promotion from Grade III to Grade II of the categories: 

(a) Pre-requisites 

• Should have been confirmed in the post 
• Should have completed a minimum of 10 years of service in Grade Ill and earned 

ten (I 0) salary increments 

• Showing an average or above average performance, according to the approved 
scheme of performance appraisa.1 dur ing a period of I 0 years preceding the 
promotion. 

ROSHAN. K. JAVALATH 
irector 

~I Department of Management Service<-
General Treasury 
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• Shou Id have completed 05 years of satisfactory service preceding the promotion 
• Should have achieved the necessary leve l of proficiency in a second language. 
• Successful completion of due Efficiency Bars. 

(b) Mode of the Promotion: 

Through the application form s introduced by the University, a request should be made 

by the qua lified employees. Action will be taken to by the appointing authority to 

promote the qualified employees to Cir. IL after verification of qualifications with effect 

from the qualifying date. 

6.2 Grade II to grade I 

(a) . Pre-requisites 

e Shou ld have completed a minimum of I 0 yea rs of service in Grade II and earned 
ten (I 0) salary increments. 

• Should have completed 05 years of satisfac tory service immediately preceding 

the promotion . 

• Showing an average or above average perfo rmance, according to the approved 

scheme of pcrfrirmnncc appraisal during a period of I 0 years preceding the 

promotion. 

Successfu l completion of all due Efficiency Bars. 

). Mode of the Promotion: 

Th rough the applic8tion forms introduced by the University, a request should be made 

by the qualified employees. Action \·vill be taken by th e appointing authority to promote 

d1 qualified employees to Gr. I after verification of qualifications, \Vi th effect from the 

q alifying date. 

1 . Svllabus for Efficiencv Bar Test. 

7.1 The syll abus should be prepared relevant to each post covermg the 

following components. 

7.1.1 First Efficiency Bar Examination (to be completed within 03 

years from the date of appointment to Grade III) 

ROSHAN. K. JAVALATH 
Director --lr~-\t~~:'°liT_ -6-~-.-

Department of Management Servicec; 
General Treasury 

r.olombo - 01 

Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-

Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-



Cand idates should sit a \vrittcn exam ination which shall consist of 

the following subj ects. 

• Ort~ce Systems 
• Accounting Systems 
• Subject Knowledge 

Office Systems: 

A bas ic knowledge of the Office Systems practiced in the organization and the 

candidate's ability to apply such knowledge, as well as bi s abi lity to properly understand 
~ 

official documents and to present hi s/her vie,vs/observations in a specific manner 

thro ugh clear and brief minute, and the abi lity lo draft a .letter in terms of a given order 

will be tested. 

Accounting Systems: 

This paper wil.I be des igned to ga uge the knowledge and understanding of the candidate 

on the basic books of accounts and financial management maintained in a public office. 

Subject knowledge: 

This paper is to test the knmvlcdge of the candidlltc on matte rs relating to the subjects 
assigned to him/her. Candidates should secure a minimum of 40% marks from this 
examination to pass the l st Effic iency bar. 
The candidate should pass thi s efficiency bar examination to be confirmed in the post. 

.1.2 Second Efficiency Bar Examination (to be completed within 03 years from 
the date of promotion to Grade II) 
Candidates should sit a ·written examination vvhich shall consist of the foll owing 
ubjects. 

• Establi shment Procedure 
• Subject knowledge 
• General Paper 

Establishment Procedure: 

This paper will be designed to test the knowledge of the provisions 

of the Establi shment Code and the Manual of Procedure of the 

Institute. 

O~f 

ROSHAN. K. JAYALATH 
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Subject knowledge: 

This will test the knowledge of the employee concerned about the 

procedural and legal amendments made in the relevant field during 

the period of service he/she has been serving, in relation to the 

subjects covered in the first efficiency bar examination and to 

evaluate the proficiency acquired by the candidate through his/her 

experience discharging the official duties. 

General paper: 

·rhis paper \·vi JI consist of two parts: 

1. Reading and understanding a statement 1)r a report of a 
discussion and preparing an article or a report. 

11. Assessment of the candidate's ability in understanding and 
analyzing events in contemporary society. 
Candidates should secure a minimum of 40% marks from this 

nd 
examination to pass the 2 Efficiency bar. 

7.1.3 Third Efficiency Bar Examination (to be completed v'l'ithin 05 

years from the date of the promotion to Grade l) 

Candidate should sit a vvritten examination which shall consist of 
the follovving subjects. 

Subject Knowledge 

Problems relative to the office procedures (MCQ) 

Subject knowledge: 

The above paper will be designed to test the knowledge of the 

employee concerned about the procedural and legal amendments 

made in the relevant field during the period of service he/she has 

been serving, in relation to the sul~jects covered in the first and 

second efficiency bar examination and the skills of the employee 

for innovation relevant to the appointment. 

Problems relative to the Office Procedures (MCQ) 

ROSHAN. K. JAYALATH 
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Candidates should sit for a multiple-choice questions paper on 

action to be taken with regard to problems relating to office 

procedures. 

Candidates should secure a minimum of 40% marks from this 

examination to pass the Jrd Efficiency Bar. 

08. Appointing authority: 

Board of Governors of the Ocean University Sri Lanka. 

09. Definitions: 

09.1 For all purposes arising out of this Scheme of Recruitment "Satisfactory 

period of service" means, a period of service during which all the due saiary 

increments during the period immediately preceding the date ofapplication 

for promotion, have been earned and not subjected to any punishment 

(other than a warning or a severe warning) for any offence committed by 

the employee during the period. 

09.2 "Due Date" means the date on which this Scheme of Recruitment comes in 
to effect. 

Recommended the above Scheme of Recruitment 

©1' 6~ ~ l)_C) 
Signature of the Officer 

Date: ................. . 

ecommended and forwarded for the approval 

(Official Sp}1df. NP Ratnayake 
B'ic (!tuns.). :v1Sc 1Japan). I' ll [) i.lapan ). (l'go.: ll 

Vice Chancellor 

Jcite: .... ~1 J ~1./. ~ 
Ocean U niversit~ of Sri Lanka 
.. Cr w island, Colombo 15. 

Signature <'rt-trn~ect°'*n=¥-4t~bM inistry 

_:Wove Scheme of Recruitment is approved 

te: .. .I .~. { .O.~ .. l ~?'. 1 

(Official Seal) N.a......, Clllllrl•HMlla 

~ 
Director General, 

Hiransa Kaluthantri Department of Management Services. . G 
~ u1rector eneral 

(Official Seal)r)epartment of Management Services 
General Treasury 

Colombo - 01. 
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OCEAN UNIVERSITY OF SRI LANKA 

SCHEME OF RECRUITMENT FOR THE POSTS IN THE EMPLOYEE 
CATEGORY OF "PRIMARY LEVEL" - SKILLED 

F ile No: OCU/1/I/l-IR/SOR 

MSD File No: ........................................ .. .... . ........... . 

