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01.

02.

(b)

(c)
(d)

Iluman Rights Commission of Sri Lanka

MSD Fire No: . . . . . .8f1{ .1. .'.TVt.. .V.Q.t. . tu.

Emnlovee Categorv:
Operational / Insfuctional

Brord definition of the nature of functions hssiened to tbe emDlovees of the

categorv:

A categry of employees comprising persons recruited with a basic degree awarded by a university recognized
-tv 

Gil.b.c. "iq:difi";iidr 
t 

"ig,ir.a 
as similar to that by the U.G!. as basic entry qualificatiott: *d

uirigr"O with duties *Jn rti*r oi operationtinstructionainature arising out of the major role confered

,rp.itli *g*iration by the Act/ Statute/ Special Proviso by which the organization has been established'

Posts falline within this service category :

Translator

Job Descrintion

Translator

Translate documents. reports. Complaints, annual report etc'

Naturc of Annointment:

Permme,nt with entitlement to Employees' Provident Frmd and Employees' Trust Fund.

Salarv Scale Efriciencv Bir and Emplovment Structure

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

MA4 -2016 : Rs. [37,970- 10x755 - 15 x930-5 x 1,135-65,145]

4.2 structure ofgrades and the initial salary vstep applicable to each grade:

Grade Relevant Initial Salary SteP MA 4 - 2016

m lst Step 37,970

tr l2th Step 46,450

I 23rd Step 56,680

G)

03.

Ilowwer, till 01.01.2020 remunerations for all the recruitnents and promotions should be in line with the

sche&rle II of the MSD Circular No .0212016.

f" 
"t.w 

f"n"r of appointrnent salary code, salary scale and the structure of grades should be mentioned' Wben

;;;d to- on" grade to another within-each category it is not necessary to issue a fiesh letter of

ippoinunent and issuing a letter ofpromotion is suffrcient'

4.3 Cadre:

Translator 02

For the purpose ofpromotion from grade to grade within the employee category all grades will be considered

to Ue wittrin a combined cadre. Tie cadrihere means the approved total cadre for all grades under the

employee category.

Elficiency Bar:

The Effrciency BarExamination is a Written Examination'

4.4
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05.

All employees in this category,

4.4.1 should pass the 1" Efficiency Bar Test within 03 years from the date of appointrnent to Grade III

4.4.2 should pass the 2nd Efficiency Bar Test within 03 years from the date of promotion to Grade II

!,!.3 should pass the 3'd Efficiency Bar Test within 05 years from the date of promotion to Grade I

4.4.4 Relevant syllabus is given in paragraph 8. If 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 ofProcedure ofthe Institute.

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

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.

Rccruitment to Ooerational/l nstructional:

5.1 Qualifications:

5.1.1 External Candidates z (1 or 2 below)

1. A Bachelor's Degree in a relevant field for the post (the relevant Subject area should be specified) which

is recognized by the U.G.C.

and
A minimum of one year of professional experience in a field relevant to the post.

2. Having passed the Intermediate Examination of a recogrized professional Charted krstitute, of which the

subject area is relevant to the post.

and
A minimum of one year of professional experience in a held relevant to the post.

5.1.2 Internal Candidates z (l or 2 below)

l. Having obtained the gualifications 
fffirl 

by the external candidates above.

2. Completion of minimum of Se- (0$ years satisfactory service of a post in the

'Management Assistant - Non Technological (MA-l) Category or above, in the subject

5.2

5.3

:F. in I'he E:?Il::': ts, etioritJ should be e ii.revr !o
Age: .vgCrqit eergonel in LV@ govelylyrlenE get\)ice o{ Secowdne..rl

Age should be not less than 22 years and not more than 45 years. The upper age limit will not apply to int .nul b A 5 i I '
candidates.

Otherr

Every applicant,

i. Should be a citizen ofSri Lanka.

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

ofthe Island.

iii. Should be ofexcellent moral character.

