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My No Your No Date

All Secretaries of Ministries / Secretaries of Commissions

Heads of Departments / District Secretaries

Calling particulars of the vacancies in Grade I11/11/1 and Supra Grade of the Management

Service Officers’ Service

You are kindly requested to accurately prepare the particulars of the vacancies that exist or may exist as at
31.12.2023 in the Management Service Officers’ Service of the Combined Service on a Microsoft Excel sheet
in accordance with the following format (Annex 01) attached herewith and send the same to e-mail address

csrec.pubad@gmail.com before 27.12.2023.

02. The necessary instructions for completing the said form are given below as Annex 02, and if any further
information is required regarding completing the form, please contact the Deputy Director of Combined
Services, Mrs. W.W.M.C. Isurika K. Wijayathunga, at 011-2697235 or the Recruitments and Examinations
Division at 011-2696211 and extension 606.

03. You are further requested to update the particulars of the vacancies relevant to all combined services
that exist as at 31.12.2023 through PACIS software.

04. As the institutions that do not submit the updated document by the due date will be considered as having
no vacancies, you are kindly requested to pay personal attention to this matter, and your cooperation in this

regard is highly appreciated.

Sgd.by \ S. Alokabandara

Director General of Combined Services



Calling particulars of vacancies in the Management Service Officers’ Service of the Combined Service - 2023 Annex - 01

Name of the institution :

Address

Name of the officer
Post

Telephone number

Particulars of an officer who can be contacted for obtaining information regarding the
vacancies in your institution

Indicate accurately the number of vacancies in the Management Service Officers’ Service that exist as at 31.12.2023 in your institution in accordance with the following format.
The number of officers who have obtained leave as per Circular No. 14/2022 should not be considered vacancies.

Table A - If there are sub-offices functioning under your institution, indicate all the vacancies that exist under your institution in this table, including the vacancies in those sub-offices.

Particulars related to Grade I11/11 and | of the Particulars related to Supra Grade of the Management Service Officers’
Management Service Officers’ Service as at 31.12.2023 Service as at 31.12.2023
Serial . . . .
Name of the institution Number of officers Actual number of officers Number of officers
number Approved| Actual . Approved . Number
number ofl number of who have obtained | Number of number who have obtained of
officers officers leave as per Circular | vacancies of officers Substant| Acting in | On contract | leave as per Circular vacancies
No. 14/2022 ive posts basis No. 14/2022
1

Table B - If there are sub-offices functioning under your institution/ head office, indicate in this table accurately how the vacancies in those offices exist in each sub-office.

Particulars related to Grade I11/11 and I of the Particulars related to Supra Grade of the Management Service Officers’
District Management Service Officers’ Service as at 31.12.2023 Service as at 31.12.2023
Serial Town where where the i Actual number of officers i
number Name of the office/ sub-office the officeis | © o 5" |Approved| Actual Number of officers Approved Number of officers |
located number ofl number of who have obtained | Number of number o who have obtained of
located officers | officers | 1€@Ve as per Circular | vacancies | o . Substant| Acting in | On contract [ leave as per Circular vacancies
No. 14/2022 ive posts basis No. 14/2022
1
2
3
4
5
Total 0 0 0 0 0 0 0 0 0 0




INSTRUCTIONS FOR PREPARING THE PARTICULARS OF VACANCIES Annex 02

e The Microsoft Excel sheet that contains the form to be completed can be downloaded via
the following link or by scanning the QR code given below.

https://drive.google.com/drive/folders/1ZHZ47XW7CLfIJTbnYZv8TyEnC590log8D?usp=sharing

e Mention the name and address of your ministry/ commission/ department/ district secretariat accurately.

e In cases of ministries that functioned previously as several ministries and function at present as one ministry
but where vacancies exist separated by divisions, mention the name of the division within brackets at the end
of the name of the ministry.

E.g. - Ministry of Public Administration, Home Affairs, Provincial Councils and Local Government (Home
Affairs Division)

o Enter accurately the particulars of a Staff Grade Officer who can be contacted to obtain information regarding
the vacancies in your institution.

o If your institution has only a head office, enter the particulars of the vacancies relevant to that office accurately
in Table A, and enter those particulars accurately under Head Office in Table B.