0 I. Emplovec Categor-v: 

02. 

Primary Level -Sk ii led 

(a) Broad definition of the nature of functions assigned to the emplovees of the 

category: 

An employee category co111pns111g persons possessing industrial skills 

classified under the National Vocational Qualifications of level 4 by the 

Tertiary and Vocational Education Commission, and performing duties 

relating to providing of basic focilities such as construction, maintenance. 

repairs and lighting etc., required for the implementation of the role and 

functions conferred upon the organization. Persons holding a valid motor 

vehicle driving license issued by the Commissioner General of Motor 

Traffic and attending to duties relating to providing for the transport 

needs of organization too are brought under this category of employees. 

(b) Posts falling within this service categorv: 

• Driver 

• Electrician 

• Plumber 

• Machinist 

(c) Job Description 

Driver 

• Drive vehicles of the University. 
• Maintain a logbook of travelling fuel and lubricants used for 

travel Jing. 
• Avail services during holidays as required by the University. 
• Regular maintenance, cleaning and upkeep of the , University 

vehicles as assigned by the Head of the Division. 
• Attending to annual licensing and insurance of the vehicles 

assigned to him on time. 
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• Defects of the vehicle affecting functionality should be reported to 

the Head of the Division concerned. 

• Adhere to the guidelines issued by the Head of the Division even 
for minor accidents. 

• Should assist in official affriirs when not on \vheel. 
• Any other duty assigned either by the Head of the Division, the 

Registrar or the Vice Chancellor of the University. 

Electrician 

• Repair and do any other work connected to Electricity supply and 

distribution network as directed by the Maintenance 

Officer/Works F:ngineer. 

• Repair of electrical equipment of the Universil)7. 

• Assist in the practical sessions conducted for the students as 

assigned by the Head of the Di vision. 

• Any other duty assigned either by the Head of the Division, the 

Registrar or the Vice Chancellor of the University. 

Plumber 

• Under the guidance and supervision of the \vorks 

Engineer/Maintenance Officer attends to the plumbing repairs of 

the University. 

• Assist in the practical sessions conducted for the students as 

assigned by the Head of the Division. 

• Any other duty assigned either by the lJead of the Division, the 

Registrar or the Vice Chanecl.lor. 

Machinist 

• Maintaining machines and process 

• Handling and moving objects 

• Monitor process, material and surrounding 

• Inspecting Equipment structure or materials 

• Updating and using relevant knowledge 
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• Troubleshooting 

• Quality control analysis 

• Equipment Maintenance 

• Repair ing 

• Assist and fo llow Lecturer/lnstructor/Workshop Engineer 

• Active \learning 

• Any other duty ass igned by the Head of the Division, Registrar, or 

the Vice Chancellor 

3. Nature of Appointment: 

The appointment is Permanent, with entitlement to Employees' Provident Fund 

and Employees' Trust Fund. 

04. Sala1·v Scale, Cadre, Efficiency Bar and Employment Structure. 

4.1 Salary Code and the Monthly SalaQ' Scale of the employee category 

w.efOl.01.2016 

U-PL 3 ·- 20 I 6A - Rs. [29,915 - I Ox270 - I Ox300 - 1 Ox3 55 - 12x385 -

43,785 .]p.m 

4.2 Structure of grades and the initial salary step applicable to each 

grade: 

Grade Relevant Initial Salary Step U-PL 3 - 2016 

------m l st Step 29,915 

11 12th Step 32,915 

l 22nd Step 35,970 

Special 32nd Step 39,550 

:! · ry lette r of appointment salary code, salary scale and the structure of grades should 

:n ntioncd. When promoting from one grade to another within each category, it is not 

- ary to issue a fresh letter of appointment and issuing a letter of promotion 1s 
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4.3 Cadre: 
Driver 
Electrician --
Plumber 
Machini st 

-·----··---

For the purpose of promotion from grade to grade within the employee category, all 

.:o acles will be considered to be \Nithin a combined cadre. The cadre here means the 

approved total cadre for all grades under the employee category. 

4.4 Efficiency Bar: 

The Efficiency Bar Examination 1s a Trade Test and a structured 
interview conducted by a panel 

All employees in this category. 

Sl 

4.4.1. Should pass the 1 Efficiency Bar Test within 03 years from the 

date of appointment to the Grade 111. 
nd 

4.4.2. Should pass the 2 Efficiency Bar Test vvithin 03 years from the 

date of promotion to the Grade II. 

rd 
4.4.3. Should pass the 3 E:: fficiency Bar Test within 03 years from the 

date of promotion to the Grade I. 

4.4.4 Should pass the 4111 Efficiency Bar Test within 05 years from the 

date of promotion to the Specia l Grade. 

4.4.5. Relevant syllabus is given in the paragraph 7. If an employee fa ils 

to get through the efficiency bar test during the prescribed period, 

he/she shall be dealt with in terms of provisions of the 

Establi shment Code and the Manual of Procedure of the Institute. 

4.4.6. Efficiency Bar Examinations will be held once a year or as and 
when necessary. 

add ition to the above effic iency bar requirements, all employees should acquire 

1cicncics and competencies vvhich will be prescribed by the Government from 

to time. 
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05. Recruitment to Skilled Categonr: 

5.1 Qualifications: 

5.1.l Driver: 

External Candidates; 

Educational: -

Having passed six (06) subjects rn G.C.E.(O/L) Examination at least two 02 subjects 

red it passed in maxim urn of two sittings. 

nd 

Having obtained the license issued by the Commissioner General of Motor Traffic for 

driv ing heavy vehicles and minimum of three years experience in driving of the 

obtaining the driving license. 

Internal Candidates; 

Having obtninecl the license issued by the Commissioner General of Motor Traffic for 

dri ving heavy vehicles and minimum of three years experience in driving of the 

obtaining the driving license 

_ ncl 

Completion of minimum of five (05) years sati sfactory serv ice in a post in the category 

primary Semi-Skilled (U PL2) or Primary Unskilled (U PL!). 

~. 1.2 Electrician 

Plumber 

Machinist 

- ternal Candidates; 

Vocational: -

Having obtained a proficiency certificate not bcllov,1 than the National 

Vocational Qualification level four (04) issued by a Technical/Vocational 
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Training Institute accepted by the Tertiary and Vocational Education 
Commission, re levant to the function of each post. 

Internal Candidates; 

a. Having obtained the qualifications required by the external candi.dates above. 

Or 

Employee in Primary Level Semi Skilled (UPL?.) or Unskilled (UPL I) who have 

ompleted a minimum of five (05) years working experience in the relev<rnt field \Vith 

ski ll s not below than the national Vocational Qua lification Level three (3) at a trade 

t. 

