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1. BiBieueoILD.
1.1 omsFsH - QuTgl Pliteuns, LOTHTE FenLIG6T OBMBID 2 6TEHIT & DIHIDFH
1.2 Ufley - 18ss GFWevsD, aIeIHMOD eIl &@E, CHe06dlILINLD.

2. Siemwller GUITGILILITEN6wT

2.1 ppeusIsHHer CouTHE:-

W) (5% 2 D& BHETHE S beveor OHMPEOBIL LGHSIL 60T o 66N SHLOT60T QUTDEHM B HHT HMSH

CubLBhSHFISBET CFemouenul 2 mIHOFUIH6L.

2.2 @m&Bsmesir:-

WHHM6 2 UMb eUTIDHEMBHBHTHMSUID SUIBeNS  leNhIGMeNUILD CUEmIOISHDMITL TH  CHaF a6
Henevddl BBeEHImgul SHSHHHE LRSI BHELESH6L.

2.3 QUEBILOTEIMIEGIT:-
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BeveOTL & GpTddlevmen BFemer 6ILOMIGH60.

WwéHelel LmiGeTuLLeimer alenJbhd HeneoGumpmen CFemeusnul 6ILOMmIGHH60.

uwiBd Qumim, GBiFweiLTRIGsTeN, DiFLILeiiUTeT 2 ga)CuITEHd ST H6N.

GGG BLUBITET GFWBUTHHeT B (PenBLLIGSHSHID H L misemer sSwmflli.

Smo L 2 SHHOCWTHSHHTHMeNT Q6iiNSlenewidbdl HITIOFOFUICOSHIHN6EN 2 (HeUTHBIWISHN D611 TH
wéHefel  BILbmBmU 2 BIFILGHHIH. (HITD  gvielsvy, GuTmenTsTy  SiielmsHs)
 sHBLTESET,  swpisd  ouldnsd o sRGuTEsSIEST 98y  omieisvssHd
HL_6MLOUITBRBIFH6V)

LCHaHHeh DiWeidhHEHl DHHEHID Sev@GHatsd BaFemelsnul OLUBEImgUl S enweilsd LIFEHa
OFWIOBID DIEMIDHSHIGTETSI.

Mp8hs wEHseaB@& Bmeler OHTPL B LUSHIL 6T 2 6INHOTH QT  QUTEHMBHHT HMSH
GBS EHINIBHBHTeN BFemel.

allengauTsald FBLLTER|D ellenanHHBEIL 60T L0&HEH6T CFenauenul 6UPHmIGSHIaIQUI LIGeTu e,

SITF QINRIBMeT FHWLTHD FHBANOTHAID eNeTHHMATHAD LUWISTLIBHHBHISOD  Ligeiuieun.
elengeurest  Heomeuten — CFemeuemul  eulpmIs  GrmHSWIoTET  UewUTL (B FUPSHTUIHMB
9 (HEUTE G H6V.

QUTEIILGFBEL LOBBID CeueTlILIENL GHH6TMIDUIL 6T Fnlgul CFemelsnUl ILPHIGHED.
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QUIPRIBLILIGLD CFemauseEnd@ Gsvdls GUMIHemUul CFToHsk BFemalsnul 6MIPHIGB6L.

2.4 Quguogissit (Value)
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NIV CFwiBUTB M6 GG SHHINSHBE 2 dH L ILIHEHE WEHLOWD, DIHM6I
CeweoLBSHHwenould  CHFAW 2 BuSHHSHHWeT  CuTLiguisd 1D GLHFHewenr  OUBINHBSES
QUPIBTL L 60TH  DAMIDHHHI.

&LbGH HMeLmIB6MeL FBragL SHMEVMIDHHIUSHH T  aPBTLLeded BHAw o BusbHsdld gHmer
Gumiiiguied Gumiiguil L 3 mimleuenmissT GeuBmluil yweno GBUILHH5EH. (Lf6Hs OFwevsid
OHeLeVLILIENENT, HHTHT] MeUSHHW  AHSMF  Leniosner OBHBILD  SLBUDL  DEUHHWLF TNV
HMHICHFHIMM)

gewel  MHmleuemise  6lngl  LIp8Had  GFwevasdhdHent 2 BubHHHHMe  GFWBLTHS6 eme0T
UTTemaUUIBOUSHBE UG HHEMLD.

