Annex il

UNIVERSITY GRANTS COMMISION UNIVERSITIES & I—HGHER EDUCATIONAL
_ INSTITUTIONS .

SCHEME OF RECRUIT?MENT FOR THE POSTS IN THE EMPLOYEE CATEGORY OF
“PRIMARY LEVEL”- SKILLED )

FileNo et ertenearenaeenens ' S Date i...eeae.. P,

DMS File No : DM/ 1528¢82/vol - 2> Date : 2024032~ 12.....

--------------------

01. " Emplovee Category:

Pritary Level — Skilled

02, (a) Broad deﬂmtlon of the nature of functlons ass12ned to the emplovees of the
' category: :

An employee category comprising persons possessing industrial skills classified
under National Vocational Quahﬁca‘aons of level 4 by the Tertiary and
Vocational Education COIHIILISSIO}J and performmg duties relating to providing
of basic facilities such as construction, maintenance, repairs and lighting etc,
required for the implementation of the role and functions conferred upon the
organizatiori. Persons holding a valid motor vehicle driving license issued by the
‘Commissioner General of Motor Traffic and attending to ‘duties relating to
providing of transport needs of orgamzahon too are brought under this category
of employees.

(b) Posts falling within this service cateEOrV

Dnver
Electrician
Mason.
Carpenter
Plumber
Welder
Fitter
Technician
Machnnst -
10 Mechamc
11. Blacksmith
12, Tinsmith
13. Book Binder
14: Litho Artist
~ 15. Plate Maker
16. Litho Machine Operator
17. Electronics Repairman
18. Machine Operator (Generator)
19, Instrument Mechanic
20. Aluminum Fabricator

290Nt b

(c) Job i)escription :

- Samanthi. N. Meethala .
Director
Department of Management S¢
(ieneral Treasury
Colombo 01.
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03.

04,

Nature of Appointment:

Permanent with entitlement fo Umversﬂ:y Provident Fund, Pension Fund and Employees’

) Trust Fund etc. .

Salary Scale, Efficiency Bar and Employment Structure

4.1

42

4.3

44

Salary Code and the Monthly Salary Scale of the _emplofee category

W. e. f 61.01.2020 |
U-PL 3 -Rs. [29,915 - 10x270 - 10x300 - 10x355 ~ 12x385 - 43,785]

Structure of grades and the initial salary step applicable to each grade:

Grade Relevant Initial | U-PL 3

‘ } - Salary Step :
Grade 111 01%Step 29,915
Grade II 12" Step 32,915
Grade | ‘ 22™ Step 35,970
Special Grade 32" Step 39,550

In every letter of appointment salary code, salary scale and the stiucture of grades
should be mentioned. When promoting from one grade to another within each
category it is not necessary to issue a fresh 1etter of appointment and issuing a

letter of promotion is sufﬁcmnt

Cadre:

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.

Efficiency Bar Test:

The Efﬁciency Bar Test is a Trade Test and a structured interview conducted by a
panel appointed by the appointing authority. All employees in this category,

441 Should pass the 1% Efficiency Bat Test within three (03) years from the
date of appomtment to the Grade 111,

44.2 Should pass the 2" Efﬁmency Bar Test within three (03) years from the
date of promotion to the Grade II.

4.4.3 Should pass the 3™ Efficiency Bar Test within ﬁve (05) years from the
date of promotion to the Grade I

4.4.4 Relevant syllabus is given in paragraph 07. If an employee 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 of the
UGC and the Higher Educational Institutions.

Samanthi. N. Meethalawa
~ Director Z
Department of Management Serv
General Treasury
Colombo 01,




4.4.5 Efficiency Bar Examinations will be held once a year, or as and when
necessary- o ' -

| : ' 45 In addltlon to the above efﬁmency bar requxrements al] employees should
~ acquire proficiencies and competencies which will be prescribed by the

Government ﬁ'om time to tlme

05. Recrultment to Prlmarv Tevel - Skﬂied Catggow

5.1 _Quahf_icgtl_‘ons:_
EART -D’fi’vé'r"
: External Candldates

Havmg passed six (06) subjects in G.CE. (O/L) exammatlon at ieast w1th
two (02) credit passes in maximum of two SIttmgs :

Having obtained the license 1ssued by fhe Commlséloner General of Motor
-Traffic for driving heavy vehicles and .2 minimum of three (03) years
experlence in dr1v1ng after obtammg the dnvmg hcense

Internal Catego:z-

N Havmg obtamed the license issued by the Comnnssxoner General of Motor
Traffic for driving heavy vehicles and a minimum of three (()3) years
_experzence in driving after obtaining the drlvmg license

AND

: ; Completton of minimum five (05) years satlsfactory servwe na post inthe -
category of Primary Semi Skilled (U-PL 2) or Primary Unskﬂled (U -PL 1)
and conﬁrmed in the present post. . _

5.1.2 Other posts:

Exter’nal Categoyz' :

- ‘Having obtained a Proficiency Certificate not below than the
National Vocational Qualification (NVQ) Level 4 issued by a
‘Technical/ Vocational training institute accepted by the Tertiary -
and Vocational Education Comm1sston, relevant to the funetlon of

each post.