Age 

ge should be not less than 18 years and not more than 45 years. ·rhe upper age limit 

·i ll not apply to the internal candidates. 

5.3 Other: 

Eve1:v applicant, 

1. Should be a citizen of Sri Lanka. 

11. Should be physically and mentally fit for the di scharge the duties 
of the post well and to serve in any part of the Island. 

n1. Should be of excellent moral character. 

5.4 Recruitment Procedure: 

_ call ing for applicati ons through a public advert isement or a newspaper advertisement, 

wed by a Practical Trade Test and a structured interview conducted by a panel 

inied by the appointing authority. 

1. All recruitments to thi s category and the promotions within the category 
should be strictly in compliance with the provision of this Scheme of 
Recruitment. 

11 . The Manual of Procedures (M.O.P.) of the institution shall be applicable to 
terms of employment after recruitment and al l matters pertaining to that. 
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111. The provision in this Scheme of Recruitment shall supersede the provision 
in the M.O.P. in respect of all matters provided in thi s Scheme of 
Recruitment. 

5.5 Interview: 

Marking Scheme for a structured intervievv: 

• Relevant add itiona l educational/vocationa l qualifications 20 Marks 
20 l'vfarks 
60 Marks 

• Relevant additional experience 
• Performance at the intervievv 

100 Marks 

Selections will be made purely in the order of merit at the interview and 

the Trade Test 

5.6 All recruitments to sk illed category \\'ill be onl y to Gracie Ill. Number of 

recruitments to be decided as per the number of vacancies within the 

category. 

5. 7 Qualifying date: 

The applicant will be treated as qualified for application for a post only if 

he/she has completed the necessary qualifications specified under 5.1, 5.2 

and 5.3 before the closing date of applica tions. 

5.8 Confirmation 

An external candidate appointed to the Grade Jl1 of this category will be 

on probation for a period of three years from the date of assumption of 

duties. If hi s/her performance and conduct is satisfactory during the 

period of probation, and on completion of the 15t Effici ency Bar 

Examination he/she wi ll be confirmed in the post at the end of the period 

of probation. 'fhe internal candidates already con finned in their posts will 

be subjected to an act ing period of one year. 
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5.9 Salary at Recruitment: 

Persons recruited externally will be placed at the initial step of the sa lary 

scale. The salary of persons recruited internally w ill be determined 111 

terms of the provision in Chapter VJ! of the Establishment Code. 

6. Promotions: 

The promotion procedure based on performance, shall be as follows 

6.1 Promotion from Grade III to Grade II of the category: 

(a) Pre-requisites 

• Should have been confirmed in the post 
• Should have comp.leted a minimum of 10 years of serv ice in Grade 

I I I and earned ten (I 0) salary increments 
• Showing an average or above average performance, according to 

the approved scheme of performance appraisal during a period of 
10 years preceding the promotion. 

• Should have completed 05 years of sa ti sfactory service preceding 
the date of promotion 

• Should have achieved the necessary level of proficiency in a 
second language. 

• Successful completion of due Efficiency Bars. 

(b) Mode of the Promotion: 

'fhrough the application forms introduced by the University, a request 

shou ld be made by the qualified employees. The appointing authority 

after verification of qualifications, will take action to promote the 

qualified employees to Grade IL w ith effect from the date of qualifying. 

- G rade II to I 

P re- requisites 

• Shou ld have completed a minimum of nine (09) years of service in Grade II and 

earned nine (09) salary increments 

hould have completed 05 years of satisfactory service immediately preceding 

he promotion 
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• Showing an average or above average performance, accord ing to the approved 

scheme ofperformance appraisal during a period of nine (09) years preceding the 

promotion. 

• Successful completion of all due [Jficiency Bars. 

b). M ode of the promotion 

Through the app.li cation forms introduced by the University, a request should be made 

_ h qualified employees . 'The appointing authority after verification of qualifications , 

111 take action to promote the qualified employees to Ciradc I, \vith effect from the date 

--qua I ifying. 

G rade I to Special Grade 

Prerequisite 

• Should have completed a minimum of nine (09) years of service in Grade 

I and earned nine(09) salary increments 

" Shou ld have completed 05 years of satisfactory service immediately 

preceding the promotion 

• Showing an average or above average performance, according to the 

approved scheme of performance appraisal during a period of nine (09) 

years preceding the promotion. 

• Successfu l completion of alJ due Efficiency Bars. 

_. ode of the Promotion 

application form s introduced by the employer, a request should be made by 

employees . The appo inting authority after verification of qualifications, 

ion to promote the qualified employees to Special Grade, with effect from 

·-qu Ii _ ing. 

ROSHAN. K. JAYALATH 
Director 

Department of Management Service' 
General Treasury 
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07. Syllabus for the Efficicncv Bar Test. 

7.1 The Syllabus should be prepared relevant to each post covering the following 

components. 

7.1.1 First Efficiency Bar Examination 

To be completed within 03 years from the date of appointment to Grade III 

a. To check \Vhether the employee as relevant to the post, is conversant 
\Vith the role and functions of the institution. 

b. To test the employees' knO\vledge vvith regard to the general office 
procedures and establishment matters as relevant to ~he post. 

c. To test the knowledge, ski !ls and proficiencies relating to the functions 
assigned to the post and employee category . 

. 11 candidates should obtain a minimum of 40% marks at the test to pass the I st 

Efficiency bar. 

The intervie\V panel should consist or 02 Executive Officers from the institute, including 
:J I Officers of the Administration Division and one officer from the relevant 
:Jepartment/Section Candidates should pass this efficiency bar test to be confirmed in 

post. 

- .1.2 Second Efficiency Bar Test 

To be completed within 03 years from the date of promotion to Grade II 

.· To test the knowledge of the employee concerned about the procedural and legal 
innovations in the relevant field during the period of service he/she has been 
serving in relation to the subjects covered in the first efficiency bar examination 
and the skills of the employee on innovations relevant to the appointment. 

To test whether the employee has acquired skills relating to the post in keeping 
with his seniority. 

ndidates should obtain a m1111mum of 40~() marks at the test to pass the 2 nd 

in erview panel should consist of 02 Executive Officers from the institute, including 
offi cer from the Administration Division and one officer of the relevant Department 
101 . 

Third Efficiency Bar Test 

ompleted within 03 years from the date of promotion to Gradel 

omponents under 7.1.2 above to be api:lied as appropriate.) 

ROSHAN. K. JAYALATH 
Director 

Oepartment of Management Service' 
General Treasurv 
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, II candidates should obtain a rn1111murn or 40% marks at the test to pass the yd 

Efficiency bar. 

