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Emplovee Catesorv:
Operational / Instructional

Nature of APPointment:

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

Salarv Scale. Efliciencv Bar 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 of grades and the initial salary vstep applicable to each grade:

Grade Relevant Initial Salary SteP MA 4 - 2016

ilI lst SteD 37.970

I l2th Step 46,450

I 23rd Step 56,680

Translator

catesorv:

A category of employees oomprising persols rec.ruiled with a basic degree awarded by a univenity recogrized

by the U.G.C. or qualificatioris--t""ii,it.a as similar to that by ttre u'c-c' as basic entry qualifications and

.iri*,.J Jtf, Jrti,jr *A n r"ti"* ofope.ution.4instructional nature arising out of the major role conferred

;;fil; o.gu,,irution uy th; t;t St;t"t / Special Proviso by which the organization has been established'

Posts falline within this service cateeorv :

Translator

.lob Descrintion

Translator

Translate documents' reports' Complaints, annual report etc'

.l!Tvl. ..v.et

(a)

01.

02.

(c)
(d)

(b)

(e)

03.

04.

4.3

However, till 01.01.2020 remunerations for all the recruitments'and promotions should be in line with the

schedule II of the MSD CircularNo.0212016'
in-.".ry l.tt t of appointmeJ 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 n-ttssury to issue a fresh letter of

appointmint and issuing a letter ofpromotion is suffrcient'

Cadre :

02

For the purpose of promotion from grade to grade within the employee category, all grades.will be considered

to be withi' u 
"oriiuin.o 

cadre. Tie cadrJhere means the approved total cadre for all grades rmder the

employee category.

4.4 Efficiency Bar:

The Efficiency Bar Examination is a Written Examination'

P. ii,. Jayamali Gunarathna
h Dcpuly l)irecror
r_tcpanmcnl ol',\I.rr:,, :,en:r.nt Services

Celenri I ri.:r:Lr11.
Colombo {)l



All employees in this category'

4.4.1 should pass the l't 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

4.4.3 should pass the 3'd Effrciency Bar Test within 05 years from the date of promotion to Grade I

Relevant syllabus is given in paragraph 8. Ifan_offrcer fails to get through the^efficiency bar test

;;;;th;;;.rcribeiperiod, hiAhe"shall be.dealt with in terms of provisions of the Establishment

Codehd the Manual of Procedure of the lnstitute'

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

In addition to the above efhciency bar requirements, all employees should acquire proficiencies and

;;.p"t;;;i""*ttich will be prescribed by the Government from time to time'

4.4.4

4.4.5

05 Recruitment to OperationaVlnstructional:

5.1 Qualifications:

5.1.1 External Candidates : (1 or 2 below)

l. 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 lntermediate Examination ol a recogrized professional Charted Institute, of which the

subject area is relevant to the post'

and

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

5.1.2 Internal Candidates z (1 or 2 below)

1.

z.

Having obtained the qualifications regqirgl by the eKernal candidates above.

Completion of minimum "rtf,',ltffiyears 
satis.factory service of a,post in the

fufuiug.-"nt Assistant - Non Technological (MA-l) Category or above, in the subject

area relevant to the Post.

5.2

5.3

*. in the \ec^(t\itrnen ls,9r iovitJ ghculd bGz giUevr to
Age: 'Ye.Cyr{i-L QerSonel in !h@ gove'tnyr-er.V 5e"('\)ice ofi Secowdtne"ol

Age should be not less than 22 yeusand nor more than 45 years. The upper age limit will not apply to internal 
b a 5 i 3 '

;:::.' . :,,.r'"^.$d, 
r

Every appticant, L'''ti'r';":" ','it?:;;'i;;::,'"1,, s..,',,,,,,
'-e'te: rl I t.:t:,rtrt.

C0]"tilLt,t ',t, 
'

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

ofthe lsland.

iii. Should be ofexcellent moral character'

Recruitment Procedure:

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

advertisement a'd on the ,.rult, of u wit6n competitive examiiation and / or a structured interview conducted

;t il;";i appointed by the appointing authority is determined by the Board of Commissions.