Example 01
Calling particulars of v: ies in the Manag t Service Officers’ Service of the Combined Service - 2023 Amnex - 01
Name of the institution : Commission to Investigate Bribery or Corruption
Address : 36, Malalasekara Mawatha, Colombo 07
Name of the officer :AB.C. Perera
Particulars of an officer who can be contacted for obtaining information regarding the !
et A Post : Administrative officer
vacancies in your institution
Telephone number :011-2123456
Indicate accurately the number of vacancies in the Management Service Officers’ Service that exist as at 31.12.2023 in your institution in accordance with the following format.
The number of officers who have obtained leave as per Cireular No. 14/2022 should not be considered vacancies.
Table A - If there are sub-offices functioning under your institution, indicate all the vacancies that exist under your institution in this table, including the vacancies in those sub-offices.
Particulars related to Grade II/1I and I of the Particulars related to Supra Grade of the Management Service Officers’
Management Service Officers® Service as at 31.12.2023 Service as at 31.12.2023
ns:;'b‘:r Name of the institution anproved| Actua | Number ofofficers A Actual number of afficers | Number of officers (0
PP who have obtained |Numberof [ "° who have obtained |
number (number of N N numher P . of
fofficers| officers leave as per Circular | vacancies of afficers, Substant| Acting in |On contract |leave as per Circular vacancies
o No. 14/2022 ive posts basis No. 14/2022
1 |Commission to Investigate Bribery or Cormiption 10 6 1] a 3 1 1 ] [1] 2
Table B - If there are sub-offices functioning under your instirution/ head office, indicate in this table accurately how the vacancies in those offices exist in each sub-office.
Particulars related to Grade I11/11 and I of the Particulars related to Supra Grade of the Management Service Officers®
L, Management Service Officers® Service as at 31.12.2023 Service as at 31.12.2023
Town where | DiSfrict
Serial Name of the office/ sub-office the office is ‘where (.Iw approved| Actusl Number of officers N Actual number of officers Number of officers Number
sumber located office is he ber of | o bave obtained | Number of ol he who have obtained £
located | e | atficers | 1eave as per Circular | vacancies | 295 =" |substant| Acting in |On contract (icave as per Circular |~
of officers| offcers No. 1412022 ol oficers ive pusl! basis No. 1412022 Vacancies
1 |Head Office [Colombo 07 |Colombo 10 6 1] 4 3 1 1 1] [1] 2
2
3
4
5
Total 10 6 [ 4 3 1 1 [ 4] 2

o If there are sub-offices functioning under your institution, mention the approved number of posts, actual number
of officers and total number of vacancies in the head office and all sub-offices in Table A. Indicate in Table B
accurately how the vacancies exist in the head office and each sub-office.


https://drive.google.com/drive/folders/1ZHZ47XW7CLfJTbnYZv8TyEnC590loq8D?usp=sharing

Example 02

Calling particulars of v ies in the Manag t Service Officers” Service of the Combined Service - 2023 Annex - 01

Name of the institution : Department of Agrarian Development

Address : No : 42, Srl Mareus Fernando Mawatha, P.O. Box 537, Celombo 07
Particulars of an officer who can be d for ok information ding the Name af the officer $AB.C. Perera
e P, Post : Administrative officer
vacancies in your institution
Telephone number : 011-2123456

Indicate accurately the number of vacancies in the Management Service Officers® Service that exist as at 31.12.2023 in your institation in accordance with the following format.
The number of officers whe have obtained leave as per Circular No. 14/2022 should not be considered vacancies.

Table A - If there are sub-offices functioning under your institution, indicate all the vacancies that exist under your institution in this table, including the vacancies in those sub-offices.

Particulars related to Grade IIVII and I of the Particulars related to Supra Grade of the Management Service Officers’
Management Service Officers’ Service as at 31.12.2023 Service as at 31.12.2023
SE]'I:I Name of the institution A 4| Actuay | Number of officers Approved Actual number of officers Number of officers |
number PRIV "3 | who have obtained |Number of |*PP who have obtained | T
number |number of . N number P . of
£ offi i leave as per Circular | vacancies £ offi Substant| Acting in | On contract |leave as per Circular .
otafheers) officers No. 1472022 01O ive | posts basis No. 14022 | VAaRCEs
1 |[Department of Agrarian Development 125 w0 0 35 3 3 0 [} ] 3

Table B - If there are sub-offices functioning under your institution/ head office, indicate in this table accurately how the vacancies in those offices exist in each sub-office.