SN  LFWBUTHSMeN  all(hHdH OCFUIL  YUHBLYTOITE  HHHHIHHMET  QILPHIGHIHEITL TH
2 HFHBWTHHHTHNBEH UCOTFSHITHD QUHSBT IQUITHAID &HLDEBBIBENLD.

2 BLSHHHHM6d SINHSHHF QawBLTBaHemer o6& &5 ILIHSHSHUIHLOULD 1, BeuTaement
QULPRIAILIGNLOU|LD.

STF CBTTMHH6T, DiVIAIed CFUBLTHHmeT HOL (PemBULGSHHID Curgk ST (W6iT  Hley
BLTHHIONHDITL TH b BI616IT S 3560 2 HFHCWLTHHHTHEHDBE (LPSITEDIHTT6T0TLOT S QllETMHIGH6L.
(opBpBens, Frwsrend, Curengd @OILL, @XFdHHHTILD)

SICULLBIGHNET MOLILSOITL TH 2 BUHSHSHHMeT Gobumigsnen 2 mIFHILBGSHHUImLD.

SPF  FTTUBB  HpeueamsaiLOGbhas  BHaHulemenr CuBp o BuSHHIHMET  CFWLBLT 19BETS
LweTUBSHSULIL LS.

2 FHlg6ss OFweTeNT WLBBID QRS MILILS GUalaTsd 2 BUSHHHMeT GEFwBUTHES6T
GoBumitemen  GaFuIWINILIL L ).

STUGTDFTT QUEIOTORISEHEE UMIFCFTHGD (WHOMTH GUOF QFWUBHLLID 2mHEGHaldHULLL Gl
STUGIDFTT  QUBIOTERIGMmeT  CFWLBLUGHHID WHWTE  FBhd @® ACTFHITE  Hmleuerd
HEm6LAIT OFULIBLIHH6V.

Smo L 2 SHCwrssHHTaelens Qenewidbdl @6y S HHe0 usliwmBp ailblenddHHemio

poeier  SlemeHaHF  CFuBuTBEefed S LI 6d OHTLEHID  HOL (LPmBLLGHIHINNSH  ID]T
o HFHCwnHHHTHe6 LRGN 6T (PpBTEmDGHHION OFWLIBUTHSH6T (LPeTOeBaHBLILIL L F).

QUTEIIGHEBeL, QUIBIIGUGSGSW  HeTM BB  DlsvIeIevTH6MeT  GeusfliLemL &HFHeiTenio
SpFweupenmll  Cuenll LSHFFTTLIsV60TON OFWBULH Beveorl dwimesr  Hijeursds  GEFWBLTHESEIT
(peiTOl6aT(H BB LILIL L 60.
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HAGH BLEMIDBMET 21D HT HMEVMIDHBHINSHBG LS THHOMIUSEITL TH  DHDHEHHE 6nTeTen
Bremeu UPMRIBLILILL F|.

‘BrlgBaETs  @amlememGaurd  oMGFL  GeauemevsFH L SHHetr  Curgd  sLewo  CEHIMIBEHHG
CuevdEIoTd 2 SHHCUTHHHTHEHL 6 enewibdhl HI L BIGH6T HOL (PeNBLLIGEGHH60 FHLL L 6MLD

sgmo L 2 $FHCwresdhsiselmean @61 GLHHe0 RmewIHH  DAUTH6T  DsVIOIEVHMIH6 60
(PEOBEDLD  OBMILD  DiVIeNevd BHTULID  eTiLBmB 2 HUTEGHSHBEG FIBhHH UCeoTFenensei
QULDMRISILIGHLD

