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Human Rights Commission of Sri Lanka

SCHEME OF RECRUITMENT FOR THE POSTS TN THE EMPLOYEE CATEGORY OF
..ruNIOR MANAGER "

File No: HRC/DVAD/48(lII)

MSD Fire No, . . P-lYis .1., q+ q..y q L-'J.i

ar' 01. Employee Categorv: Junior Manager

02. (a) Broad definition ofthe nature offunctions assigned to the employees ofthe
categorY:

Administrative, Personnel Management, Financial Management Activities, and other similar activities post

d ol specifically delegated in a manner supplementary to and laCilitating the discharging of duties by the Managers

;r"j ffi1"il]:r 
Managers of the Organization, subject to the supervision / directions by the Managers / Senior

(b) Posts falling within this service categorv :

Administrative Officer
Accounts Officer
Librarian

'.n'na Training & Education Officer
" Senior Investigation Officer
:i

n ofSri t (c) Job Description

Administrative Offi cer :

Provide effective management on the fbllowing :

o Human resources managemont
o Organize training programmes for the staff
o Oftrceadministration
o O1fice infrastructure including equipment
o TransPort
o Office security
o Any other work related to the HRCSL activities

Accounts Officer :

o Maintaining financial records

o Ensures proper maintenance olfixed assets

o Monitors receipts & PaYments
o Any other work related to the HRCSL activities

' Librarian :

o Provide information to the staff and to the public approved by the Management

o Collect all HRCSL publications and other related information

o Proper functioning the library
o Any other work related to the FIRCSL activities

Senior Investigation Officer :

o Hearing complainants, conducting investigations and when permitted inquiries, engage in

hotline duty, assists human rights programmes.

o Visit Police Stations and places of detenti6n, examine conditions under which persons are

cletained or held in custody and submit reports with recommendations if any

o Coordinate and supervise the investigation functions in the Regional Offices

o Any other work related to the HRCSL activities

' Training & Education Officer :

o Formulation and conduct of human Rights training and education / awareness programmes

o Liaises with institutions and NGOs assists in the formulation/ conducting of such

programmes

o Stands responsible for all logistical arrangements relating to the conduct of sLrch

4 Programmes
/l o Anv other work related to the FIRCSL, activitiesfftttl-. ' , ^



03. Nature of Appointment:

Permanent with entitlement to Employees' Provident Fund and Empioyees' Trust Funrl.

04. ' Salary Scale. Efficiency Bar and Employment Structure

4.1 Salary Code and the Monthly Salary Scale of the employee category
JM l-l -2016 - Rs. [42,600 - 10x755 - t8x 1,135-70,5801

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

Relevant Initial Salary Step

Grade Salary Step JM 1-l - 2016

II I st Steo 42,600

l2th Step <1 1A<

(*Only the respective salary code and the salarJ, scale approved by the DG MSD to be stated.)

However till 01.01.2020 remunerationfor all the recruitments and promotions should be in line with the
schedule II of the MSD Circular No. 02/2016.

In every letter ofappointment salary code, salary scale and the structure ofgrades 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 suficient.

Cadre :

Administrative Officer - 0l
Accounts Officer - 0l
Librarian - 0l
Training & Education Officer - 0l
Senior Investigation Officer - 05

For the purpose of pronotion 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 Examination is a Written Examination.

All employees in this category,

4.4.1 shouid pass the lst Efficiency Bar Test within 03 years from the date o1'appointrnent to Grade II

' 4.4.2 should pass the 2nd Efficiency Bar Test within 05 years ftom the date olpromotion to Grade I

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

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

4.5 In addjtion to the above efficiency bar requirements, all employees should acquire proficiencies ancl
competencies which will be prescribed by the Government from time to time.

05. Recruitment to Junior Manager Category:

5.1 Qualifications:
5.1.1 External Candidates : (I or 2 below)

(i) Administrative Officer

l. A Degree in recognized by UGC in a Social Science/Management/Human Resource
Management or relevant field for the post.

2. Having passed the lntermediate llxamination of a recognized professionai Chartered
Institute, ofwhich the subject area is relevant to the post.

4.3
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(ii) Accounts Officer

l. A Degree recognized by UGC in Accounts/Commerce/Business Management or relevant

field for the post.