Particulars related to Grade IIVII and I of the Particulars related to Supra Grade of the Management Service Officers’
o, Management Service Officers” Service as at 31.12.2023 Service as at 31.12.2023
Town where District
Serial y . | where the Number of offi Actual number of officers Number of offi
Name of the office/ sub-office the office is N Aumber ¢ athicers mmber of allirers i
oumber located office s AIE::’:_“ n:m“b::lnf who have obtained |Number of A:‘?:h::d who have obtained Mn:fber
located £ offi i leave as per Circular | vacancies | . .o Substant| Acting in | On contract (leave as per Circular | :
of officers| officers No. 1472022 of officers| ;. posts basis No. 1412022 vacancies
1 |Head Office [Colombo 05 |Colombo 75 60 2 15 4 2 (1] 2
7  |District office of Agrarian Development -Gampaha |Gampaha [Gampaha 30 15 o 15 1 0 1
3 |Agrarian Development Center - Maho Maho A'pura 20 15 1 5 1 1 0 0
4
5
Total| 125 80 3 35 [ 3 0 1] o 3

e Action should be taken by district secretariats to indicate the particulars of vacancies that exist in divisional
secretariats under them. Mention the approved number of posts, actual number of officers and total number of
vacancies in the district secretariat and the relevant divisional secretariats in Table A. Indicate in Table B
accurately how the vacancies exist in the district secretariat and each divisional secretariat.

Example 03

Calling particulars of v ies in the Manag t Service Officers’ Service of the Combined Service - 2023 Annex - 01

Name of the institution : Distriet Secretariat - Colombo

Address : Narahenpita Rd, Colombo 05

Name of the officer .B.C. Perera

Post : Administrative officer
Telephone number : 011-2123456

Particulars of an officer who can be contacted for obraining information regarding the
vacancies in your institution

Indicate accurately the number of vacaneies in the Management Service Officers’ Service that exist as at 31.12.2023 in your institution in accordance with the following format.
The number of officers who have obtained leave as per Circular No. 14/2022 should not be considered vacancies.

Table A - If there are sub-offices functioning under your institution, indicate all the vacancies that exist under your institution in this table, including the vacancies in those sub-ofTices.

Particulars related to Grade 1II/II and I of the Particulars related to Supra Grade of the Management Service Officers’
Management Service Officers’ Service as at 31.12.2023 Service as at 31.12.2023
SE“;I Name of the institution A al Acwar | Number of officers Approved Actual number of officers Number of officers [\
nuntber Pprove U8 | who have obtained |Number of | *PPT” who have obtained |
number |number of ) . number A . of
of officers| officers leave as per Circular of officers Acting in |On contract |leave as per Circular vacancies
No. 142022 ive posts basis No. 14/2022
1  |District Secretariat - Calombo 78 59 ] 19 5 3 1 0 [¢] 2
Table B - If there are sub-offices functioning under your institution/ head office, indicate in this table accurately how the vacancies in those offices exist in each sub-office.
Particulars related to Grade 111 and I of the Particulars related to Supra Grade of the Management Service Officers’
. Management Service Officers’ Service as at 31.12.2023 Service as at 31.12.2023
District
Serial Town where where the Number of offi Actual number of officers Number of offi
Name of the office/ sub-office the office is 3 Numpber ot officers umber of officers |
oumber located office is Appmbv:d AI;:“' t who have obtained |Number of Appmb‘:d who have obtained M"“rher
located 'r“"t;'_ r '""; T % | teave as per Circular i ""'z T Acting in |On contract [leave as per Circular | °F
of officers| officers No. 14/2022 of officers| . posts basis No. 1472022 vacancies
1 |District Secretariat - Colombo [Colombo 05 |Colombo 30 20 0 10 3 2 [1] 1
7  |Divisional secretariat - Colombo [Colombo 05 |Colombo 25 18 o 7 1 1 0 1
3 |Divisional secretariat - Padukka Padukka (Colomba 23 21 0 2 1 1 o0 o0
4
5
Total 78 59 0 19 5 3 1 0 0 2

e Please rename the accurately completed Microsoft Excel sheet by the name of your institution and email it to
csrec.pubad@gmail.com before 27.12.2023.



