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3.3 Plan for filling the existing vacancies within the next year

| Annex Il

— Cadre as at
% 2025/12/31
g S.No Designation ReleV.ant Grade Salary ?; = -% =,
2 service Code s | 2| = L @
7 AEIERER
@ N E A
— | 1 |Divisional Secretary SLAS I SL1-2016 1 1 - -
E 2 |Assistant Divisional Secretary SLAS II SL1-2016 1 1 - -
5| 3 |Asst./Deputy Director of Planning |SLPS I SL1-2016 1 | - -
E 4 | Accountant SLACcS II SL1-2016 1 1 - -
Total 4 4
1 |Administrative Officer PMAS Supra [MN7-2016| 1 1 - -
2 |Administrative Grama Niladari GNS Supra |[MN7-2016( 1 - 1 -
?3 3 |Translator (Sinhala-Tamil) (Sinhala- |TS I MNG6-2016( 1 1 - -
g E English)
— .. L . Class 3
4 | Additional District Registrar Regs Grade II MNS5-2016( 1 1 - -
Total 4 3 1
1 |Development Coordinator AS HI/I/T |MN4-2016| 1 - 1 -
S| 2 |Development Assistant AS NI/ [MN4-2016( 1 2 - 1
a3 Development Officer 269-1-2 DOS OI/I/T [MN4-2016| 8 | 32 - 24
g 4 | Development Officer 269-1-1 DOS /I |MN4-2016| 16 | 16| - -
% 5 |Technical Officer SLTS II MN3-2016( 1 - 1 -
% 6 |Public Management Assistant PMAS HI/IVT |MN2-2016| 14 | 14 - -
7 |Grama Niladaries GNS HI/I/T |MN2-2016 8 8 - -
2 Informgtion & Communication SLICTS 1 MT1.2016 1 1 ] ]
Technical Assistant
9 |Technical Assistant Departmental | [II/II/I |[MT1-2016 1 1 - -




Total 51 (74 2 25
© /T
S| 1 |Driver CDS M b0t | 2 | 3] - 1
—
2
| 2 |KKS OES IH/H./I PL1-2016 5 5 - -
g Special
A Total 7 |8 1
Total number of posts 66 89| 3 26
Annex 111
3.2 Forecast of the future staff requirements of the institution
Future staff
requirements of the institution
[ 5]
L 172]
Servic | £ 2 - T - T P R P B R
= I~ b= = < 3 = o 2 =)
e = s & - - o0 3 eo 3 N &0
] > < = = -= = =] =
level | 5 2 @ |Z z 2 z 2 Z 2
%z S =4 S S 2 & z
= E - : B = |z
S = 3 s = £ Z2
&) wn
1 |Divisional Secretary SLAS I SL 1
£ | 2 |Assistant Divisional Secretary  |SLAS /- [SL1
o
= Asst. / Deputy Director of
S 3 ss / eputy Director o SLPS 1 SL 1
- Planning
4 |Accountant SLACcS i |SL 1
£ 1 |Administrative Officer MSOS Supra |MN7
£ T; 2 |Administrative Grama Niladari |GNS Supra |MN7
[-5]
&= 2| 3 [Translator (Sinhala-Tamil) TS /1 MNG6




Class 3

Special

4 [Additional District Registrar Regs Grade IIT MN5
1 |Development Coordinator AS oiT  (MN4
_ 2 |Development Assistant AS oriT  (MN4
= | 3 |Development Officer 269-1-2 [DOS /1T [MN4
E: 4 |Development Officer 269-1-1 |DOS oriT  (MN4
3 5 |Technical Officer SLTS /IVT  |MN3
§ 6 |Public Management Assistant PMAS HI/I/T | MN2
@ 7 |Grama Niladari GNS I/IVL [MN2
Information & Communication Class 3
8 . . SLICTS Grade |MTI1
Technical Assistant
/11
9 |Technical Assistant PNt AL [MT1
< 1 |Driver CDS VL py
g § Special
T 2 114141
A 2 |KKS OES PL1