The interv iew panel should consist of 02 Executive Officers from the institute, including 
one officer from the Administration Divi sion and one officer of the relevant Department 

ection. 

";" .l.4 Forth Efficiency Bar Test 

To be completed within 05 years from the date of promotion to Special Grade 

The components under 7.1 .2 above to be applied as appropriate.) 

All cand idates should obtain a minimum of 40'Yci marks at the test to pass the 4 th 

E 1eiency bar. 

Th in tervie\:>.1 panel should consist of 02 Executive Officers from the-institute, including 
officer from the Administration Di vision and one officer of the relevant Department 

" ion. 

Allocation of Duties: 

tion of duties will not be based on grades. Duties and functions falling within the 
and fu nctions ass igned to the employees of this category, can be assigned to any 

111 any of the grades, based on service requirements, seniority, experience and 

- Ap pointing Authority. The appointing: authority will be the Board of Governors of the 
Ocean Univers ity of Sri Lanka. 

Oft./ 

ROSHAN. K. JAYALATH 
Director 

flepartment of Management Service" 
General Treasu ry 
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10. Definition: 

10.1 For all purposes arising out of this Scheme of Recruitment "Satisfactory 

Period of Service" means, a period of service during which all the due 

salary increments during the period immediately preceding the date of 

application for promotion, have been earned and not subjected to any 

punishment (other than a warning or a severe warning) for any offence 

committed by the employee during the period. 

10 .2 "Due Date" means the date on which this Scheme of Recruitment comes in 

to effect. 

Recommended the above Scheme of Recruitment 

01. ol) • !).O 
Date: ......... ....... . . 

Signature of the 

(OffiqiltidftaN P Ratnayake 
13Si: l Hons.). 'v!Sc I Japan) . Ph[) I Japan). l l\~o.: I) 

Vice Chancellor 

Recommended and forwarded for the approval 
ce&lll U ni\'ersit~ of Sri Lanka 
Crow Island, Colomho 15. 

Date: .. ~ 1 _( . ~ .1./. ~ . 
Signature of the Sel:~Mr-B114R~4u:usll y 

(Official Seal~.H.M. CldtlraDIDClla 
SecteWY 

S1aW M' · of Skills Dev l. 
VocatioU' f.dUCllDl' IJD, blan:b & lnaovacion 

~· 
_ bove Scheme of Recruitment is approved 

e: ... 1.?-. 1 . ~?. 1. 19~. 1 . Director General, 

Department of Management Services 

(Official Seal) 
Hiransa Kaluthantri 

Director General 
Oepartment of Management Services 

General Treasury 
Colombo - 01. 

Department of Manageme 

General Treasury 
Colombo - 01 
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OCEAN UNIVERSITY OF SRI LANKA 

SCHEME OF RECRUITMENT FOR THE POSTS IN THE EMPLOYEE 
CATEGORY OF PRIMARY LEVEL - SEMI-SKILLED 

File No: OCU/1/1/HR/SOR 

:'\lSD File No: ........................................................... . 

1. Emplovee Categorv: 

Primary Level - Semi-Skilled 

(a) Broad definition of the nature of functions assigned to the emplovees of the 
catego1y: 

An employee category compnsmg persons possessing industrial skills 
classified under National Vocational Qualifications ofjevel 2 or level 03 
or, equivalent and performing duties relating to providing of basic 
facilities such as construction, maintenance, repairs etc., required for the 
implementation of the role and functions confimed upon the organization. 

(b) Posts falling within this service categorv: 

• Laboratory Attendant 
• Workshop Attendant 

(c) Job Description 

Laboratory Attendant. 

• Assist in the practical sessmns conducted for the students as 

assigned by the Head of the Department. 

• R.epair, cleaning and maintenance work related to laboratory 

equipment and other such equipment of the University. 

• Any other duty assigned either by the Head of the Department, the 

Registrar or the Vice Chancellor of the University. 

ROSHAN. K. JAYALATH 
Director 

Department of Management ServicP· 
General Treasurv 

Colombo 01 
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Workshop Attendant 

• Undertake functions related to repairs, maintenance and services of 

machines 

• Grease/oil machines (if ner-essary) and clean workshop. 

• Ensure tools/equipment are clean and located in the work 

environment. 

• Perform light labor such as lifling tools and equipment and machines, 

moving furniture, and cleaning 

• Know and follow policies and procedures regarding all building tool 

cupboard keys 

Nature of Appointment: 

Permanent, with entitlement to Employees' Provident Fund and Employees' 

Trust Fund. 

Salarv Scale, Cadre, Efficiencv Bar and Employment Structure. 

4.l Salary Code and the Monthly Salary Scale of the employee category 

vF.ef 01. 01.2016 

U-PL2-2016A - Rs.[28,025-l0x270-l0x300-10x355-12x 

385 - 41,895].p.m 

4.2 Structure of grades and the initial salary steps applicable to each 
grade: 

Grade ! Relevant Initial Salar U-PL 2 - 2016 
HJ 1st Ste 28,025 
II 12th Ste 31,025 
l 34,080 

s ecial 37,660 

In every letter of appointment salary code, salary scale and the structure 

of grades should be mentioned. When promoting from one grade to 

another within each category, it is not necessary to issue a fresh letter of 

appointment and issuing a letter of promotion is sufficient. 

ROSHAN. K. JAYALATt1 
Director 

Department of Management Serv1cf?' 
Genera[ Treaslllry 

(ofo'mEro - 0'1 
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4.3 Cadre: 

Laboratory Attendant 

Workshop Attendant 

For the purpose of promotion from grade to grade within the employee 

category, all grades will be considered to be within ~! combined cadre. 

The cadre here means the approved total cadre for all grades under the 

employee category. 

4.4 Efficiency .Bar: 

The Efficiency Bar test is a structured interview conducted by a panel 

appointed by the appointing authority. 

All employees in this category, 

4.4.l 

4.4.2 

4.4.3 

4.4.4 

4.4.5 

Should pass the I st Efficiency Bar Test within 03 years from the date 
of appointment to the Grade III. 

Should pass the 2nd Efficiency Bar Test within 03 years from the date 
of promotion to the Grade II. ~ 

o~ ~ 
Should pa~s the 3rd I~!'ficiency Bar Test \Vithin ~years fron the date 
of promotion to the (jrade I. 

Should pass the 4 th Efficiency Bar Test within 05 years from the 
date of promotion to the special Grade. 

Relevant syllabus is given in the paragraph 7. If an employee fails to 
get through the efficiency bar test during the prescribed period, 
he/she shall be dealt with in terms of the provisions of the 
Establishment Code and the Manual of Procedure of the Institute. 

4.4.6 Efficiency Bar Examinations will be held once a year, or as and 
when necessary. 

ition to the above efficiency bar requirements, all employees should acquire 
1 iencies and competencies which will be prescribed by the Govenunent from 
to time. 