'.i,,i'i-ila i i G.inar athni:
rllr :t.. Di,,,',t,,li
','1 ) ,. .licrr',cs

t'J,'-t i :. .til.i ,

\Oi rl ,r :

v

i. Should be a citizen ofSri Lanka.

5.4



i. All reL-ruitmenli tLr Iiis 
'alegory 

an'l r}e pro{'I-rc}rjo:r u'iil::' ::5 ;e'-'';'" -

compliance * ith the pror isions of this Sche me ol Recruitment-

ii. The Manual of Procedures (M.o'P.) of the institution shall be applicable to lem1.i oienpl..;.::..:::

after recruitment and all matters pertaining to that'

iii. TheprovisionsinthisSchemeofRecruitrnentshallsupersedetheprovisionsintheM'OP 
inrespect

of ali matters provided in this Scheme of Recruitment'

5.4.1 WrittenCompetitiveExamination:

Subjects for the examination are given below:

o Language ProficiencY
o Aptitude Test
r Subject knowledge relevant to the post

Language ProficiencY:

This paper will consist of questions to test the candidate's ability' of expression' comprehension'

spelling and kno*ttagt in ihe application of simple rules of grammar'

APtitude Test:

This paper will be designed to test the aptitude and ability ofthe candidate to perform his/her

official duties.

Subject knowledge relevant to the post :

Thistestistoassessthesubjectknowledgeofthecandidaterelevanttothepost.

Candidates should secure atleast 4}o/oofthe marks allocated for each subject and an aggregate

ofatleastofSlo/oofthetotalmarkstopassthgrecruitmentexamination,Thenumberof
extemal candidates called for the interview wiil be based on the merit at the examination'

However, ar i"i.."r candidates who pass the written examination will be called for the

interview.

5.4.2 Interview:

Marks allocated for the interview are as follows:

r Relevant additional experience

r Relevantadditionalqualifications
o Other achievements

o Performance at the interview

30 Marks
30 Marks

15 Marks
25 Marks

5.5

5.6

t*I*'

) Ifselected through a written competitive examination and a structured interview final selection

will be in trr" oro.i ornl.rit 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 tluough a structured interview - appointments will be made purely in the order of

merit at the interview.

All recruitments to this category will be only to Grade III' Number of recruitments to be decided as per the

number of vacancies within the category.

Qunlifying date:

'l'he 0pplicant will be treated as qualified for app^lication for a post only ifheahe has completed the necessary

qiuititiJ,,tl,rl, specified under 5.1, 5.2 and 5'3 before the closing date ofapplications'

( lortlirtrrtttiotr

An oxler.rurl cnrKliclato who is appointed to Grade III of this category will be on probation for a period of three

ycnrs l'i,,nr tlre dutc 
"t' 

.rt;;;li;;';i d",ies. lf his/her performance and conduct is satisfactory during the

3

(\M '-'l: fftaji C.rn ,..i -,

'/ 
:

L);; ..

5.7



p"erioc l: l:t-i,::lo:l. td J: aa':::-3i:.an c': fe l'' E::i;;:l-';; B:: Er:r:::;:ror' :resle'*:i' ie ci'::'l:l':: - - 
-

F"osi a: fie:nl of dte pe.:roJ cl prtrbaion. The p€rsoris rtlr-ultei intem:li} *htr hare alredr hetl '-ran:::::!'-
a po61 \r'ill be subjected to an acting period olone lear'

5.8 SalarY at Recruitment:

persons recruited extemally will be piaced at the initial step of the salary scale. Th9 galary of persons recruited

intemally will be determinid in terms of the provisions in Chapter MI of the Establishment Code.

06. Promotions:

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

6.1 Promotion from Grade III to srade II of the catesorv:

Pre-requisites

. Should have been confirmed in the post

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

(10) salary increments

o Showing an average or above average performance accordingto the approved scheme

ofperfoirnance appraisal during a period of 10 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 Efficiency Bars.

Mode of Promotion:

Through the application forms introduced by the employer, a request-should_be made by

the qu-alified employees. Appointing authority, after verification of qualifications will

take action to promote the qualified employees to Gr. II with effect from the qualilying

date.