Internal Category: (1 or 2 below)

1. Employees in Primary Level Semi-Skilled (U- -PL 2) or Un-skllled
(U-PL 1) who have been confirmed in the present post and having -
obtained the qua11ﬁcat10ns requ1red by the External candldates

above

Samanthi. N. Meethalawa
‘ Director ‘ :
Department'of Management Services

. ] .

General Treasury -
- Colombo 01,




5.2,

5.3.

5.4,

5.5,

3.6.

57,

2. Employees in Primary Level Semi-Skilled (U-PL 2) or Un-skilled

~ (U-PL 1) who have been confirmed in the present post and

completed a minimum of five (05) years working experience in the
- relevant field with the skills not below than the National Vocational
Qualification (NVQ) Level 2, proven at a trade test.

Age:

Age should be not less than 18 years and not more than 45 vears. The upper age
limit will not apply to the internal candidates.

Othef:
Every applicant,
i.  Should be a citizen of Sri Lanka.
ii. Should be physically and mentally fit to the discharge the duties of the

post well and to serve in any part of the island.
iii. Should be of excellent moral character.

Recruitment Procedure:

Recruitment will be done after calling applications through a public advertisement
or.a Newspaper.advertisement and .on the.results of a structured interview and a
Trade Test, conducted by a panel appointed by the appointing authority in
compliance with the provisions specified in the procedure for appointment.

All recruitments to this category and the promotions within the category should be
strictly in compliance with the provision of this Scheme of Recruitment.

Interview

Marking Scheme for the structured interview is as follows;

+ . Relevant additional educational/ vocational qualification - 20 Marks

- ¢ Relevant Additional experience - 20 Marks
¢ Performance at the interview ' - 60 Marks
100 Marks

Selection will be made purely in the order of merit at the interview.

All recruitments to skilled category will be only to Grade III. Number of
recruitments to be decided as per the number of vacancies within the category.

Qualifying Date:
The applicant will be treated as qualified for application for a post only if he/she

has completed the necessary qualifications specified under 5.1, 5.2 and 5.3 before
the closing date of applications.

Director

-~ 'Colombes gt

Samanthi, j, Meethalawg

Department of Management Servic
General Trea‘s_ury_ ‘



5.8. Confirmation:

An external candidate appointed to the Grade IIl of this category will be on
probation for a period of three years from the date of assumption of duties. If
his/her performance and conduct is satisfactory during the period of probation,
and on ciomplctlon of the 1" Efficiency Bar Examination he/she will be
confiried ih- the post at the end of the period of probation. The internal
candidates who are already confirmed in their previous posts will be subject to a
prob_atlonary period of one year.

59.  Salary at Rgéruifmcnt

Persons recruited 'exterhaﬂy will be placed at the initial step of the salary scale.
The salary of persons recruited internally will be determined in tetms of the
pt cfvzslonsm ChapterVII of G‘ovemmenf Establishmients Code.

06.  Promotions:
The pxomdt_ionai procedure, based on pgiforma.nce, shall be as follows;

6.1 Proﬂlotion,fron_l Grade IIJ to Grade 0 of the category:

(a)° Pre-requisites:

i.  Should have been confirmed in the post. _
ii.  Should have completed a minimum of ten (10) years of service in
Grade III and earned ten (10) salary increments.
iii.  Showing an average or above average performance accordmg to the
approved scheme of performance appraisal during the perlod of ten
(10) years preceding the promotion. _
iv.  Should have completed five (05) years of satisfactory service
- immediately preceding the date of promotion.
v.  Should have ach1eved the necessary level of proﬁcwncy in second
language. :
vi. - Successful completlon of due Efﬁcmncy Bars

(b) Mode of Promotiqn:_

Through the application forms introduced by the employer, a request should

be made by the qualified. employees. The Appointing Authority after

verification of qualifications will take action to promote the qualified
- employees to Grade I with effect from the date of qualifying.