ROSHAN. K. JAVALATH 
Director 

Department of Managemeri< )e r111c P ' 

Gen ral Treasur·,, 
r.nlomhn rvi 
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4.3 Cadre: 

Laboratory Attendant 

Workshop Attendant 

For the purpose of promotion from grade to grade within the employee 

category, all grades will be considered to be within a combined cadre. 

The cadre here means the approved total cadre for all grades under the 

employee category. 

4.4 Efficiency Bar: 

The Efficiency Bar test is a structured interview conducted by a pand 

appointed by the appointing authority. 

All employees in this category, 

4.4.l 

4.4.2 

4.4.3 

4.4.4 

4.4.5 

Should pass the l st Efficiencv Bar Test within 03 vears from the date - -
of appointment to the Grade III. 

Should pass the 2nd Efficiency Bar Test within 03 years from the date 
of promotion to the Grade IL ~-

o~ ~ . 
Should pass the 3rd Efficiency Bar Test \Vithin ~years fron the date 
of promotion to the Grade r. 

Should pass the 4th Efficiency Bar Test within 05 years from the 
date of promotion to the special Grade. 

Relevant syllabus is given in the paragraph 7. If an employee fails to 
get through the efficiency bar test during the prescribed period, 
he/she shall be dealt with in terms of the provisions of the 
Establishment Code and the Manual of Procedure of the Institute. 

4.4.6 Efficiency Bar Examinations will be held once a year, or as and 
when necessary. 

addition to the above efficiency bar requirements, all employees should acquire 
oficiencies and competencies which will be prescribed by the Government from 
1e to time. 

O~I 

ROSHAN. K. JAYALATH 
Director 

Department of Managemen< ~E~ rv1 CP ' 

Gen ral Treasur·,, 
r.olomhn rvi 
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05. Recruitment to Semi-Skilled Categon·: 

5.1 Qualifications: 

5.1.1 Laboratory Attendant/Workshop Attendant 

Age: 

Other: 

External Candidates: -

Having obtained a proficiency certificate not below than 

the National Vocational Qualification Level 03 issued by a 

Technical Vocational Training Institute accepted by the 
Tertiary and Vocational .Education Commission. 

Internal Candidates: 

. 
\ Having obtained the qualification requifed by the external 

candidates above 

Or 

ii. Employees at Primary Level Unskilled who have 

completed a minimum of five (05) years working 

experience in the relevant field with skills not 

bellow than the National Vocational Qualification 

Level 03 proven at a trade test. 

Age should be not less than 18 years and not more than 45 years. The 
upper age limit will not apply to the internal candidates. 

EvelJ' applicant, 

iv. Should be a citizen of Sri Lanka. 

v. Should be physically and mentally fit to discharge the duties of the 
post well and to serve in any part of the Island. 

v1. Should be of excellent moral character. 

0:2.1 

ROSHAN. K. JAYALATH 
Director 

Department of Management Servicec; 
General Treasury 

Colombo 01 
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5.4 Recruitment Procedure: 

-.s 

By calling applications through a public advertisement or a newspaper 

advertisement, fo!Jowed by a structured interview conducted by an interviev.r 

panel appointed by the appointing authority. 

1. All recruitments to this category and the promotions within the category 
should be strictly in compliance with the provision of this Scheme of 
Recruitment. 

ii. The Manual of Procedures (M.O.P.) of the institution shall be applicable 
in terms of employment after recruitment and all matters pertaining to 
that. 

111. The prov1s1on in this Scheme of Recruitment shall supersede the 
provision in the M.O.P. In respect of all matters provided in this Scheme 
of Recruitment. 

Interview: 

Marking Scheme for a structured interview: 

Relevant additional educational/vocational qualifications 
Relevant additional experience 
Performance at the interview 

All recruitments to semiskilled category will be to Grade I1L Number of 
recruitments to be decided as per the number of vacancies within the category. 

Qualifying date: 

The applicant will be treated as qualified for application for a post only if 

he/she has completed the necessary qualifications specified under 5.1, 5.2 and 

5.3 before the closing elate of applications. 

Confirmation 

An external candidate appointed to the Grade III of this category will be on 

probation for a period of three years from the date of assumption of duties. If 

his/her performance and conduct is satisfactory during the period ofprobation, 

and on completion of the J st Efficiency Bar Test he/she will be confirmed in 

ROSHAN. K. JAYALATH 
Director 

Department of Management Service' 
General Treasury 

Colombo - 01 
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the post at the end of the period of probation. The internal candidates already 
confirmed in their posts will be subject to an acting period of one year. 

5.8 Salary at Recruitment: 

Persons recruited externally will be placed at the initial step of the salary scale. 

The salary of persons recruited internally will be determined in terms of the 
provision in Chapter VII of the Establishment Code. 

6. Promotions: 

The promotional procedure, based on performance shall be as follows; 

6.1 Promotion from Grade Ill to Grade II of the categorv: 

(a) Prerequisites 

Should have been confirmed in the post 
• Should have completed a minimum of 10 years of service in 

Grade III and earned ten (10) salary increments 
• Showing an average or above average performance, 

according to the approved scheme of perfonnance appraisal 
during a period of 10 years preceding the promotion. 

• Should have completed 05 years of satisfactory service 
preceding the promotion 

• Should have achieved the necessary level of proficiency in a 
second langua ge. 

• Successful completion of due Efficiency Bars . 

(b) Mode of the Promotion: 

Through the application form s introduced by the 
University, a request should be made by the qualified 

employees. The appointing authority after verification of 
qualifications, will take action to promote the qualified 

employees to Grade II, with effect from the date of 
qualifying. 

ROSHAN. K. JAYALATH 
irector 

Department of Management Service <­
General Treasury 

Colombo - OJ 
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6.2 Grade II to Grade I 

(a) Prerequisites 

• Should have completed a minimum of nine (09) years of service 
in Grade II and earned nine (09) salary increments 

• Should have completed 05 years of satisfactory service 
immediately preceding the promotion 

• Showing an average or above average performance, according to 
the approved scheme of performance appraisal during a period of 
nine (09) years precedi11g the promotion. 

• Successful completion of due Efficiency Bars 

(b) Mode of the Promotion: 

'T'hrough the application forms introduced by the Un iversity, a request should be 
made by the qualified employees. The appointing authority after verification of 
qualifications, will take action to promote the qualified employees to Grade 1, 
with effect from the date of qualifying.Successful completion of all due 
Efficiency Bars . 

.3 Grade I to Special Grade 

(a) Prerequisites 

• Shou Id have completed a minimum of nine (09) years of service in 
Grade l and earned nine (09) salary increments 

• Should have completed 05 years of satisfactory service 
immediately preceding the promotion 

• Showing an average or above average performance, according to 
the approved scheme of performance appraisal during a period of 
nine (09) years preceding the promotion. 