3.3 Plan for filling the existing vacancies within the next year

8 Cadre
E 5 = Method of
= 'g § g = - Method of | covering up
S| = S 2 -5 filling duties till
£ |= - g = o S |E |8 |2 vacancies | vacancies are
@ | g 2 = £ | = &8 |8 |B filled
22 A ~ QO 2 < | < |= [O E
Divisional SL1-
! Secretary SLAS I 2016 ! ! ) )
= A.ss'is'tant SL1-
% | 2 |Divisional SLAS III/11 1 1 - -
s 2016
. Secretary
-g Asst. / Deputy
> . SL1-
A 3 |Director of SLAS 11 1 1 - -
- 2016
Planning
4 |A tant SLAcS SR 1|1
ccountan c 2016 - -
Administrative MN7-
1 Officer MSOS Supra 2016 1 1 - -
Administrative MN7-
zﬁv—i - -
g 2 2 Grama Niladari OTNS Supra 2016 ! !
o = Translator MNG6-
— - -
3 (Sinhala-Tamil) TS 1 2016 ! !
4 Additional Reos Class 3 |MNS5- | | ) )
District Registrar 8 Grade (2016
Development MN4-
! Coordinator AS T 2016 ! ) ! i
Development MN4-
2 Assistant AS /1T 2016 1 2 - 1
Development MN4-
3 Officer 269-1-2 DOS /1T 2016 8 32 - 24
Development MN4-
4 D /111 1 1 - -
Officer 269-1-1 0S8 /v 2016 6 6
o) Technical MN3-
E 5 Officer SLTS /11 2016 1 - 1 -
- Public MN2- ] ]
8 6 Managernent PMAS T/11/1 2016 14 | 14
§ Assistant
Q
195
MN2-
7 |Grama Niladari |GNS /11 8 8 - -
2016
Information & Class 3 MT1
8 |Communication [SLICTS Grade 2016 1 1 - -
Technical /I
Assistant
o P oo [ e | [ ]
> . II/1/1 |PL3- i
g 1 [Driver CDS Special [2016 2 3 1
& II/1/1 |PL1-
= . -
2 |KKS OES Special (2016 > >




3.4 Horizontal analysis of the human resource of the institution

Service

levels Senior level Tertiary level Secondary level Primary level
Relevant (a) Senior (a) Management |(a) Associate officer - (MIN4) (a) Primary Grade
service Executive (SL4, |Assistant — Suprali. Dev. Asst. 2 - Skilled - (PL3)
SL3) ii. DO (269-1-2)32
category i Grade (MN 7)  [ii.DO(269-1-1) 16 i. Driver 3
and posts 1i. i. AO 1 (b) Supervisory Management Assistant - Non ii.
that fall (b) Executive ii. I;ECh“ical / Technical (MN 3) (b) Primary Grade
(SL1) ’
under that 1. Divisional (b) Field / Office — Semi-skilled - (PL2)
Secretary 1
category ii. Asst. Divisional |Based Officer - i,
Secretary 1 Category 1 1l.
I (MNG)
. Deputy i. Translator 1 i. (c) Primary Grade- Non-skilled - (PL1)
Director of i ii.
Planning 1 (c.) Field / Office |(€.Management Assistant- i OES 5
iv. Accountant 1 Non technical Multi- s
Based Officer - purpose - Segment 1 — (MN 2) t
category 2 1. MSO 14
(MN5)
i. ADR 1 ii. GN 8

11.

(d) Management Assistant-

Non technical - Segment 2

—(MN1)

i

1l

(e)Management Assistant-
Technical - Segment 2 (MT 2)
i

il.

() Management

Assistant — Technical

- Segment3 (MT 1)

1. ICTA1

ii. TA 1




Note :
Service categories, salary codes and designations may vary depending on the nature of the institution.

3.5 Grouping the human resource and presenting it in fi

oures

Annex VI

that fall r the relevarnt service cate

Non-Technical Multi-

Senior level Tertiary level Secondary level Primary level
g E Group E Group g Group E Group
2 g = g g
8 E g E =
: |z t |z g s t |z g
et et et et
3 |& S A S A S | S
Group 15 Group 12 Group 09 Group 03
Senior Executive (SL4, SL3) | Management Assistant Supra Class (MN 7) Associate Officer (MN 4) Primary Grade - Skilled (PL3)
I I {AO 1 I DO, I |Driver 3
D.Asst
’ 50
DO(269-1-2),
DO(269-1-1)
II Group 11 Group 08 I
I Field/ Office Based Officer - Segment 1 (MN6) Supervisory Management 11
Assistant — Non-Technical/
Technical (MN 3)
v I [Translator I v
Group 14 II I \%
Executive (SL1) — Second Group 10 Group 07 VI
group
I Field/ Office Based Officer - Segment 2 (MN35) Management Assistant — Group 02

Il I I Primary Grade — Semi-
ADR 1 MSO, GN 22 Skilled ( PL2)
11 I Group 06 I
v Management Assistant Non- I
° Technical — Segment 2 (MN 1)
g Vv I I




VI I Group 01
% VI I Primary Grade — Non-
= Skilled (PL1)
Group 13 v I |OES 5
Executive (SL1) — First Group 05 I
group
I DS 1 Management Assistant m
Technical - Segment 2 (MT
1 |ADS 1 I | v
1 {DDP 1 Group 04 \Y%
v Management Assistant VI
Acct. 1 Technical - Segment 3 (MT
% I TA 1 VII
VI I [ICTA 1 Vil
Note :

Service categories, salary codes and designations may vary depending on the nature of the institution. The above service category has
been included as per Public Administration Circular No. 03/2016.



