
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

kdpjts mgptpUj;jpj; jpl;lk; 

2025 

 

gpuNjr nrayfk;> 
typfhkk; tlf;F> 

njy;ypg;gio. 



 
 
 
 

kdpj ts mgptpUj;jpj; jpl;lk; - 2025 

1. epWtdk;. 

1.1 mikr;R  :- nghJ eph;thf> khfhz rigfs; kw;Wk; cs;Suhl;rp mikr;R 

1.2 gphpT  :- gpuNjr nrayfk;> typfhkk; tlf;F> njy;ypg;gio. 

 

2. mikg;gpd; nghWg;ghiz 

2.1 epWtdj;jpd; Nehf;F:-  

gpuNjr kf;fSf;F etPd njhopy;El;gj;Jld; cd;djkhd tho;f;ifj;juj;ij 

Nkk;gLj;Jtjw;fhd Nritia cWjpnra;jy;.  

2.2 Fwpf;Nfhs;:-  

kf;fspd; cah;e;j tho;f;ifj;juj;ijAk; ,aw;if tsq;fisAk; NgZtjD}lhf Njrj;jpd; 

epiyj;J epw;ff;$ba mgptpUj;jpf;F gq;fspg;G ey;Fjy;.  

2.3 ngWkhdq;fs;:-  

❖ ey;yhl;rp Nehf;fpyhd Nrit toq;Fjy;.  
❖ kf;fspd; gq;fspg;Gldhd tpiue;j epiyNgwhd Nritia toq;Fjy;.  
❖ gapw;rp ngw;w> Neu;kdg;ghq;Fs;s> mu;g;gzpg;ghd cj;jpNahfj;ju;fs;.  
❖ #oYf;F el;Gwthd nraw;ghLfis eilKiwg;gLj;Jk; jpl;lq;fspd; jahupg;G.  
❖ fpuhk kl;l cj;jpNahfj;ju;fis xd;wpizj;J fpuhkr;nrayfq;fis cUthf;fpajd; Clhf 

kf;fspd; ek;gpf;ifia cWjpg;gLj;Jjy;. (fpuhk mYtyu;> nghUshjhu mgptpUj;jp 

cj;jpNahfj;ju;> rKh;j;jp mgptpUj;jp cj;jpNahfj;ju;fs; xNu mYtyfj;jpy; 

flikahw;Wjy;)  
❖ gpuNjrj;jpd; midj;J kf;fSk; ,yFthf Nritia ngwf;$ba ,l miktpy; gpuNjr 

nrayfk; mike;Js;sJ.  
❖ gpuNjr kf;fspw;F etPd njhopy; El;gj;Jld; cd;djkhd Xh; thof;;ifj;juj;ij 

Nkk;gLj;Jtjw;fhd Nrit.  

❖ tpiuthfTk; rpwg;ghfTk; tpidj;jpwDld; kf;fs; Nritia toq;ff;$ba gjtpazp. 
❖ mur tsq;fis rhpahfTk; rpf;fdkhfTk; tpidj;jpwdhfTk; gad;gLj;Jfpd;w gjtpazp.  
❖ tpiuthd epiwthd Nritia toq;fp MNuhf;fpakhd gz;ghl;L rKjhaj;ij 

cUthf;Fjy;;. 
❖ nghWg;Gf;$wy; kw;Wk; ntspg;gilj;jd;ikAld; $ba Nritia toq;fy;. 



❖ toq;fg;gLk; NritfSf;F Nkyjpf ngWkjpia Nrh;j;J Nritia toq;fy;. 

 

 

 

 

 

 

2.4 ngWkjpfs; (Value) 

❖ mYtyf nraw;ghLfis Nkk;gLj;Jtjw;F Cf;fg;gLj;jpaikAk;> mjid 
nray;gLj;jpaikAk; Njrpa cw;gj;jpj;jpwd; Nghl;bapy; 1k; ,lj;jpid ngWtjw;F 
topfhl;lyhf mike;jJ. 

❖ fle;j fhyq;fspy; rpNu\;l  jiyikj;Jtj;jpd; topfhl;lypy; Njrpa cw;gj;jpj; jpwd; 

Nghl;bapy; Nghl;bapl;l 3 epWtdq;fs;;; ntw;wpaPl;baik Fwpg;gplj;jf;fJ. (gpuNjr nrayfk; 
njy;ypg;gis> Rfhjhu itj;jpa mjpfhup gzpkid kw;Wk; flw;gil itj;jparhiy 
fhq;Nfrd;Jiw) 

❖ Vida epWtdq;fs; vkJ gpuNjr nrayfj;jpd; cw;gj;jpj;jpwd; nraw;ghLfspid 
ghh;itapLtjw;F toptFj;jik.  