• Successful completion of all due Efficiency Bars. 

Mode of the Promotion: 

Through the application forms introduced by the University. a request 

should be made by the qualified employees. The appointing authority 

after verification of qualifications, will take action to promote the 

qualified employees to special Grade, with effect from the date of 
qualifying. 

ROSHAN. K. JAYALATii 
O~ I Director 

Department o Management Service~ 

General Treasury 
Colombo- 01 
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07. Syllabus for the Efficiency bar Test: 

7.1 The syllabus should be prepared relevant to each post covering the 
following components. 

7.1.1 First Efficiency Bar Examination (to be completed within 03 
years from the date of appointment to Grade III) 

a. To check whether the employee as relevant to the post, is 
conversant with the role and functions of the institute. 

b. To test the employee's knowledge with regard to the general 
office procedures and establishment matter~· as relevant to the 
post. 

c. To test the knowledge, skills and proficiencies relating to the 
functions assigned to the post and employee c ategory . 

• II candidates should obtain a mmnnum of 40% marks at the test to pass the l st 

:=: 1ciency bar. 

-:he interview panel should consist of 02 Executive Officers from the institute. including 
1 officer from the Administration Division and one officer of the relevant 

artment/Section. 

ndidates should pass this efficiency bar test to be confirmed in the post. 

- .1.2 Second Efficiency Bar Test 
o be completed within 03 years from the date of promotion to Grade 11) 

•!• To test the knowledge of the employee concerned about the 

procedural and legal innovations in the relevant field during the 

period of service he/she has been serving in relation to the subjects 

covered in the first efficiency bar examination and the skills of the 

employee on innovations relevant to the appointment. 

•!• To test whether the employee has acquired skills relating to the 

post in keeping with his seniority. 

andidates should obtain a minimum of 40% marks at the test to pass the 2°c1 

iency bar. 

ROSHAN. K. JAYALATHl--+-~~=r=~r-~ 
Director O?. I 

Department of Management Service<; 
General Treasury 

Colombo-01 

Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-

Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-Gazette.lk-



The interview panel should consist of 02 Executive Officers from the institute, including 

one officer from the Administration Division and one officer of the relevant 

Department/Section. 
ROSHAN. K. JAYALATH 

Director 
Department of Management Services 

7.1.3 Third Efficiency Bar Test~ General Treasury 
o~ _ , 0'2.\ Colombo - 01 

(To be completed within O'S. years from t e date of promotion to Grade l) 

The components under 7 .1.2 above to be applied as appropriate. 

11 candidates should obtain a minimum of 40% marks at the test to pass the yd 

Efficiency bar. 

The interview panel should consist of 02 Executive Officers from the- institute, including 

one officer from the Administration Division and one officer of the relevant 

epartment/Section. 

- • I+ 
·.Forth Efficiency Bar Test 

ROSHAN. K. JAYALATH 
Director 

Department of Management Services 
General Treasury 

Colombo-01 

T o be completed within 05 years from the date of promotion to Special Grade) 

The components under 7.1.2 above to be applied as appropriate. 

- II candidates should obtain a minimum of 40%, marks at the test to pass the 4111 

= 1cicncy bar. 

-;tie interview panel should consist of 02 Executive Officers from the institute, including 

e officer from the Administration Division and one officer of the relevant 

pattment/Section. 

ROSHAN. K. JAYALATH 
Director 

Department of Management Serv1CP' 
General Treasur 

• olrin1hn n-J 
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.(c) The test wjl) be COJ:Jdncted 2J:JJ:J'la lly for the employees who achieve al;Jgve 

, average level of performai:ice. 

Allocation of duties: 

ROSHAN. K. JAYALATtl ~ 
Director · 

Department of Management Services 
General Treasury 

Colombo - 01 

Allocation of duties will not be based on grades. Duties and functions falling within 

the duties and functions assigned to the employees of this category, can be assigned 

to any person in any of the grades, based on service requirements, seniority, 

experience and merit. 

Appointing authority. 

Appointing Authority will be the Board of Governors of the Ocean University. 

Definition: 

For all purposes arising out of this Scheme of Recruitment "Satisfactory 
Period of Service" means, a period of service during which all the due 
salary increments during the period immediately preceding the date of 
application for promotion, have been earned and not subjected to any 
punishment (other than a warning or a severe warning) for any offence 
committed by the employee during the period. 

"Due Date" means the date on which this Scheme of Recruitment comes in 

to effect. 

ecommended the above Scheme of Recruitment 

Signature of the Chief Execute Officer 

om mended and forwarded for the approval 

. P.rof. NP Ratnayake 
(OfficJ~J l~~~V i . 'v!Sc 1 Ja pan I. Ph[) (Japan). (Cgo.:ll 

Vice Chancellor 
Ocean Uniwrsity of Sri Lanka 

Crow Island, Colombo 15. 

: .. ... ~ ~- .l. .~'l .r ~ 
Signature of the S'ei~tm'ft~Re-Mi~..u· 

ve Scheme of Recruitment is approved 

: . . . . 1.?-. J .q .? . } .·?!?? I 

(Official Seal) N.H.M. Cbitnaa•llll 
Secretary 

~ 
State Ministry of Skills Dev·~pmmt, 

Vocational Education, Researdl & lnno 

Director General, 

Department of Management Serviceff iransa Kaluthantri 
(Official Seal) Director General 

r)epartment of Management Services 
General Treasury 

Colombo - 01. 
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OCEAN UNIVERSITY OF SRI LANKA 

SCHEME OF RECRUITMENT FOR THE POSTS IN THE EMPLOYEE 
CATEGORY OJ<' "PRIMARY LEVEL" - UNSKILLED 

File No: OCU/1/1/HR/SOR 

:\lSD File No: .. ............... . ...... . . . .. . ............ .... ....... .. ... . 

1. Emplovee Categorv: 

Primary Level - Unskilled 

(a) Broad definition of the nature of functions assigned to the employees 
of the category: 

The common basic functions that can be performed by unskilled persons 

who do not possess any defined industrial skills, i~quircd for the 
achievement of objectives and carrying out of activities by the University. 

This category of employees is a multi-functional category and any 
defined functions among such basic functions can be assigned by the 
Appointing Authority/Vice Chancellor/Registrar!Head of the Division to 
the holders of posts in this category. 

(b) Posts falling within this service category: 

• Office Aide 
• Library Attendant 
• Labourer 

(c) Job Description 

Office Aide. 

• Collect and delivery in~ernal mail and maintain a relevant register. 

• Keep the office clean and orderly. 

• Assist the management assistants to locate field documents. 

• Cleaning and Maintenance of common buildings and grounds 

together with other similar grades. 