6.2 Promotion from Grade II to Gfade I of the category:
(a) Pre-requisites:

- 1. Should have completed a minimum of nine (09) years of service in
Grade II and earned nine (09) annual salary increments.
il. Should have completed five (05) years of satisfactory service
immediately precedmg the promotion. '

Dﬂy‘g\ Samanthi, N, M~ -
Diri:;
Department ofM&nag,e_mem Jurvices
General Treasury
‘Colombo 01,
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-l Showing an average or above average performance according to the y
approved scheme of performance appra1sa1 during permd of nine

(09) years preceding the promotion.

v, Successful completion of all due Efficiency Bars.

(b) Mode of Promotion:

Through the application forms introduced by ‘rh'e'employer, a request should
be made by the qualified employees. The Appointing Authority after
verification of qualifications will take action to promote the qualified

employees to Grade I with effect from the date of qualifying.

Promotion from Grade I to Special Grade

(&) Pre-requisites:
mne (_o“l)
i.  Should have complete(d a minimum of fve—~B5) years of service in

Grade I and eamed 1ary increments.
Should have completed ﬁVe (05) years of satisfactory service

inimediately preceding the promotion.
Showing an average or above average performance according to the

i, S
approved scheme of petformance appraisal during the period of five mine (o9

ii.

(@5Y years preceding the promotion.

(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 by the
Appointing Authority to promote to U PL-3 (Special Grade) after
verification of qualifications and performance evaluation by an interview

with effect from qualifying date.

Syllabus for the Efficiency Bar Test:

7.1 The syllabus should be prepared relevant to each post covering the following

components.

7.1.1 First Efficiency Bar Test; Structured Interview (to be completed
within three (03) years from the date of appointment to Grade IIT)

a. To check whether the employee as relevant to the post, is
conversant with the role and functions of the institution.

b.  To test the employee’s knowledge with regard to the general office
procedures and establishinent matters as relevant to the post. -

To test the knowledge, skills and proﬁ01en01es relating to functlom
assigned to the post and employee category.

Samanthi. N. Meethalawa
Director
Department of Management Serv:ces
General Treasury :
Colombo 0~ - -




08.

09.

All candidates should obtain a minimum of 40% marks at the test to pass
the 1% Efficiency bar.

The Interview panel should consist in terms of the provisions specified in
the procedure for appointment.

Candidates should pdss this efﬁ'cicnoy bar test to be confirmed in the post.

7.12 Seéond_ Efficiency Bar Test; Structured Interview (to be completed
within three (03) years from the date of appointment to Grade II)

To test the knowledge of the employee concerned about the procedural
and legal innovations-in the relevant field during the period of service
he/she has been serving in relation to the subjects covered in the first
efﬁmency bar examination and the skills of the employee on innovations
relevant to the appointment,

To test Whether the employee has acquired skills relating to the post in
keepmg with his seniority. -

All candidates should obtain a minimum of 40% marks at the test to pass
the 2™ Efficiency bar.

The Interview panel should consist in terms of the prov1310ns specified in
the p:rocedure for appointment.

: - 197194 alinses'# .
7.1.3 Third Efficiency Bar puctured Interview (to be completed

w1thm three (05) ﬁWﬂmgdate of promotion to Grade I)
2o baW 5
The components under %0 2dghelssare to be applied as appropnate

All candldates should obtam a minimum of 40% marks at the test to pass
the 3 Efﬁc1ency bar.

The Interview panel should consist in terms of the provisions specified in
the procedure for appointment.

Allocation of duties:

Allocation of duties will not be based on grades. Duties and functions falling within the
duties and functions assigned to the employees of this category, can be assigned to any
person in any of the grades, based on service requirements, experience and merit.

Appointing Authority :

Appointing Authority will be the Umversr[y Grants Commission/ Governing Authority
of the Umver51ty

Samanthi. N. Meethalawa
Director S
Department of Management Servic
General Treasury
Colomnbo 01.
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Pefinition:

10.1  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 earned and net subjected to any punishment (other than a warning or a
severe warning) for any offence committed by the employee during the period.

10.2 “Due Date” means the date on which this Scheme of Recruitment comes into
effect

Recommended the above Scheme of Recruitment.

Date : u&@"?p'\r ...... Signature of the Chairman of
University Grants Commission
(Official Seal% ,
enior Professor Sampth Amaratu

Recommended and forwarded for the approval. : Chairman
' University Grants Commission

No. 20, Ward Place, Colombo €

59 Sri Lanka.
’“f/‘”lﬂ >l Wasantha Perera a\
Date : voerviennninninianenns Secretagy Siggﬁﬂere f the Secretary
Ministry of Bucation Ministry\of Education
No. 18, Ward Place, (Official Seal)
Colombo 07 :

Above Scheme of Recruitment is approved.