2. Ilaving passed the lntermediate Examination of a recognized professional Chartered

Institute, ofwhich the subject area is relevant to the post.

(iii) Librarian

l. A Degree recognized by UGC in Library Science'

2. Flaving passed the Intermediate Examination ofa recognized professional Chartered

Institute, ofwhich the sub.iect area is relevant to the post'

(iv) Training & Education Officer

1. A Degree recognized by UGC in a Social Science or relevant field for the post.

Z. Flaving passed the Intermediate Examination ofa recognized professional Chartered

Institute, ofwhich the subject area is relevant to the post

(v) Senior Investigation Officer

ilhen 
l. A Degree recognizedby UCC in a LawlSocial Science or any other relevant field forthe

post or qualified as Attorney at Law
er ol 

Z. Having passed the Intermediate Examination of a recognized professional Chartered

Institute, ofwhich the subject area is relevant to the post'

5.1.2 Internal Candidates : (1 or 2 below)

(i) Administrative Officer

l. Having obtained the qualifications required by the external candidates above.

lered 2. Completion of minimum of five (05) years satisfactory service in a post of the

r the 'Management Assistant - Non Technological (MA 1-1) Grade Il, in the sub.ject area

relevant to the post.

(ii) Accounts Officer

l. Having obtained the qualifications requirecl by the external candidates above.

2. Completion of minimum of flve (05) years satisfactory service in a post of the

.Management Assistant - Non Technological (MA l-1) Grade II, in the subject area

relevant to the post.

(iii) Librarian

L Having obtained the qualifications required by the external candidates above'

: test 2. Completion of minirnum of f rve (05) years satisfactory service in a post of the "Associate

ment Officers" (MA 3) Gfede+{, in the subject area relevant tQ tlg, polt
V-

(iv) Training & Educatiori Officer ., i,: , ,'::'," ::,'-:ill ' '

l. Having obtained the qualifications required by the external.candidates above.

ancl 2. Completion of minimum of five (05) years satisfactoryieivice ina post of the "Associate

officers,, (MA 3) or ,Management Assistant - Non Technological' (MA 1-1) Grade II, in

the sub.iect area relevant to the post.

(u) Senior Investigation Officer

l, Having obtained the qualifications required by the external candidates above,

. z. Completion of minimum of five (05) years satisfactory service in a post of the

,Enforcement/Operational/Extension (MA 5-1) ffi'h in ihe sub.iect area relevant to the

)urce post. y

5.2 Age: ,l ,.

Ageshouldbenotless than22yearsandnotmorethan45years Theupperagelimitwill notapplytointernal

{ti , ,. 
candidates'



5.3 Other:

Every applicant,

i. Should be a citizen ofsri Lanka.

ii. Should be physically and mentally fit to discharge ttre duties of the post wejl and ro serve in any part
of the Island.

iii. Should be ofexcellent moral character.

5.4 Recruitment Procedure:

Recruitment will be done a{ler calling applications through a public advertisement or a Newspaper
advertisement and on the results of a written competitive examination and / or a structured interview conducted
by a panel appointed by the appointing authority as determined by the Boarcl of Directors.

i. All recruitments to this category and the promotions within the category should be strictly in
compliance with the provisions 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 pertaining to that.

iii. The provisions in this Scheme of Recruitment shall supersede the provisions in the M.O.p. in respect
of all matlers provided in this Scheme of Recruitmenl.

5.4.1 WrittenCompetitiveExamination:

Subjects for the examination are given below:
. Language Proficiency
. Aptitude Test
. Sub.iect knowledge relevant to the post

Language Proficiency:

This paper will consist ofquestions to test the candidate's ability ofexpression, comprehension,
spelling and knowledge in the application of rules of grammar.

Aptitude Test:

This paper will be designed to test the aptitude and ability of the candiclate to perform his/her
official duties.

Subject knowledge relevant to the post :

This test is to assess the subject knowledge ofthe candidate relevant to the post.

Candidates should secure at least 40% ofthe marks allocated for each subject and an aggregate
of at least of 50% of the total marks to pass the recruitment examination.

5.4.2 lnterview:

Marks allocated tbr the interview are as fbllows:

o Relevant additional experience 30 Marks
. Relevant additional qualifications 30Marks
o Other achievements 15 Marks
. Performance at the interview 25 Marks

100 Marks

will be in the order of merit based on the aggregate of 60% of the nrarks obtained at the written
examination and 40o/o of the marks obtained at the interview.

merit at the inrerview.