Grade II to grade I

6,2.1 Average Performer

(a) Pre-requisites

Should have completed a minimum of 10 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 performance according to the approved

scheme of perlormance appraisal during a period of l0 years preceding the

promotion.

. Successful completion ofall due Efficiency Bars.

(b) Mode of Promotion:

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

taken 6y the appointing authority after veridcation oi qualifications, to promote the qualified employees to Gr' I with effect from

the qualifing date.

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

of Recruitment

(a)

(b)

6.2

7.1 All employees who are in the cadre of Human Rights Commission in the eEp-foyEFeateggq.ol!

the date on which this Scheme of Recnritment comes into effect and placed in the salary scale coded

/ Instructional on

:,.;; i.ir]l&ii Gunar.athna
,l.rpuly Directoi

: i,l ,:f .', Lrrrilcr:tcrrt Servi;CS
{lcneral l'reasun,

Colomtro 0l '

]]. l, r'--raprt!i 
{1_._,_,. .1tr^u
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etlcc
Code

;,,*iTf *H*"i"'."T.ffi.il'f, '+iii,tr,tf.1:S,tf ;;*'l,|;iltIJ*:#ffi L:ffi ;,"
,'"*SF,ffif*y;lT;mil:;',.Tl*"ff.i".'5rTi'.ii;;id;,'*GorernmentEsabi*hnen'l

the date of increment appiicabre to the respective emproyee will remain as it was before the absorption' Similarrl ' on

h the salary step the respeci"" ttd;i;;i' d*Yt;tc:y;irv'i' 'i'"ilt 
t the n"* saiu'v step' hii she should not he

n"Xi,igh.rsalarystepinter#;6i;i;t+'+ofct'ipterin'iftt-a;*-entEstablishmentcode'

1.2 |

thc grounds

pluced on the

?.3 'fhe Period of

(i) MA 4 - Grade III

ru. llnrployees who have not,complete

i , cr,iJt irr of the MA 4 salary scale

have to be counted with effect from the date of appointment to the respective gade

minimum of 10 years ofservice in a grade or a post" to which the salary steps applicable

;1ffi;'ci;";i; No'30 have been assigned'

h. F.mptoyees who have.completed a minim

to be absorbed into Grade rt'

*iii H" Jt"tU.O into MA 4 - Grade III'

(ii) MA 4 - Grade II

of l0 years of service in a graddost stated above' but not satisfied the conditions

u. Emplovees who have completed a mini*lT-:f^t^9',f:tt t*

iir -ili.i'"-u*. and have 
'utLf"d 

tht n"t:::i1^':Hl::t*"
vicebutlessthan20yearsofserviceinagradeoraPostinGrade
terms of the Scheme of nectuitnent effeciive before the date on

l,i,i.''''liiiil."** ttr'"*t'"r nt"*itment came into effect'

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

b. Employees who have not completed u *:t1tuT'o^| 10 vears of servi

Crade ll of the MA + Suruty S"tuit us stated above have blen assigred'

c.Emproveesyh"h"t:::T;ril:t##"1?ff.Tli:XlX?fTil:T#":.t:
necessary requirements as Pe

a erade relevant to Grade ll' but not satisfied the

. il;hi;h,h" new Scheme of Recruitment came

08.

into effect,

will be absorbed into MA 4- Grade Il

(iii) MA4-GradeI
4 - Grade III as stated

a.Employeeswhohave:9Pptl'-1Tt::::i:::tJilil::?ff 'rlH:':ii:"ffi l;::fJ#: the date on which thc

l;3#ii'Jr'i.^r1xlilil:#'l:::1ffi 
'ilil"ffi :i:'ffi il' ;'i; Geme or Recruitment errecti

ffi il;;;;iRecruitment came into effect'

b'timployeeswhohavecompletedaminimumofl0yearsofserviceinapostoragradeapplicableto
an<lltavesatisFredallservrcerequirementsasstatedabove.