05/9%/%»4{ W

Date: .7 .. ln.. . Director-General
Department of Management Services

Hiransa Kaluthantri

Director Gesara

Pepartment cf Manzosman: sere.
General Treasur.

Colomho -1




. ‘Annexure 01
Job Descriptions

Prlmarv Level - Skilled Grades (U-PL 3)

No. Post - : | Job Descrxptlon

1. | Driver - ' s Responsﬂale for transport actlvmes at the umversrty

e Maintaining the vehicle safe and clean.

o Identify defects in the vehicle and report them to the supervrsmg
officer.

o Schedule regular vehicle service appointments and report them to
the supervising officer.

¢ Ensure the vehicle is clean and comfortable for users.

e Maintain records such as mileage, fuel, expenses, etc.

* Any other work assigned by the supendsing officer

‘2.~ | Electrician e Service and maintain electrical systems, fixtures, clectrical
‘ . equipment in the Department. .
e Perform internal wiring work in Iaboratoﬂes and Department.
o Assist electrical repairs, electricity safety in the Department

Perform routine inspections on electrical systems to identify issues
Any other work ,assigned_ by the supervising officer

3. | Mason . Perform masonry ¥ work at the umversrry under the guidance and

' supervision of the Work Supervisor/Works Engineer.

¢ Rehabilitation and repairing damaged buildings and places

» Agsist in building layout, framing, sheathing and roofing
structures.

o Use equipment and tools to safely perform basic constmctlon
tasks. ~

s Provide necessary services to conduct practlcal sessions.

o Any other work assigtied by the Head of the Department
/Supemsmg Ofﬁcer

4. | Carpenter - » Serwce and mamtam tools, machmes and other equipment.
 Repair and replace damaged wooden items at the university.
¢ Taking measurements and calculating the size and amount of
material needed. .

e Inspect places and conduct repairs or maintenance.

e Provide the necessary service to conduct practical classes.

e Ensure the required materials are available and prepare them
before classes commence.

s Any other work a331gned by the Head of the Department.

5. | Plumber . Operate maintain and repair the university plumbing system and
fixtures. :
Assemble and connect pipes to ensure regular water supply.
Detects issues in the plumbing system, water supply, etc.
Perform routine maintenance on plumbing fixtures.

Any other works assigned by the Works Engineer or supervising
officer

2 & @

- Samanthi. N. Meethalawa
(‘f)"s< Director
Department of Management Services
General Treasury
.Colombo 01.
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6. Welder

- Operate welding equipment, tools and machinery in a safe manner.

Perform various welding techniques according to university ol
requirements.

Provide the necessary service to conduct practical sessions.

(7. [Fitter

Ensure the safety of equipme’ht and tools.

Responsible for assembling, installing, maintaining and replacing
mechanical systems, equipment and components.

Ensure alignment and fitting of machinery assembly parts.
Provide necessary service to conduct practical sessions,

8. | Technician

Provide technical support, malntenance, repair equipment, systems
used at the University

Perform maintenance, repair and calibration of equipment,
instruments, devices and systems.

Provide the necessary service to conduct practical sessions.
Identify technical issues.

Collect and record instruments from equipment functions, test, etc. '

- 9. | Machinist

Taking measurements and marking material for cutting or shaping,.
Assist to conduct practical sessions to the students. '

Ensure that required materials are available before classes
cormmence.

Perform routine machine maintenance and repair minor damages
Monitor machine while working to adjust the feed, maintain
temperature and identify issues

Service and maintain tools, machines & other equipment -

10. { Mechanic

Responsible for maintaining, repairing and servicing vehicle,
machines at the university

Inspecting vehicle engine and mechanical/electrical components to
diagnose issues accurately.

Perform routine maintenance tasks such as oil changes, fluid
checks, tire and brake inspections on vehicles and equlpment
Diagnose and troubleshoot mechanical issues.

Schedule future maintehance sessions.

Keep logs on work and issues.

11. | Blacksmith

‘soldering.

Provide necessary service to conduct practical classes for students
Ensure the required materials are available before classes
comience.

Responsible for crafting metal info functional and artistic pieces
through heating, forging, and hammering techniques.

Repair damaged metal objects and structures by heating and
reshaping them.

Repairing damaged eqmpment with methods such as weldmg or

Samranthi- i teethalawa
0’? Director
Department of Management Services
General Treasury '

Colombo 01.