3. SIMOLILI6HT Lo6lSH 6UETIRIGEIT
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. SWHEHS | HBCUTH | CeuBmiL
& Gzemeu i . NP
@6v | upal Caemeu Sl | o Lib oL 9 _eitenm 6760016001 &
% o6l 611600 B
. SL 1- .
1 y8xe Gawevmernit SLAS 2016 Senior 1 1 -
2 gel (W) (5% 2 SL 1- . i
2 08 wWeomait SLAS 2016 Senior 1 1
LNyl Lewofl LI 6Ty SL 1- .
3 . .
(I LIOL6D) SLPS 2016 | Semor |1 1 0
. . SL 1- .
4 & 6001 & BT GITIT SLAcS 2016 Senior 1 1 -
Biteurs MN 7- . i
5 o 5BLITDHHH MSO 2016 Tertiary | 1 1
Sy MN 7-
6 2 HHCwrssHHT(HiTey | GNS 2016 Tertiary | 1 1 -
T&LD)
QLom A QLW LT 6T MN 6-
7 (Fmisenid -sop) | TS 2016A Tertiary |2 1 1
(BU - SyEISleVD)
ETRLIGES:S) MN 4- | Seconda )
8 G\emeuTLILIT6ITT AS 2016 ry ! !
ETRLIGES:S) MN 4- | Seconda )
? 2 HFHCWLTHHHT DOS 2016 |ry 10 10
ST HH )
10 | 2 686urssHs) DOS 12\%1?64 Seconda | 1
(Geueflomeul” L D) ry
SilelBHS )
11 o HHCWITHHHT DOS 12\{)11164 feconda 54 54 -
(o1al®m55) Y
SN HHSH
2 55 CWTHHHT i
12| (01.01.2020 @sb | DOS 12\%1?64 Seconda | . -
BIUWILDEITLD Ty
QUBM6NT &H6IT)
SN HHSH
2 55 CWTHHHT i
13| (01.01.2021 @sv | DOS 12\%1?64 Seconda | 12
BIWILD6UILD Ty
QUIBBET SH6T)




16 hsH S
2 5HCWTHHBHT ]

14| (01.01.2022 @60 | DOS 12\%1;164 Seconda | ’
BIUWILDGDTLD ry
QUBM6NT &H6IT)
16 msH S
o HHCWTHHHT
LOMBMILD
15BN eMEIH S ]

15 | genenu Bzemeu | DOS 12\%1?64 Seconda | s
(GEEN ry
366U b B 6ITLD
LDT T 6WT FenL
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&lymo MN 2- | Seconda

1 A X

6 2 HHCWTHHHT GNS 2016 | ry 5 9 6
(LpBTENLDHHI6N ]

17 | GFemeu MSO 12\%1;162 Seconda 3 “ “
2_5HCUTHHHIT ry
HB6UL  OHTLFUTL 60 ]

18 | OsmPmI U SLICTS 12\%?61 Seconda | | _
2_580WnH5H5H] ry

19 @.&)FL@&)@II—U‘ ‘ SLTS MN 3- | Seconda ) : 1
2 HFHBWLNTHHHIT 2016 ry

20 OBMPeOHI LI Departmen | MT 1- | Seconda . | .
o gellwimernt tal 2016 ry

21 g1 CDS 5(563- Primary |2 2 -
SIVIGUEVEBLI PL 1- .

22 LI6uoT WIT6YTT OES 2016 Primary |7 3 )

4. efHeuenSHSIL_LLD.

4.1 peigifleny SieMSSUILELD LOANSHIET (PESTESHHIN BHBDFFHHHI L BISEI.

Sleudlwiorenr LB 6l

Sl

Bb|D&F FlGHS_LmI6iT

uulid

ComameulImBesit.

BliTeuTasd COHTLTUTETeN6

Report Writing

Effective office assis
Maintenance of file
Record Management
Pension Procedure

Maintenance of personal file

Official letter preparation

tance

Hi& QHTLTUTENN6

Cigas
Procurement

Store Management
Audit Practice

FLLID O TLiTurerene

Human Rights
Land

RTI
Constitution

HH6U6D
QFHTLTUT6TEN 6!

O&TIlevHIL LD

Advance MS Office
Web based Applicati

ons.

Suitable resource persons

required handouts

and

other relevant materials

allocation for
arrangements  supporting
materials.




Managing e-Doc
Using Internet & Email
PC Maintenance

Qsmfleop LD GHTiTureiensy | Hardware & ICT Equipment
Handling Data Base Management

process

SHLLIOL6d Qg TLiTUTETEN6Y Planning concepts, Techniques,

Project Management
Landuse planning
Environmental planning

Qomf CHTLTLTeTEN6 Conversation on Sinhala
Translation skill.