Recruitment Procedure:

Recruitment will be done after calling applications through a public advertisement or a Newspaper

advertisement and on the results ofa written competitive examination and / or a sfructured interview conducted

by a panel appointed by the appointing authority as determined by the Board of Commissions.
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i.AllfecruitmentstothiscategoryTd^s.promotionswithinthecategoryshouldbestrictlyin
compliance with *t" pt""iti""! "ithit 

S"h"*" of Recruitment'

ii.TheManualofProcedures(M.o.P').ofthe.institutionshallbeapplicabletotermsofemplol,rnent
after recruitment and all matters pertaining to that'

^iii'TheprovisionsinthisSchemeofRecruitnentshallsupersedetheprovisionsintheM.o.P,inrespect
of all matters provided in this Scheme of Recruitrnent'

5.4.1 WrittenCompetitiveExamination:

Subjects for the examination are given below:

r Language ProficiencY

o APtitude Test

' Subject knowledge relevant to the post

Language ProficiencY:

Thispaperwillconsistofquestionstotestthecandidate'sabilityofexpression,comprehension,
.p.llite *ik"";iid;t"i"-il;application of simple rules of grammar'

APtitude Test:

Thispaperwillbedesignedtotesttheaptitudeandabilityofthecandidatetoperformhis/her
official duties'

Subject knowledge relevant to the post :

Thistestistoassessthesubjectknowledgeofthecandidaterelevanttothepost.

Candidatesshouldsecureatleast40Toofthemarksallocatedforeachsubjectandanaggregate
of at least of SDo/oof the total mard;';; the recruitment examination' The number of

extemal"-didutt'calledfortl'"i"t##;iltqb*t1:1'9"*"ttattheexamination'
Ho*"uer, uli irtemal candiclates *il;;; the written examination will be called for the

interview'

5.4.2 Interview:

Marks allocated for the interview are as follows:

o Relevant additional exPerience

o Relevantadditional qualifications

. Other achievements
o Performance at the interview

30 Marks

30 Marks

15 MadG
25 Marks

'.:. .:l

.i::]r;;l
a.::: l:

l,;i1;

t*y"*t

will be in tt. oi[., of merit based q,rr.. "e]J# 
iiio\"of the marks obtained at the written

examination -Jib;2" "?irtt 
tarks obtained at the interview'

merit at the interview'

AllrecruitmentstothisoategorywillbeonlytoGradelll.Numberofrecruitmentstobedecidedasperthe
number of vacancies within the category'

Qurrlifying date:

,|.hcupplicantwillbetreatedasqualifiedforapplicationforapostonlyifhe/shehascompletedthenecessary

quulilicntions specified "td; 
5'i, ;til i'l rjJrott the closing date of applications'

(lonllrmntlon

AnextcnralcnndidatewhoisappointedtoGrade!r|oj*rlscategorywillbeonprobationforaperiodofthree
ycrrs *om ths rture .r.*,i#i"l,i'"i"a'",i""..;;i'/#;#;t#"t La toooutt is satisfactory d"itc'h;
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period of probation, and on completion of the I't Efficiency Bar Examination he/she will be confirmed in the

post at the enO oftne petoa ofprobation. The p"r"onr.."*it"d intemally who have already been confirmed in

a post will be subjected to an acting period ofone year'

5.8 ,.. 
Salary at Recruitment:

persons recruited extemally will be placed at the initial step of the salary scale. The salary of persons recruited

i.,r"-utty *iU Ue aete.mineA in termi of the provisions in Cttupto Vtt of the Establishment Code'

Promotions:

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

6. I Promotion from Grade III to srade II of the catesorv:

Pre-requisites

. Should have been confirmed in the post

r should have completed a minimum of 10 years of service in Grade II and eamed ten

(10) salary increments

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

oip..O"r--r. ap-praisal during a piriod of l0 years preceding the promotion.

. Should have completed 05 years ofsatisfactory service preceding the promotion

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

. Successful completion of due Effrciency Bars'

Mode of Promotion:

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

tfr" qrifin.O employees. Appointing authority, after verification of qualifications will

take action to promote the qualifrea .i-ploye.j to Gr. II with effect from the qualifying

date.