❖ mYtyf nraw;ghLfis tpUj;jp nra;a Mf;fG+h;tkhd fUj;Jf;fis toq;FtjD}lhf 

cj;jpNahfj;jh;fspw;F MNyhrfuhfTk; topfhl;bahfTk; jpfo;fpd;wik. 

❖ cw;gj;jpj;jpwd; mgptpUj;jpr; nraw;ghLfis Cf;fg;gLj;jpaikAk; MNyhrid 

toq;fpaikAk;.  

❖ mur nfhs;iffs;> mYtyf nraw;ghLfis eilKiwg;gLj;Jk; NghJ jhNd Kd; epd;W 
elhj;JtjD}lhf epWtdj;jpy; cj;jpNahfj;jh;fSf;F Kd;Djhuzkhf tpsq;fy;.  
(kueLif> rpukjhdk;> Nghij xopg;G> ,uj;jjhdk;)   

❖ jutl;lq;fis mikg;gjD}lhf cw;gj;jpj;jpwd; Nkk;ghl;bid cWjpg;gLj;jpaik. 

❖ mur rhh;gw;w epWtdq;fsplkpUe;J epjpapid ngw;W cw;gj;jpj;jpwd; nraw;ghl;bw;fhf 
gad;gLj;jg;gl;lJ.  

❖ cjtpg;gpuNjr nrayhsh; kw;Wk; xUq;fpizg;Gf; FOtpduhy; cw;gj;jpj;jpwd; nraw;ghLfs; 
Nkw;ghh;it nra;ag;gl;lJ.  

❖ jhgdk;rhh; ngWkhdq;fSf;F tYr;Nrh;f;Fk; Kfkhf FOr; nraw;jpl;lk; Cf;Ftpf;fg;gl;lJ. 

❖ jhgdk;rhh; ngWkhdq;fis nraw;gLj;Jk;; Kfkhf rpwe;j xU MNyhrfuhf epWtdj; 

jiyth; nraw;gLjy;.  

❖ fpuhk kl;l cj;jpNahfj;jh;fspid ,izj;J xNu ,lj;jpy; gzpahw;w toptFj;jik 

❖ epWtd mgptpUj;jpr; nraw;ghLfspy; jpl;lkply; njhlf;fk; eilKiwg;gLj;JtJ tiu 
cj;jpNahfj;ju;fspd; gq;fspg;Gld; Kfhikj;Jt nraw;ghLfs; Kd;ndLf;fg;gl;lJ. 

❖ nghWg;Gf;$wy;> nghWg;ngLf;Fk; jd;ik kw;Wk; mYtyu;fspd; ntspg;gilj;jd;ik 
Mfpatw;iwg; Ngzp gf;fr;rhu;gpy;yhky; nraw;gl;L ey;yhl;rpahd epu;thf nraw;ghLfs; 
Kd;ndLf;fg;gl;ld. 



❖ jdJ flikfis 2k; ju jiyikj;Jtj;jpw;Fg; gfpu;e;jspg;gjD}lhf kf;fSf;F tpiuthd 
Nrit toq;fg;gl;lJ. 

❖ 'ehl;bw;fhf xd;wpizNthk; tpNrl Ntiyj;jpl;lj;jpd; NghJ flik Neuq;fSf;F 
Nkyjpfkhf  cj;jpNahfj;jh;fSld; ,ize;J jpl;lq;fs; eilKiwg;gLj;jypy; <Lgl;lik 

❖ fpuhk kl;l cj;jpNahfj;jh;fspid xNu ,lj;jpy; ,izj;J mth;fs; mYtyfq;fspy;  
Kiwik kw;Wk; mYtyf Njhl;lk; vd;gtw;iw cUthf;Ftjw;F rpwe;j MNyhridfs; 
toq;fpaik  

 

 

 

3. mikg;gpd; kdpj tsq;fs; 

,y gjtp Nrit 

rk;gs
f; 
FwpaP
L 

Nrit  
kl;lk; 

mDkjpf;f
g;gl;l 
 Mszp 

jw;NghJ 
cs;s 
Mszp  

ntw;wpl 
vz;zpf;
if 

1 gpuNjr nrayhsh; SLAS 
SL 1-

2016 
Senior 1 1  - 

2 cjtp gpuNjr 
nrayhsh; SLAS 

SL 1-

2016 
Senior 1 1  - 

3 gpujpg; gzpg;ghsu; 
(jpl;lkply;)  SLPS 

SL 1-

2016 
Senior 1 

1 0 

4 fzf;fhsh; SLAcS 
SL 1-

2016 
Senior 1 1  - 

5 eph;thf 
cj;jpNahfj;jh; MSO 

MN 7-

2016 
Tertiary 1 1  - 

6 
fpuhk 
cj;jpNahfj;jh;(eph;t
hfk;) 