• Any other work assigned by the Head of the Division, Registrar or 

the Vice Chancellor of the University. 

ROSHAN. K. JAYALATH 
Director 

Department of Management Service<­
General Treasury 

Colombo 01 
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Library Attendant 

• Shelving and display of books, periodicals, Newspapers and new arrivals, 

documents in other media, if a'1y. 

• Processing of books, periodicals, newspapers and documents in other 
media: Depending on the requirement stamping, pasting book label, book 

pucker, book tags, due date ship and spine tags, if any. 

• Shifting of books and periodicals, and documents in other media from 

respective section to the stacks and other places; 

• Dusting of books, periodicals, documents in other media, shelves, chairs, 

tables, and etc . Arrangement of chairs, tables in respective units, sections 

in the library; 

• Assisting users in searching of book. Periodicals and documents in other 

media and finding/tracing of misplaces books and periodicals and etc. 

• Maintenance the main counter and other areas of the library in good 
order; 

• Searching out the damaged books and periodicals mending them and 
preparing them for binding; 

• Any other duty assigned by the Head of Department/Division or Registrar 
or Vice Chancellor. ROSHAN. K. JAYALATH 

Director 
Labour~, Oepartment of Management Services 

~ ~' General Treasury 

Cl . d . . . h Grolombod- m 1. 1'fi k. • eanmg an mamtammg t e .1arcten an de ivery o · ice wor mg areas. 

• Provision of janitorial services in the major responsibility of labourers 

• Responsible to follow any relevant duties assigned by the higher 

authorities. 

• Any other duty assigned either by the Head of the Department, the 

Registrar or the Vice Chancellor of the University. 

• ~ature of Appointment: 

is position is Permanent. \vith entitlement to Employees ' Provident Fund and 

Employees' T rust Fund. 

ROSHAN. K. JAYALATH 
Director 

Department of M;inagement Ser-11n:>< 

General Treasur\, 
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04. Salarv Scale, Cadre, Efficiency Bar and Employment Structure. 

4.1 Salary Code and the Monthly Salary Scale of the employee category 

w.efOl .01.2016 

U-PL1-2016A - Rs.[27,025-10x250-10x270-10x300-12x355-

39,485] p.m. 

4.2 Structure of grades and the initial salary step applicable to each grade: 

Grade Relevant lnitial Salary U-PLl-2016 
Ste 

III 27,025 
II 29,795 
T 32,525 

S )ecial 35,580 

In every letter of appointment salary code, salary scale and the structure of grades should 

mentioned. When promoting from one grade to another within each category, it is not 

n cessary to issue a fresh letter of appointment and issuing a letter of promotion is 

ffic ient. 

4.3 Cadre: 

Office Aide 
Librar 1 Attendant 
Labourer 

For the purpose of promotion from grade to grade within the employee 

category, all grades will be considered to be within a combined cadre. 

The cadre here means the approved total cadre for all grades under the 

employee category. 

4.4 Efficiency Bar: 

'Ihe Efficiency Bar Test is a structured interview conducted by a panel 

appointed by the appointing authority. 

All employees in this category, 

4.4.1 Should pass the JS1 Efficiency Bar Test within 03 years from the 
date of appointment to the Grade Ill. 

ROSHAN. K. JA'l 
Director 

Department of Management 
General Treasury 

colombo - 01 
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4.4.2 

4.4.3 

4.4.4 

4.4.5 

Should pass the 211
d Efficiency Bar Test within 03 years from the 

date of promotion to the Grade II. ~ _ 

03. ,~~ 
Should pass the 3rd Efficiency Bar Test within~ years horn the 
date of promotion to the Grade I. 
Should pass the 4th Efficiency Bar Test within 05 years from the 
date of promotion to the Special Grade. 

Relevant syllabus is given in the paragraph 7. If an employee 
fails to get through the efficiency bar test during the prescribed 
period, he/she shall be dealt with in terms of the provisions of the 
Establishment Code and the Manual of Procedure of the Institute. 

4.4.6 Efficiency Bar Examinations vvill be held once a year, or as and 
when necessary. 

4.5 ln addition to the above efficiency bar requirements, all employees 
should acquire proficiencies and competencies - which will be 
prescribed by the Government from time to time. 

Recruitment to Unskilled Category: 

5.1 Qualifications: 

- ) :"),_ 

Office Aide 

Library Attendant: 

External 

Educational: Should have passed the G.C.E. (O/L) Examination in six 

subjects with at least two credit passes in not more than 

two sittings. 

Labourer: 

Sat for the G.C.E.(O/L) Examination 

Age: 

Age should be not less than 18 years and not more than 45 years. The 

upper age limit will not apply to the internal candidates. 

0121 

ROSHAN. K. JAYALATH 
Director 

Department of Management ~erv1ce c; 

eneral Treasurv 
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5.3 Other: 

Every applicant, 

I. Shou Id be a citizen of Sri Lanka. 
2. Should be physically and mentally fit to discharge the duties of the 

post well and to serve in any part of the Island. 
3. Should be of exceIJent moral character. 

5.4 Recruitment Procedure: 

By calling applications through a public advertisement or a newspaper advertisement 

fo llowed by a structured interview. 

5.5 Interview: 

Marking Scheme for the structured intervie\v: 

Relevant additional educational/vocational qualifications 
Relevant additional experience 
Performance at the interview 

- 20 Marks 
- 20 Marks 
- 60 Marks 

lOOMarks 
===== 

Selections \Viii be made purely in the order of merit of the structured 

Interview. 

5.6 All recruitments to the unskilled category will be to Grade Ill. Number of 

recruitments to be decided as per the number of vacancies within the 

category. 

5.7 Qualifying date: 

The applicant will be treated as qualified for application for a post only if 

he/she has completed the necessary qualifications specified under 5. I, 5 .2 

and 5.3 before the closing date of applications. 

5.8 Confirmation 
An employee who is appointed to the Grade III of this category will be on 

probation for a period of three years from the date of assumption of 

duties. If his/her performance and conduct is satisfactory during the 

ROSHAN. K. JAYALAT 
O~I Director 

Department of Management e'V11 

General Treas h 
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period of probation, and on completion of the 1st Efficiency bar test 

he/she will be confirmed in the post at the end of the period of probation. 

5.9 Salary at Recruitment: 
Persons recruited to the Grade Ill of this Category will be placed at the 

initial step of the salary sea le. 

6. Promotions: 

The promotional procedure based on performance, shall be as follows 

6.1 Promotion from Grade III to grade lI of the category: 

). Pre-requisites 

• Should have been confirmed in the post 

• Should have completed a minimum of ten (I 0) years of service in Grade III and 
earned ten (I 0) salary increments 

• Showing an average or above average performance, according to the approved 
scheme of performance appraisal during a period of ten ( 1 0) years preceding the 
promotion. 