Grade II to grade I

6.2.1 Average Performer

(a) Pre-requisites

Should have completed a minimum of l0 years of service in Grade II and eamed

ten (10) salary increments

Should have completed 05 years ofsatisfactory service immediately preceding

the promotion

Showing an average or above average performanceaccording to the approved

scheme-ofperformance appraisal during a period of 10 years preceding the

promotion.

Successful completion ofall due Efficiency Bars'

(b) Mode of Promotion:

Through the application forms inhoduced by the employer, a request should be made by the qualified employees' Action will be

A;;fy ilr; aiirointlng autt ority aft., u"rincation of qualifications, to promote the qualified employees to Gr' I with effect from

the qualiffing date.

Incumbent Employees: (Applicable only to employees who are in service by the date on which this Scheme

of Recruitment

/ Instructional on

06.

(a)

(b)

6.2

7.1 All employees who are in the cadre of Human Rights commission in the etilpl0'yes'ca*ege{yoltr

the date on which this Scheme of Recruitrnent .orn t into effect and placed in the salary scale coded

r: i'-. Jayamali Gunarathna
_ I)eputy Director
Dcirartn rcnlcf Management Services

P. I-. Jayamali G,,nnr..,1hn4



o. 30 will be absorbed in to the respective grade of the employee category-of operational / Instructional in the manner set out

firw based on the grade in which the emplovees huu" bt''ipt'at"O onit'e9a9^o.n *tt:191t".S'"l=:^t:i"-:Ht::*comes into

;1ilr:""'#,"r:#;".;:.d ffi;"t"i"".# 
"r,n" 

p."-tirl.,I* in-ctu*.4 of chapter vII of the Government Establishment

Code.

7.2 the date of increment applicable to the respective employee will remain as it was before the absorption' Similarly' on

;iiil;irty51"p tfre respectiue employee is drawing currently is similar to the n1w s.alaV step, he/.she should not be
tlto grounds
pluced on the ieh"t rufu;i step in terms of iUuse +.+ of Chipter VII of the Government Establishment Code'

?.3 "lhe period of serv have to be cowrted with effect from the date of appointment to the respective grade'

(i) MA 4 - Grade III
minimum of l0 years ofservice in a grade or a posl to which the salary steps applicable

n, Employees who have not complett

to Cratle IlI of the MA 4 salary scale

b. [,mployees who have comPleted a

to be absorbed into Grade II,
will be absorbed into MA 4 - Grade Itr.

(ii) MA 4 - Grade II

n. Employees who have completed a minimum of 10 years o\
tll staied above and have satisfied the necessary requirements

which the new Scheme of Recruitment came into effec!

MSD Circular No.30 have been assigred,

ofl0yearsofserviceinagrade/poststatedabove,butnotsatisfiedtheconditions

vice but less than 20 years of service in a grade or a post in Grade

terms of the Scheme of Recruitment effective before the date on

b, Employees who have not completed a minimum- of l0 years of servi

Crad.'ll oftn. Vta 4 Salary Scaie as stated above have been assigned,

in a grade or a post, to which the salary steps under

c. Employees who have completed a minimrm of 10 years of service in a posl

r.,r."rsury r.quirements as per the Scheme of Recruitment effective before the

into effect,

will be absorbed into MA zt- Grade II.

(iiD MA 4 - Grade I

a. Employees who have completed a minimum of 20 years of service in a post or a grade relevant

rf""., 
""6tr.". 

satisfied the necessary requirements in terms of the Scheme of Recruitment effec

a grade relevant to Grade II, but not satished the

s on which the new Scheme of Recruitment came

MA 4 - Grade III as stated

as stated abovc

the date on which the

new Scheme of Recruitment came into effect,

h. lirnployees who have completed a minimum of l0 years of service in a post or a grade applicable to

und have satisfied all service requirements as stated above,

c. Bmployees who have been assigned with the salary steps applicable to MA 4 - Grade I under the MSD Circular

will be absorbed into MA 4 - Grade I.

t) ): (,

fll,.'

