
Human Rishts Commission of Sri Lanka

SCHEME OF RECRUITMENT FOR THE POSTS IN THE EMPLOYEE CATEGORY OF

.MANAGER''

File No; HRC/DVAD/48(III)

MSD Fire No, . . .Pf1.S .Llg.f.q.Y.q.+.1.t!

01. Employee Catesory:

02. (a)

Manager

Broad definition ofthe nature offunctions assigned to the employees ofthe categorv:

Functions by their general nature which fall within the processes of Policy Making, Direction, Managing and

Decision Making that can be considered as components of the role assigned to the Chief Executive Officer of
the Organization, post specifically delegated in a manner supplementary to / facilitating the discharging of
duties by the Chief Executive Officer.

(b) Posts fallins within this service catesorv :

Asst. Dir. / Dy. Director

Legal Officer
Regional Coordinating Offi cer

Network Administrator
Accountant

Internal Auditor

(c) Job Description :

Asst. Dir./DY. Director

o Carry out the functions and responsibilities with the directions given by the Commission

o Any other work related to the HRCSL activities

Legal Officer

o Engage in inquiries and investigations related activities, public hearing, hotline duty,

visiting mechanism etc.,

o Conduct HR education training & awareness programmes

o Conduct fact frnding missions or any other protection and promotional activity

o Any other work related to the HRCSL activities

Regional Coordinating Oflicer

o Coordinate and supervise the functions and related activities of the Region

o Engage in inquiries and investigations related activities, public hearing, hotline, visiting

mechanism etc.in the Region

o Conduct HR education training & awareness programmes in the Region conducts fact

finding missions or any other protection and promotional activity in the Region

o Any other work related to the HRCSL activities

Network Administrator

o Develop and maintain the hardware, operating systems, applications, wiring and routers

that make up the HRC computer network (consists of Domain server, Application ser'/er,

Proxy server, FTP server & Mail server).

o Communicate with users and management frequently to troubleshoot technical issues and

customize computer programs that address HRC requirements attd user needs,

o Research the different solutions and software applications to keep the HRC computer

network up to date with the latest technologies.

o Administrate the Case Management Database that includes development, maintainenace,

and implementation of the policies and procedures necessary to HRC Head Office as well

as ten Regional offices
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o Maintain, repair & make on recommendations for Head Office & Regional offices 
=

computer accessories.

o Ensure smooth function and update HRCSL Website

o Train staffon computer operation

o Any other work related to the HRCSL activities

r' Accountant

o Prepares the draft annual budget in a timely manner

o Ensures that proper financial records are maintained

o Ensures that the FR and any relevant Commission's directions and decisions are complied

o Ensures that all authorized payments are made promptly

o Takes regular action to obtain funds due to the Commission

o Ensures that any impress granted are accounted

o Monitors expenditure regularly against the budget

o Any other work related to the HRCSL activities

Internal Auditor

o Officer in charge of Intemal Auditing

o Conduct audit testing and identif, reportable issues

o Determine compliance with policies and procedures

o Provide financial advices to the Commission

o Any other work related to the HRCSL activities

3.

4.

Nature of Apnointment:

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

Salarv Scale. Efficiencv Bar and Emnlovment Structure *

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

MM l-l-2016 - Rs. [53,175 - l0 x 1,375 - l5 x 1,910 - 95,5751

' 
0., Structure ofgrades and the initial salary step applicable to each grade:

Relevant Initial Salary Step

Grade Salary Step MM 1-1-2016

II l " Step 53,175

I l2tn Step 68,835

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

However titl 01.01.2020 remuneration.for all the reuuitments and promotions should be in line with the schedule II of the MSD

Circular No.02/2016.

In every letter of appointment salary code, salary scale and the sfucture 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.

4.3 Cadre:
Asst. Dir./Dy. Director (Admin) - 0l no'

Asst. Dir./Dy. Director (lnquiries & Investigations) - 0l no.

Asst. Dir./Dy. Director (Education & Spl. Programmes) - 0l no.