LT AW QHTLTLTEIEn6M Work Life balance

Event Management

Motivation & Team building
Public relations & behavior
Leadership & outbound
productivity

font desk challenges

conflict management
Organizational culture.

JEMETLLIENE Environmental Issue

5. syengmFl LB Sl L misei

5.1 onguiLenL HHL L HigbsIT

Oxfley Cruwiu’ L | QvEGsEW | LWIBF BepsFds  HLsHH6 | Smevlb.

B&|p&F &SI 61 SlgliuenL. Crrésid

Maintenance of personal File MSO Efficient HR Management 02 Days

Pension procedure MSO Creating an environment with full | 02 Days
compliance to existing pension
procedure for delighting retired
public servants on time

Effective office assistance OES increase the productivity of the | 02 Days
office employees,

Official letter preparation MSO, DO Providing skills to comprehend | 02 Days
letters and write properly

Maintenance of file All staff Ensuring the system for file | 01 Day
maintenance in place in order to
ease any transaction.

Record Management Equipping staff with knowledge | 01 Day
and skills in managing different
types of records and archives

Cigas Enhancing knowledge on | 02 Days

Procurement accounting & procurement | 05 Days
procedure

Audit practice Staff who | Enhancing Knowledge on | 05 Days




Store management

attached
accounts
branch

management  including  audit

techniques and procedures,

To aware and familiarizing with
store and supply procedures in
efficient manner.

02 Days

Land

Staff
attached
land branch

who

To gain basic knowledge about
land matters

05 Days

RTI

All Staff

To gain basic knowledge about
RTI matters.

02 Days

Advance MS Office

Using Internet & E-mail

PC Maintenance

Creating ability to conceptualize
decision support data base and
operating them for better results.

03 Days

Disseminating the knowledge on
Internet & E- Mail for effective
use.

01 Day

Disseminating the knowledge on
effective maintenance of
computers

05 Days

Hardware

OES

Computer hardware breakdowns

02 Days

Planning concepts, techniques,
process

Project Management

DO

To understand planning concepts
& creating capacity on planning
techniques and identify the tool of
planning techniques.

05 Days

Forming in group of officers with
skills to assist their respective
institutions in project.

05 Days

Conversation in Sinhala

Translation skill

PRO

Improving communication skills
in Sinhala

01 Month

Effective translation by enhancing
the capacity of officers who
involve  in  translation  of
documents for various official

purposes.

05 Days

Work life balance
Motivation & Team Building
Public Relations & Behavior.
Leadership & out Bound

Productivity

All Staff

Improve the attitude, behavior
performance and interactive skills
of the participants in the way to
face the culture of their respective
organizations to achieve the
vision of the organization.

03 Days

Creating a collective effort
towards productivity at public
offices =~ and  adhering to
implementation

03 days

Leadership and

Handling

People

All Staff

Improve the Multi Leadership quality
& How to approach the public for
coming to receive the Quality
Service

01 day




Presentation skill in PowerPoint | All Staff Improve the presentation skill and | 01 day
explain the subject very clearly in
their field & How to generate the
wonderful presentation in each
subject
Drug Prevention Programme All Staff Awareness programme about the | 02 days
seriously drug in the village, buil
up the best youth society in
village level & Find the best
solution in the critical situation
52 Gpy FHLLLlL6v
Osfley GauiwiurL 1 3 |4 5 6 7 819 10 |11 ] 12
DBIPFF SN _L_BISH6IT.
Maintenance of personal file X
Pension procedure X
Effective office assistance
Official letter preparation X
Maintenance of file X
Record Management X
Cigas X
Procurement X
Audit practice X
Store management X
Land X
RTI X
Advance MS Office X
Using Internet & Email X
PC Maintenance X
Hardware X
Planning concepts, techniques, process X
Project Management X
Conversation in Sinhala X
Translation Skills X
Work life balance X
Motivation & Team building X
Public Relations & Behavior X
Leadership & Out bound
Productivity




Leadership and People Handling

Presentation skill in PowerPoint

Drug Prevention Programme

53 UTLSSHI L algaIeniDLIL]

Oafley QFuiwiL L
BBIFF HIH_L_BIH6IT

Uysren el iyl

Pension procedure

Pension schemes

Eligibility of pensions

Pensionable service period

Introduce of PMS

Inclusion of pension data in PMS

Preparation pension documents in PMS

Preparation in revise pension document in PMS Calculation
for No Pay, Half pay.)