4. Identifying the competencies of the staff

gor

Annex VI

4.1 Group -  ( Group number as mentioned in Annex VI )
(Service Category)

% g Competencies
= E— Designation
b .
- e 8 Core Technical
01 Divisional Secretary 1 | Office Management
02 Assistant Divisional Secretary 1 | RTI
03 Deputy Director of Planning 1 | RBM
04 Accountant 1 | Financial Regulation

and Procurement
05 Administrative Officer 1 | Office Management 1 2nd Language Sinhala
06 Additional District Registrar 1 | Civil Registration and

Land Registration
07 1 | Project Management | 1 RPL

Development Officer 2 | Mediation 2 Communication skills
3 | Audit 3 Information Technology

HRD Plan 2025 — Divisional Secretariat, Koralaipattu West, Oddamavadi 15




4 | Drugs Prevention

Counseling skills

Language

08

Management Service Officer

ITMIS

HRD Plan 2025 — Divisional Secretariat, Koralaipattu West, Oddamavadi
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Human Resource Development Plan — 2025

Total
A f R E i E tional | Professional .
Full Name Designation rea of Resouree xperfence Service du?a 01.1a o ?SSIOI.la Contact No Email ID Remarks
Person Period . Qualification | Qualification
Period
. Office Management SLAS-I
Aboobacker Thahir
Divisional Secretary | Disciplinary Procedure and|6 Years 25 Years Degree . 0773033002
. . Master in MPM
Financial Management
Mohamed Rafeel i ivisi SLAS-II
Siyahul Haque Assistant Divisional | Office Management and -\ years {10 Years | Degree 0753535835
ecretary ommunication Skills Master in MPM
Project Proposal Clean
Sehu Ali Mohamed |y o o o |SH Lanka Project SLPS-II
Rivas P y Identification PRA and 10 years 17 Years MDE 0773400165
Y Planning i
Data Analysis
Office Management,
Sitthi Jahitha Office Productivity, Peace miiahith mail.
Mohamed Jalaldeen | Administrative Officer|Sudy and e 12 Years [25Years |Diploma  |Diploma 0778510312 Iﬂa tha@gmail.c
Language Sinhala
Dip.in Counseling,
Dip.in Child Protections
Ahamed Musthafa i i . S . ’
Risvi Thasim S hild R.lghi) - Counseling 14Years 14 Years |Degree Dip.in Psyco Social 0779951018
romotion Officer Intervention, Certificate in
Human Rights & TOT in
Social Media Cyber Crime
Fathima Frasana Women TOT Gender based
. Women Empowerment |12 years |12 Years |Degree Violence, TOT Drug 0766051789
Mohamed Najeer Development Officer . .
Prevention, Sign Language
Counselling Dip.in Counseling ) )
Ahamed Lebbe Peer | a1 Officer 15Years |25 Years |Degree 0777105533 |pima@hotmail.com
Mohamed
Positive Mindset
N q i Programme, 5S thmoh d
Peer Mohame Productivity Productivity, Career - rasithmonamedpeer
Mohamed Rasith Development Officer | Guidance & Second 3 Years 5Years |Degree NIE Diploma 0757311823 @hotmail.com
Language Sinhala
BA( Hons)
LUPPD mohankanesan
Kanesen Geography GIS 12 Year |12 Year |Degree Dip in (GIS) 0755502000 | POhankanesan@g
Mohanathasan Development Officer mail.com
HRD Planl2025 — Dividional Secretariat, Koralaig anhﬂlwqqh@mmmdi 17
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7. Human resource development calendar

Sn Training Training Programme Year
code Quarter
1 2
Tr/01 Clean Srilanka
1 /
Tr/02 Customer Registration System
i /
Tr/03 Customer Satisfaction System
; /
Tr/04 Office Productivity
: /
Tr/05 5S Training
: /
Tr/06 Energy Saving
6 /
Tr/07 Paperless Work
7 /
Tr/08 Green Productivity
8 /
Tr/09 Citizen Based Public Service
: /
Tr/10 Sinhala Language
10 y
Tr/11 Office Productivity
11




Tr/12 Financial Regulation
12

Tr/13 Work Ethics
13

Tr/14 Communication Skills
14

Tr/15 Proposal Writing
15

Tr/16 IT Basic
16

Tr/17 Internal Audit
17

Tr/18 NVQ Qualifications
18

Tr/19 Social Harmony
19

Tr/20 Peaceful Working Environment

20




Analysis Officers all requirements

Analyzing Methods

Solutions

1. Needs from Annual appraisal performance

1. Training needs (TNA)

2. Question airs (Hard copy)

2. Competency gap (GP)

3. Google forms (Soft copy)

3. Officers Skills

4. Direct discussion during the annual
performance appraisal

5. Information collected from direct
supervisors

6. Reports from direct supervisors

7. Feedback from counterpart officers

HRD Plan 2024 — Divisional Secretariat, Eravur Town
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