GNS 
MN 7-

2016 
Tertiary 1 1 - 

7 
nkhopngah;g;ghsh;                
(rpq;fsk; -jkpo;)                   
(jkpo; - Mq;fpyk;) 

TS 
MN 6-

2016A 
Tertiary 2 1 1 

8 mgptpUj;jp 
,izg;ghsh; AS 

MN 4-

2016 
Seconda

ry 
1 1  - 

9 mgptpUj;jp 
cj;jpNahfj;jh; 

DOS 
MN 4-

2016 
Seconda

ry 
10 10 - 

10 
mgptpUj;jp 
cj;jpNahfj;ju;;         
(ntspkhtl;lk;) 

DOS 
MN 4-

2016 
Seconda

ry 
 - 11  - 

11 
mgptpUj;jp 
cj;jpNahfj;jh;;      
(mgptpUj;jp)  

DOS 
MN 4-

2016 
Seconda

ry 
54 54 - 

12 

mgptpUj;jp 
cj;jpNahfj;ju;;         
(01.01.2020 ,y; 
epakdk; 
ngw;wtu;fs;) 

DOS 
MN 4-

2016 
Seconda

ry 
 - -  - 

13 

mgptpUj;jp 
cj;jpNahfj;ju;;         
(01.01.2021 ,y; 
epakdk; 
ngw;wtu;fs;) 

DOS 
MN 4-

2016 
Seconda

ry 
 - 12  - 



14 

mgptpUj;jp 
cj;jpNahfj;ju;;         
(01.01.2022 ,y; 
epakdk; 
ngw;wtu;fs;) 

DOS 
MN 4-

2016 
Seconda

ry 
 - 22  - 

15 

mgptpUj;jp 
cj;jpNahfj;jh;; 
kw;Wk;  
mjNdhbize;j 
Vida Nrit     
(Vida 
jpizf;fsk; 
khfhz rig 
cl;gl)  

DOS 
MN 4-

2016 
Seconda

ry 
 - 65  - 

16 fpuhk 
cj;jpNahfj;jh; 

GNS 
MN 2-

2016 
Seconda

ry 
45 39 6 

17 
Kfhikj;Jt 
Nrit 
cj;jpNahfj;jh; 

MSO 
MN 2-

2016 
Seconda

ry 
33 33 33 

18 
jfty; njhlu;ghly;;;  
njhopEl;g 
cj;jpNahfj;ju;  

SLICTS 
MT 1-

2016 
Seconda

ry 
1 1 - 

19 njhopy;El;g 
cj;jpNahfj;jh; SLTS 

MN 3-

2016 
Seconda

ry 
2 1 1 

20 njhopy;El;g 
cjtpahsh;; 

Departmen

tal 

MT 1-

2016 

Seconda

ry 
1 1 0 

21 rhujp CDS 
PL 3-

2016 
Primary 2 2 - 

22 mYtyfg; 
gzpahsh; 

OES 
PL 1-

2016 
Primary 7 5 2 

 

4. kdpjtsj;jpl;lk;. 

4.1 Kd;Dhpik mspf;fg;gLk; kdpjts Kfhikj;Jt epfo;r;rpj;jpl;lq;fs;. 
 

mtrpakhd gapw;rpfs; jpl;lkplg;gl;l gapw;rp 

epfo;r;rpj;jpl;lq;fs; 

Njitg;ghLfs;. 

eph;thfk; njhlh;ghdit  
 
 
 
 
 
 
 

Maintenance of personal file 

Report Writing 

Official letter preparation 

Effective office assistance 

Maintenance of file 

Record Management 

Pension Procedure 

Suitable resource persons 

required handouts and 

other relevant materials 

allocation for 

arrangements supporting 

materials. 
 

epjp njhlh;ghdit Cigas 

Procurement 

Store Management 

Audit Practice 
rl;lk; njhlh;ghdit Human Rights 

Land 

RTI 

Constitution 
jfty; njhopy;El;gk; 
njhlh;ghdit 

Advance MS Office 

Web based Applications. 