Preparation of W&OP application in pension online system
for newly recruitment of government officers.

Preparation of W& OP Re-registration application

Effective Office assistance

Public Sector Ethics

General conduct and discipline of public Sector with clean
hands.

Benefits enjoyed by Public officers

Interpersonal Communication Skills

Basic knowledge of Accounts.

Handling Office Equipment

Official letter preparation

Comprehension
Way of writing
Writing practices
Parts of letter

Types of letter

Maintenance of File

Explanation of files with examples

Filing System, advantages and disadvantages

Classification of documents in personal files preparation of
documents

Case studies

Record Management

Principles of records and achieve management




Classification of document, record and achieve Records
retention and disposition schedules managing electronic
records.

Archive administration

Current issues in record maintenance.

Audit practice

Awareness of relevant circulars

Other relevant circulars

Pre arrangement of quarterly meeting

Conduct quarterly Audit Management Committee Meeting
Prepare and submit meeting minutes

Maintain proper records

Develop proper reporting system

Monitoring tools for reporting system

Case study

Store management

Role and responsibility of Store Officer & Store keeper.
Introduction to store keeping and supply management.
Keeping better stores Procedure

Maintenance of Issue order & Receipt order properly.
Conducting board of Survey and follow up action
Losses write off and waive off.

Preparing reports related to losses and write off.

Advance MS Office

conceptualize a database to create
Creation of database

Query & Report

Using Internet & Email

Introduction to Internet & Email.

Browsers and its features

Create email accounts and group mails accounts

Email tricks. (Spam management, mail filtering auto reply,
signatures & etc.)

Search engines and advance search techniques

Private browsing and secure online transaction

Introduction to cloud computing,

Introduction to data encryption.

Introduction to email clients,

Managing mobile contacts.

PC Maintenance

Basic troubleshooting techniques.

Importance of precautionary measures




Antivirus, software upgrades & updates
Practical exposures
Basic networking for resource sharing

Usage of data Backup and recovery tools.

Hardware

Identify computer hardware breakdowns and software issues
& trouble shooting

Identification of prevention mechanism against

computer damages to run personal computers

To know the importance of data security and backup.

Planning concepts Techniques,

process

Introduction to participatory Approaches
(PRA/PNA/CPA/PRM)
PRA Principals

Tools and techniques

Historical timelines

Village resource mapping

Wealth Ranking

Seasonal Calendar

Linkage diagram/ Ven Diagarm

Matrix scoring / Pair wise ranking.

Problem/ Cause Effect solution tree

Transect walk

Challenges in PRA( Minority and or voiceless people)
Mock PRAs

Identification of problem & solutions

Defining LFA,SWOT, CBA Network analysis,
Economic Analysis and stake holders analysis
Framework Matrix /LF Matrix

Pros & cons of LFA,SWOT,CBA,NA,Economic Analysis &
SHA

Project management

Definition of project
Characteristic of a project
Importance of a project
[lustrate the project Cycle.
Appraisal

Reasons for project failures

Introduction to MS Project

Conversation in Sinhala

Simple verbs




Using simple nouns

Developing the discussion in the manner saying time and
place

Awaking on appropriate conjunctions

Starting Time of the function

Significance of the function

Designing the discussion based on the cultural aspects.
Forming sentences centered round said conjunctions

Design the discussion with sentences centered round
adjectives and adverbs.

Put forwarding the discussion

Practicing centered round exact words

Guiding to get into group and put forward their experience

based on learnt things.

Translation Skills.

Translation of Simple office documents.
Translation of circulars and letters.
Translation of service minutes and cabinet decisions

Translation of gazettes and project proposals

Productivity

Introduction to productivity and Total quality Management.
Management of charge ( Positive Thinking)

Japanese 5S System and Kaizen concept

Creativity and innovation activities

E-Productivity

Green productivity

Effective filing and record system.

Quality Improvement Tools.

Managing Wastage

Quality circle/ Work improvement Team

Effective Office system for productivity achievement Six
Sigma

Generate ideas for better productive decision. (PDCA)

6. QFWeLTHBHI (PSHTEMLOGHHIOILD.
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Approved :-

Divisional Secretary,
Tellippalai.