12

Tinsmith e Operate light metalworking machines such as shears, brakes,
punches, and drill presses to cut, bend, punch, drill, shape or
straighten sheet metal.

» Responsible for crafting and working W1th sheet metal as per the-
university requ1rement

» Cut, shape, and form sheet metal into desired shapes using shears,
hammer, and bending tools.

e Assist to conduct practical sessions for the students.

13. | Book Binder e Repair and restore damaged books, documents, and —manuscripts
to their original condition using appropnate preservatlon '
techmques

s Cutting papers fo size using machines and cutting tools

e Gluing and stitching components into book covers.

s Attaching endpapers to the body of the book.

o Trimming book edges to size.

¢ Repairing and rebmdmg damaged or worn books for resale or
reuse.

14. | Litho Artist . Responsﬂ)Ie for creating artistic and graphic de51gns usmg

* lithography techniques.

e Maintain accurate records of hthography projects, materials used,
tcchmques applied, and artistic processes.

» use printmaking techniques like etching, screen printing,
lithography to produce prints _

e Print on a variety of surfaces, such as plastics, metal, glass,
textiles, wood and paper -

 Any other work assigned by the Supervising Officer.

15. | Plate Maker » . A Plate Maker is responsible for creating and preparing printing
plates used in various printing processes, such as offset printing,
flexography, and letterpress at the university.

s Prépare printing plates- by processing analog artwork, ensuring
accurate reproduction of images and text.

» Use plate imaging equipment to transfer digital or film-based
artwork onto printing plates.

e ' Any other work assigned by the Supemsmg Officer.

16. | Litho Machine e Responsible for operating litho graphic printing machines to

Operator produce high-quality prints for various educational, promohonal

and administrative works at the university.

Set up lithographic printing machines, including adjusting paper
alignment, loading inks, and configuring printing plates.

Minor repair of Litho Offset Machines.

Any other work assigned by the Supervising Officer.

Samanthi, N. Meethalawa

Director :

Department of Management Snrwces
General Treasury

Colombo 01. . -
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17.

Electronics
Repairman

Madhine

- Responsible for troubleshooting, repairing, and maintaining a wide

range of electronic equipment and systems used within the
university.

Diagnose and repair electronic devices, equipment, and systems
such as computers, projectors, audiovisual systems, laboratory
instruments, and communication devices.

Identify and replace faulty components 1o restore’ propel
functionality.

Maintain electronic equipment to prevent breakdowns and ensure
optimal performance.

- 18

Operator
(Generator)

Responsible for operating and maintaining electrical generations
and power systems to ensure reliable and continuous power supply
for various HEI facilities, buildings, and equipment. This role
plays a crucial part in supporting umnterrupted operations and
safety on HEL
Operating of machines of the Examinations division such as:
Photocopy Machines
Fax Machines
Laminating Machines
Periodic maintenance of machines.
Minor repair of machines

19.

Instruments
Mechanic

Responsible for the installation, maintenance, calibration, and
repair of a wide range of scientific and laboratory instruments used
for research, teachlng, and analys1s

Perform regular mairtenance , inspection, and calibration of
Instruments to ensure accurate and reliable measurements.
Diagnose and troubleshoot technical issues in instruments,
identifying and addressing malfunctions or inaccuracies.
Installation/handling/maintenance/repair of instruments,
measuring equipment and other electronic devices.

Set up/operate/maintain/troubleshoot instrumerits according to the
instructions in the manual.

Preparation of practical setups for laboratory, research and
teaching work.

20.

Aluminum
Fabricator

Responsible for crafting, assembling, and installing -aluminum
structures, components, and systems used within university
buildings, facilities, and structures. This role involves working
with aluminum to create functional and aesthetically pleasing
structures that support various HEI needs.

Cut, shape, and assemble aluminum components to create
structures such as windows, doors, frames, partitions, and
architectural elements. '

Select appropriate types of alummum and other materials based on
project requirements.

Undertake any other duties and responsibilities of the department
assigned by the Head of the Department . When necessary.

Generg] Treasury
Colomhbg 01,
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Note:

Above job descriptions are listed considering the general duties assigned to the post. Thus, Higher -
Educational Institutions / Institutes may have the liberty of adding/ removing any special duties to .
any posts mentioned in the above lists ag per the university/faculty requlrement in consultanc‘l

with the Head of Department and relevant Authorities.

Samanthi. N. Meethalawa
Director -
Department of Management Servit
General Treasury
- Colompo 0L . =