c. Employees who have been assigned with

will be absorbed into MA 4 - Grade I'

the salary steps applicable to MA 4 - Grade I under the MSD Circular

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

as stated above

v
8.1.1 First Elficiency Bar Examination (to

Candidates should sit a written examination

! Office SYstems I
O Accorurting SYstems

-, r':;r::ni:rli G,:ntl athjta
-,),i.ri ,,|;rlt.,,I :

:i S,-'r''r,:es

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

which shall consist ofthe following subjects'

:T:. ;--og. or tn. office Systems practiced in a Govemment office and the candidate's abilitv to 
?pplv, -slch 

knowledge'

as welt as his abirity ,o O."oi'J,r,i#.ri""'O "iii.r"r 
d"til'#;;ffisent t'is/tre;;; observations in a specific manner

through clear and brief rrunri'e',r*i il. "U,fftyl" 
d..ft . i#;T;;;'oiu gintn order will be tested' 

(Ff 
.\V/'/

/'- ,. r';rr2lnali n if i'' ''''

;.!._]i



AcoutirgSY*crs:

This p4er will be design€d to guge the loowledge and understanding of the cmditate sr tte basic books of accoucs ard

financial mmagement maintained in a public office' 
-

candidates should secure u oriol-*n or+oz -utt t fiom this examination to pass the lst Efficiency ba'

CanOiOuto strotrtd pass rhis efficiency bar examination to be confirmed in the post

g.1.2 Second Efficiency Bar Examination (to be completed within 03 years from the date of promotion to Grade tr)

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

l. Establishment Procedure

2. Subject knowledge

3. General PaPer

Ostnblishmcnt Procedure:

Ttris paper will be desigred to test the knowledge of the provisions of the Establishment Code and the Manual of Procedure of the

lnstitute.

Subiect knowledge:

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

durins the period of service hd she has been serving in relation to 
'the 

subjects assigned to ttre post and to evaluate the proficiency

o.quii"d by the candidate through his/her experience in office activities.

Gcncral paper:

This paper will consist of two parts:

i n Jji|g and gnderstaading i statement or a report ofdiscussion and preparing an article or a report'

ii, Assessment ofthe candidate's ability in understanding and analyzing events in modem society'

Candidates should secure a minimum of 40% marts from this examination to pass the 2nd Efficiency bar'

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

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

fJ SubjectKnowledge !

il
I Problems relative to the Office Procedures (M.C.Q.) n

Subject Knowledge

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

juring tfr. p.riod of servii he/she hasbeen serving in relation to tile subjects 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'

Candidates should secure a minimum of 40% marks from this examination to pass the 3rd Efficiency bar.

09. Appointing authority will be the Board of Comrnissioners of the Human Rights Commission.

10. Definition:

09.1 For all purposes arising out ofthis Scheme ofRecruitment "Satisfactory Period of Service" means, a period of

,.*i""'d,1.ing which-all the due salary increments dwing the period immediately.preceding the date of

apptication foi promotion, have been earned and not subjected to any punishment (other than a warning or a

severe warningi for any offence commited by the offrcer during the period.

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

F. L. Jayamali Grrnrr,ithna
I)'r,

r l. Jayamali Gl.n.,,"*ffii,:liiiT""'
r :,.,,..,,,1, ;il|;:r Servjcen

"h,4t

Dcpurl, r cn,ices



Recommended the above Scheme of Recruitment

nate: . .*|.'. l.|. : . .L:t 6

Recommended and forwarded for approval

Date:

Above Scheme of Recruitment is approved

cF.S^s'-

Signature of the Chief ecute Officer
(Official Seal)

Sr. N. D. Udagarn;r
Chairperson

Iluman RightsComnrission c r., >N(
Signature of the Secretary of the Ministr/

(official Seal) 
P. B. AEEYKT*i-...,,[
$ecretary to the President -

-24
Directoydeneral.
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opil u;;;;;;, S e rv i ces

H. G, Sunranasinghe
_ Director General
Deparlrrrerrt cf Managentent Serv jces

General Treasury
il,.,ilrnbo-e -r

Date,.. Bl U17
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