08. Svllabus for the Efficiencv Bar Examination :

8.1 The Syllabus should be prepared relevant to each post covering the following components'

g.l.l First Elliciency Bar Examination (to be completed within 03 years from the date of appointment to Grade III)

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

! Office SYstems Il
D Accounting SYstems

Office Systems:

A basic knowledge of the office systems practiced in a Government office and the candidate's ability to apply such knowledge,

as well as his ability to propoty ona".rtuna official documents and to present his/trer views/ observations in a specific manner

,I"*gh clear and brief minute, and the ability to draft a letter in terms of a given order will be tested'

I | | /,r//.v
/
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Accounting SYstems:

.l.his paper will be desigrred to gauge the knowledge and understanding ofthe candidate on the basic books ofaccounts and

nnaniiit management maintained in a public office' 
-

Cnndidates should secure a minimum of 407o marks from this examination to pass the lst Efficiency bar'

i*Aiaut"t should pass this efficiency bar examination to be confirmed in the post.

8.1.2 second Efliciency Bar Examination (to be completed within 03 years from the date of promotion to Grade II)

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

l. Establishment Procedure

2. Subject knowledge

3. Ceneral PaPer

Iistrblishment Procedure:

.l.his paper will be designed to test the knowledge of the provisions of the Establishment Code and the Manual of Procedure of the

lnstitute.

Subject knowledge:

.lhis will test the knowledge of the employee concemed about the procedural and legal amendments made in the relevant field

4uring the period of service he/ she trai teen serving in relation to 
'the 

subjects assigrred to the post and to evaluate the proficiency

o.quila by the candidate through his/her experience in office activities.

Ccncral paPer:

'lihis paper will consist of two parts:

i n.iOi"g and understanding a statement or a report ofdiscussion and preparing an article or a report'

ii. Assessment of the candidate's ability in understanding and analyzing events in modern society'

Candidates should secure a minimum of 407o marks from this examination to pass the 2nd Eflioiency bar.

g.1.3 Third Efficiency Bar Examination (to be completed within 05 years from the date of promotion to Grade I)

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

lJ Subject Knowledge tr

t_J

l-l Problems relative to the Office Procedures (M'C'Q') [

Subject Knowledge

This will test the knowledge of the employee concemed about the procedural and legal amendments made in the relevant field

a,ning tr,. p..iod ofservici he/she has beln serving in relation to fhe subjecs covered in the first and second efficiency bar

exami"nations and the skills of the employee for innovations relevant to the appointment'

Problems relative to the Office Procedures

This paper is designed to test the knowledge in the areas the candidate, as relevant to his post should essentially be well aware of''

Cundidat.s should secure a minimum of 4b% marks from this examination to pass the 3rd Efficiency bar'

0g. Appointing authority will be the Board of Commissioners of the Human Rights Commission.

10. Dcfinition:

09. I For all purposes arising out of this Scheme of Recruitment "Satisfactory Period of Service" means, a period ol'

,.*i."'juiing which"alt the due salary increments during the period immediately.preceding the date of

g*: *nf;iiln:?T#;;;i"'ft:ffiTfri:?;::i'J#:i:iJl'"Jit"*'* 
(other than a warning or a

0g.Z "Due Date" means the date on which this Scheme of Recruitment comes in to effect.
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Recommended the above Scheme of Recruitment

nate: . .*\'. l.L :. .Lli 6

'Recommended and forwarded for approval

Date: . .

Above Scheme of Recruitment is approved

Date:.. Bl Ui7

v

.c$^*
Signature of the Chief ecute Officer

(Official Seal)

Dr" N" D. lJdagama
Chairperson

Iluman Rights Contmission or : >tWt
Signature of the Secretary of the Ministr/

(Official Seal)

n4
Directordeneral,

Department o2l(l^,^g" 
"nt 

Services

H. G. Sumanasinghe
Director General

Deparlntelt cf Marragerlelt Services
Generel Treasur-y

i),.rk;rnbo-01

p" B. AEEyKt",i_,,",_i
$ecretary to the Fresident "
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