Legal Officer - 22nos.

Regional Coordinating Officer - 10 nos.

Network Administrator - 0l no.

Accountant - 0l no.

Internal Auditor - 01 no.
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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.

i q.* Efficiency Bar:
\-/'' \-rl The Efficiency Bar Examination is a Written Examination.

All employees in this category,

4.4.1 should pass the I't Efficiency Bar Test within 03 years from the date of appointment to the Grade II

4.4.2 should pass the 2nd Efficiency Bar Test within 05 years from the date of promotion to the Grade I

4.4.3 Relevant syllabus is given in the paragraph 7. Ifan 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 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.

5. Recruitment to Manager Categorv :

5.1 Qualifications:

5.1.1 ExternalCandidates

(i) Asst.Dir./Dy.Director (Admin)

A Degree recognized by UGC in Human Resource Management or

relevant field.
and

A minimum of one year post qualitying experience in the relevant I'ield to

the post, after obtaining the first Degree.

(ii) Asst.Dir./Dy.Director (lnquiries & Investigations)

A Degree recognized by UGC in Law / Social Sciences / Management or

relevant field or Attorney at Law.

and
A minimum of one year post qualifying experience in the relevant field to

the post, after obtaining the first Degree.

(iii) Asst.Dir./Dy.Director (Education & Special Programmes)

A Degree recognized by UGC in Law / Social Sciences / Management or

relevant field or Attorney at Law.

and

A minimum of one year post qualifying experience in the relevant field to

the post, after obtaining the first Degree.

(iv) Regional Coordinating Officer

A Degree recognized by UGC in Law / Social Sciencos / Management,

relevant field or Attorney at Law.

and
A minimuni olone year post qualitying experience in the relevant field to

the post, a{ter obtaining the first Degt'ee



. (v) Legal Officer

A Degree recognized by UGC in Law or Attorney at Law

and
A minimum of one year post qualirying experience in the relevant field to

the post, after obtaining the first degree

,. (vi) Accountant

(1 or 2 below)

1. A Degree recognized by UGC in Accounts / Commerce/ Business

Management or relevant field,

and
A minimum of one year post qualifying experience in the relevant field to

the post, after obtaining the first degree

2. Having passed the Intermediate Examination of a recognized professional

Chartered Institute, ofwhich the subject area is relevant to the post and a

minimum one year post qualifying experience in the relevant field to the

post

. (vii) Internar oro,,,Tr.2 
berow)

1. A Degree recognized by UGC in Accounts / Commerce / Business

Management or relevant field.
and

A rrrinimum of one year post qualifying experience in the relevant field to

the post, after obtaining the first degree

2. Flaving passed the Intermediate Examination ofa recognized professional

Chartered Institute, of which the subject area is relevant to the post and a

minimum one year post qualifying experience in the relevant field to the

post

(viii) Network Administrator
(l or 2 below)

l. A Degree recognized by UGC in Computer Science / Sciences or any

other relevant field.

And

A minimum of one year post qualifying experience in the relevant field to
the post, aller obtaining the first degree

2. Having obtained a certificate of proficiency not below than the National

Vocational Qualification Level 7, issued by a Technical/Vocational

Training Institute accepted by Tertiary and Vocational Education

Commission.

AND

A minimum of one year post qualifying experience in Public or

Provincial Service, a Corporation, Statutory Board/]nstitution or a

reputed private Institution.
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d, 5.2 Age:

Completion of minimum five

Manager CategorY (JM) in

Subjects for the examination are given below:

o Language ProficiencY

. Aptitude Test

Language ProficiencY:

.' *.4.1 Written Competitive Examination:

" 
5.3

5.4
1,"

Should be not less than 22 years and not more than 45 years

intemal candidates.