5.5 All recruitments to this category will be only to Grade II. Number of recruitments to be decided as per the
number of vacancies within the category.

a
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5.6 QualifYing date:

The applicant will be treated as qualified for application for a post only ifhe/she has completed the necessary

qualifications specified under 5. I , 5.2 and 5.3 before the closing date of applications.

5.'7 Confirmation

An external candidate who is appointed to Grade II 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 of probation, and on completion of the I't Efficiency Bar Examination he/she will be confirmed in the

post at the end ofthe period ofprobation. The persons recruited internally who have already been confirmed in

a post will be sub.jected to an acting period ofone year.

5.8 SalarY at Recruitment:

persons recruited externally will be placed at the initial step ofthe salary scale. The salary ofpersons recruited

internalty will be determined in terms of the provisions in-Chapter VII of the Establishment Code.

Promotions:

The promotional procedure, based on perfbrmance, shall be as follows:

6.1 Promotion from Grade II to srade I of the catcgorv:

6.1.I Average performer

(a) Pre-requisites

. Should have been conflrmed in the post

. Shouldhavecompleted aminimumof l0years of service in Grade II andearnedten

(10) salary increments

. Showing an average or above average performance according to the approved scheme

ofperformance appraisal during a period of l0 years preceding the promotion.

r Should have completed 05 years ofsatisfactory service preceding the promotion

. Should have achieved the necessary level ofproficiency in second language.

r Successful completion of due Efficiency Bars.

(b) Mode of Promotion:

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

the qualified employees. Appointing authority, after verification of qualifications will
take action to promote the qualified employees to Gr. I with effect from the qualifying

date.

Syllabus for the Efficiency Bar Examination :

7 .1. The Efficiency Bar Examination is a written test comprising the following subjects.

7.1.1 First Efficiency Bar Examination (to tre completed within 03 years from the date of appointment

to Grade II)

Su bj ects

. Office Systems

r Accounting Systems

. Sub.iect knowledge

Office Systems:

This is to test whether the candiclate has acquired an appropriate degree ofknowledge

of the Office Systems practiced in a Govemment Office and the candidate's ability to

apply such knowledge, under real conditions meaningfully and fruitfully.

Accounting Systems:

This paper will be designed to gauge the knowledge and understanding of the

canclidate on the basic books of accounts and financial management maintained in a

public office and the ability of the employee to apply the knowledge purposefully'

06.
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post:

t

I

subject knowledge of the candidate relevant to the post.

a minimum of 40"/o marks from this examination to pass the

7.1.2

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

Second Efficiency Bar Examination (to be completed within 05 years from the date of
promotion to Grade l)

Su bjects

. E.stablishmentProcedure

. Public Financial Management

. Subject knowledge relevant to the post

Establishment Proced ure:

This paper will be designed to test the knowledge of the employee concerned in office procedure

.ou"ring sub.jects such as principles of office procedure, imporlance of office procedures, written

communication, filing methods and design of forms, as well as to evaluate the proficiency acquired

by the employee through his/her experience in office activities and to test the knowledge of the

employee concerned about the contents of the Establishment Code and the contents of the

Institutional Manual of Procedures.

Public Financial Management

This paper will be designed to evaluate the knowledge and understanding ofthe employee concerned

in rnatters such as flnancial control as practiced in Government Offices, custody of money, income

and payments, budgetary estirnates and supplies, works and services and the basic knowledge in

Board of Survey and Storekeeping.

Subject knowledge relevant to the post:

This will test the knowledge of the employee concerned about the procedural and legal amendments

made in the relevant field during the period ofservice 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 in office activities.

Candiciates should secure a minimum of 4To/rmarks from this examination to pass the 2"d Efficiency
bar.

Appointing authority will be the Board of Con.rmissioners of tire Human Rights Commission.

Definition:

9.1 For all purposes arising out ofthis Scheme ofRecruitrnent "Satisfactory Period ofService" means, a period of
service during which all the due salary increments during the period immediately preceding the date of
application lor promotion, have been earned and not subiected to any punishment (other than a warning or a

severe warning) for any offence comrritted by the officer during the period.

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