Managing e-Doc 

Using Internet & Email 

PC Maintenance 

 
njhopy;El;gk; njhlh;ghdit Hardware & ICT Equipment 

Handling Data Base Management  
jpl;lkply; njhlh;ghdit Planning concepts, Techniques, 

process 

Project Management 

Landuse planning 

Environmental planning 
nkhop njhlh;ghdit Conversation on Sinhala 

Translation skill. 

 
nkd;jpwd; njhlh;ghdit Work Life balance 

Event Management 

Motivation & Team building 

Public relations & behavior 

Leadership & outbound 

productivity 

font desk challenges 

conflict management 

Organizational culture. 
Vidait Environmental Issue 

 

5. Mz;bWjpg; gapw;rpj; jpl;lq;fs;  
 
5.1 mbg;gilj;jpl;lq;fs; 
 
njhpT nra;ag;gl;l 
epfo;r;rpj;jpl;lq;fs; 

,yf;Ff;FO gapw;rp epfo;r;rpj; jpl;lj;jpd; 
mbg;gil Nehf;fk; 

fhyk;. 
 

Maintenance  of personal File MSO Efficient HR Management 02 Days 

Pension procedure MSO Creating an environment with full 

compliance to existing pension 

procedure for delighting retired 

public servants on time 

02 Days 

Effective office assistance OES increase the productivity of the 

office employees,  

02 Days 

Official letter preparation  MSO, DO Providing skills to comprehend 

letters and write properly 

02 Days 

Maintenance of file All staff Ensuring the system for file 

maintenance in place in order to 

ease any transaction. 

01 Day 

Record Management Equipping staff with knowledge 

and skills in managing different 

types of records and archives 

01 Day 

Cigas  

 

 

Staff who 

Enhancing knowledge on 

accounting & procurement 

procedure 

02 Days 

Procurement 05 Days 

Audit practice Enhancing Knowledge on 05 Days 



attached 

accounts 

branch 

management including audit 

techniques and procedures, 

Store management To aware and familiarizing with 

store and supply procedures in 

efficient manner. 

02 Days 

Land Staff who 

attached 

land branch 

To gain basic knowledge about 

land matters 

05 Days 

RTI All Staff To gain basic knowledge about 

RTI matters. 

02 Days 

Advance MS Office  Creating ability to conceptualize 

decision support data base and 

operating them for better results. 

03 Days 

Using Internet & E-mail Disseminating the knowledge on 

Internet & E- Mail for effective 

use. 

01 Day 

PC Maintenance Disseminating the knowledge on 

effective maintenance of 

computers 

05 Days 

Hardware OES Computer hardware breakdowns 02 Days 

Planning concepts, techniques, 

process 

 

 

 

DO 

To understand planning concepts 

& creating capacity on planning 

techniques and identify the tool of 

planning techniques.  

05 Days                                                                                                                                                             

Project Management Forming in group of officers with 

skills to assist their respective 

institutions in project. 

05 Days 

Conversation in Sinhala  

 

PRO 

Improving communication skills 

in Sinhala 

01 Month 

Translation skill 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 

 

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 

Productivity Creating a collective effort 

towards productivity at public 

offices and adhering to 

implementation  

03 days 

Leadership and People 

Handling 

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 

explain the subject very clearly in 

their field & How to generate the 

wonderful presentation in each 

subject 

01 day 

Drug Prevention Programme All Staff Awareness programme about the 

seriously drug in the village, buil 

up the best youth society in 

village level & Find the best 

solution in the critical situation  

02 days 

 

5.2 Neu jpl;lkply;  

njhpT nra;ag;gl;l 

epfo;r;rpj;jpl;lq;fs;. 

1 2 3 4 5 6 7 8 9 10 11 12 

Maintenance of personal file     X        

Pension procedure           X  

Effective office assistance  X           

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  X           

Productivity  X           



Leadership and People Handling X            

Presentation skill in PowerPoint X            

Drug Prevention Programme  X           

 

5.3 ghlj;jpl;l tbtikg;G 

njhpT nra;ag;gl;l 

epfo;r;rpj;jpl;lq;fs; 

gpujhd tplag;gug;G 

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 

Illustrate 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. nrayhw;W Kfhikj;Jtk;. 

gapw;rpapid kjpg;gPl;Lg; nghwpKiw. 

Nrit tFjp gapw;rpapd; 

vjph;ghh;f;fg;gl;l 

el;rj;jpu nraw;wpwd; 

kjpg;gPl;L;g; 

gytPdkhd 

nraw;ghl;Lg; 



ngWNgW rhjfkhd/ 

njsptw;w/ 

khw;wkpy;iy 

nghwpKiw nghwpKiw 

Muk;gepiy rhjfk; gjtp cah;T mjpf gapw;rp 

,ilepiy rhjfk; tpUJfs; cs;sf ,lkhw;wk; 

gjtpepiy rhjfk; tpUJfs; ntspehl;L 

tp[ak; 

,lkhw;wk;. 

 

Approved :- 

 

Divisional Secretary, 

Tellippalai. 