Other:

Every applicant,

i. Should be a citizen ofSri Lanka'

ii. Should be physically and mentally fit to
ofthe Island.

iii. Should be of excellent moral character'

Recruitment Procedury:

As determined by the Board of Directors recruitment

advertisement or a Newspaper advertisement anil on the

structured interview conducted by a panel appointed by

i. All recruitments to this category and the prc

compliance with the provisions of this Scheme ol

ii. The Manual of Procedures (M.O.P.) of the

after recruitment and all matters pertaining to that'

llr. The provisions in this Scheme of Recruitment

of all matters provided in this Scheme of

This paper will consist ofquestions to test the

spelling and knowledge in the application of s

Aptitude Test:

This paper will be designed to test tha aptitude

official duties.
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5.l.2 Intornal Candklntos : (l or 2 bclow)

Structurod Intbrview :

1.

2.

' s.4.2
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. Relevant additional experience

o Relevantadditionalqualifications
. Other achievements

. Performance at the interview

30 Marks

30 Marks

l5 Marks

25 Marks

'0

100 Marks

will be in the order of merit based on the aggregate of 60%o of the marks obtained at the written

examination and 40Yo of the marks obtained at the interview.

merit at the interview.

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.

( t 9 Qualifying date :

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

qualifications specified under 5.1, 5.2 and 5.3 before the closing date ofapplications.

- /*\ Confirmation:lt
An external candidate appointed to Grade II ofthis category will be on probation for a period ofthree years

from the date ofassumption ofduties. Ifhis/her performance and conduct is satisfactory during the period of
probation, and on completion of the l't Efficiency Bar Examination he/she will be confirmed in the post at the

end of the period of probation. The intemally selected candidates already confirmed in a post in the institute

will be subjected to an acting period ofone year.

J 5.8 Salary at Recruitment:

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

intemally will be determined in terms of the provision in Chapter VII of the Establishment Code,

6. Promotigns:

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

6.1 Promotion from Grade II to grade I of the categorv:

(a) Pre-requisites

o Should have completed a minimum of l0 years of service in Grade II and earned ten
(10) salary increments

r Showing an average or above average performance according to the approved scheme
ofperformance appraisal during a period of 10 years preceding the promotion.

. . Should have completed 05 years ofsatisfactory service preceding the promotion

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

r Successful completion of due Efficiency Bars.

(b) Mode of Promotion:

ir i r-i ' ; :; " ' 't'tribirgh 
ihe apptication forms introduced by the employer, a request should be made by
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appointing authority, after verification of qualifications will



take action to promote the qualified employees to Grade I with effect from the date they
fulfill all prerequisites.

Svllabus for the Efficiencv Bar Test :

8.1 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 II)

Candidates should sit a written examination which shall consist of the following subjects.

. General Administration and State Policy
o Public Finance Management

General Management

General Administration and State Policy:

This paper will be designed to test the knowledge of the employee concemed in good

office practice and systems, current circular instructions and provisions of the
Establishment Code and his / her knowledge of the current state policy relating to the
functions conferred upon the institute.

Public Finance.Management

This paper is designed to test the knowledge of the employee on Public Finance
Management with special reference to the public corporations.

General Management :

This paper will be designed to test the employee's power of constructive thinking and
problems solving ability. The employee will be presented with one or more situations
posing problems to which solutions are required, and questions on Management Principles.

Candidates should secure a minimum of 40%o marks from this examination to pass the I't Efliciency
bar.

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

7,1,2 Second Efficiency Bar Examination (to be completed within 05 years from the date of
promotion to Grade I)

A post graduate degree (Masters) qualification in a relevant Iield.

Appointing authority will be the Board of Commissioners of the Human Rights Commission.

Definition:

9.1 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 eamed and not subjected to any punishment (other than a warning or a
severe warning) for any offence committed by the officer during the period.

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

7,
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9.2

Recommended the above Scheme of Recruitment

Date: . .(ft;. P.i. . .).o.ttr

Above Scheme of Recruitment is approved

Dr. N. D. Udagama
Chairperson

Wman RightsCommission of SriLanka
Signature of the Ctlief Execute Officer

(Official Seal)

o)
Dirogt{r General
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Dirtlctor General
Derrartrrrerrt of Manaqenlerlt Serviceso,tu,.[T.1.fl.1.{,