• Should have completed 05 years of satisfactory service preceding the promotion 

• Should have achieved the necessary level of proficiency in second language. 

• Successful completion of due Efficiency Bars within due dates. 

- Yfode of the Promotion: 

Through the application forms introduced by the University, a request should be 

made by the qualified employees. The appointing authority after verification of 

qualifications, will take action to promote the qualified employees to Grade 11, 

with effect from the date of qualifying. 

O?-\ 

ROSHAN. K. JAVALATH 
Director 
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6.2 Grade II to Grade I 

(a). Pre-requisites 

• Should have completed a m1111mum of nine (09) years of service m 
Grade IT and earned nine (09) salary increments 

• Should have completed 05 years of satisfactory service immediately 
preceding the promotion 

• Showing an average or above average performance, according to the 
approved scheme of perform:mce appraisal during a period of nine (09) 
years preceding the promotion. 

• Successful completion of aJl due Efficiency Bars. 

(b ). Mode of the Promotion: 

Through the application forms introduced by the University, a request should be made 

~' the qualified employees. The appointing authority after verification of qualifications, 

will take action to promote the qualified employees to Grade I, with effect from the date 

o qualifying . 

.3 Grade 1 to Special Grade 

(a) Pre-requisites 

(d) Should have completed a m1111mum of nine (09) years of service m 
Grade I and earned nine (09) salary increments 

(e) Should have completed 05 years of satisfactory service immediately 
preceding the promotion 

(!) Showing an average or above average performance, according to the 
approved scheme of performance appraisal during a period of nine (09) 
years preceding the promotion. 

(g) Successful completion of al I due Efficiency Bars. 

b). Mode of the Promotion: 

gh the application forms introduced by the University, a request should be made 

qualified employees. The appointing authority aller verification of qualifications, 

ke action to promote the qualified emp.loyees to special Grade, vvith effect from 

te of qualifying. 

ROSHAN. K. JAY. JH 
Director 

Department of Management Serv1cp 
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07. Syllabus for the Efficiency bar Test: 

7.l The syllabus should be prepared relevant to each post covering the 
following components. 

7.l.l First Efficiency Bar Examination 

(to be completed within 03 years from the date of appointment to Grade 
UI) 

a. To check whether the employee as relevant to the post, is conversant with 
the role and functions of the institute. 

b. To test the employee's knowledge with regard to the general office 
procedures and establishment matters as relevant to the post. 

c. To test the knowledge, skills and proficiencies relating to the functions 
assigned to the post and employee category. -

All candidates should obtain a minimum of 40% marks at the test to 

pass the l st Efficiency bar. 

·rhe interview panel should consist of 02 Executive Officers from 
the institute. including 01 officer from the Administrat ion Division 
and one officer of the relevant Department/Section 

Candidates should pass this efficiency bar test to be confirmed in 
the post. 

7.1.2 Second Efficiency Bar Test 

(to be completed within 03 years from the date of promotion to Grade 11) 

This will test the knowledge of the employee concerned about the 
procedural and legal innovations in the relevant field during the period of 
service he/she has been serving in relation to the subjects covered in the 
first efficiency bar examination and the skills of the employee on 
innovations relevant to the functions assigned to the post held by the 
employee. 

All candidates should obtain a minimum of 40% marks at the test to pass 
the 2nd Efficiency bar. 

The interview panel should consist of 02 Executive Officers from the 

institute, including one officer from the Administration Division and one 

officer of the relevant Department/Section. 

ROSHA 
Director 

t f Management Sf!rv1cE> 
oepartmen o 

General Treasur1i 
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ROSHAN. K. JAYALATH 
Director 

Department of Management Services 
General Treasury 

7.1.3 Third Efficiency Bar Test~ Colombo - 01 
0:3 ~,~~\ 

(to be completed within Q-5" years from the date of promotion to Grade I) 

The components under 7.1.2 above to be applied as appropriate. 

All candidates should obtain a minimum of 40% marks at the test to pass 

the 3rct Efficiency bar. 

The interview panel should consist of 02 Executive Officers from the 

institute, including one officer from the Administration Division and one 

officer of the relevant Depattment/Section. 

7.1.4 Fourth Efficiency Bar Test 

(to be completed within 05 years from the date of promotion to special Grade) 

The components under 7. l.2 above to be applied as appropriate. All candidates should 
obtain a minimum of 40% marks at the test to pass the 4th Efficiency Bar. The interview 
panel should consist of 02 Executive Officers from the institute, including one officer 
from the Administration Division and one officer of the relevant Department/Section. 

08. Allocation of duties: 

Allocation of duties will not be based on grades. Duties and functions falling 

vvithin the duties and functions assigned to the employees of this category, can 

be assigned to any person in any of the grades, based on service requirements, 

seniority, experience and merit. 

ROSHAN. K. JAYALATH 
Director 

Department of Management Service' 
General Treasurv 
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ROSHAN. K. JAYALATH 
Director 

Department of Management Servicec; 

_ ~ General Treasury 
09. Appointing authority. ~\'>")..\ r:olombo - 01 

Appointing authority will be the Board ofGoverm~ of Ocean University of Sri Lanka. 

10. Definition: 

10.1 For all purposes arising out of this Scheme of Recruitment "Satisfactory 

Period of Service" means, a period of service during which all the due 

salary increments during the period immediately preceding th e date of 

application for promotion, have been earned and not subjected to any 

punishment (other than a warning or a severe warning) for any offence 

committed by the employee during the period. 

10.2 "Due Date" means the date on which this Scheme of Recruitment comes in 

to effect. 

Recommended the above Scheme of Recruitment 

Date: . . C!.7.'. ~ .' -~-~ .... 
Signature of the Chief Execute Officer 

(Official Pltt)J. NP Ratnayake 
Recommended and forwarded for the approval l3S.: (I-Ions.). '.'v!S L· 1J apa11). I' ll[) 1Japa11). (Cgo.:l l 

Vice Chan cello r 

Date: ... ...... ~- .r.~ 1 I ~ 
Above Scheme of Recruitment is approved 

Date: .. . 1 ?:.{.'?.~ . l 1!??.! . 

Signature 

Ocean University of Sri Lan ka 
C rO\>'. lslu.n.d, .Colombo 15. 

e Secretary -s.t.. tlie Mm1stry 

(Official Seal) . .M. C ih'aataacra 
Secretary 

State Mini try of Skills Development, 

~-
' · ·: ~·;, , 11.1! Fdt11:a llllll . Kt'"t'ard1 & Innovation 

Director General , 

Department of Management Services 

(Official Seal) · 
Htransa Kaluthantri 

Director General 
IJepartment of Management Services 

General Treasury 
Colombo - 01 
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