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Public Service Commission Circular No. 02/2022
All Secretaries to Ministries and Heads of Departments

Procedure for Selection of Officers for Posts of Grade I of All-Island Services and

Executive Service Categories of Ministries/Departments of Which the Appointing
Authority is the Public Service Commission (Including Appointment of Officers to Attend
to Duties on Full-Time Basis in Such Posts)

Public Service Commission flas, having observed instances where the absence of a proper
procedure to select officers to posts of Grade I of All-Island Services and Executive Service
Categories of Ministries and Departments not only rendered it impossible to select the mo'st
suitable officers to such posts but also denied an equal opportunity to qualified officers to
apply for those posts, decided that the following procedure should be followed here afterwards
for selection of officers for appointment to such posts of which the appointing authority is the

Public Service Commission except;

I.  where the relevant service minute/scheme of recruitment specifies a selection process
for such appointments,
II.  where Public Service Commission has approved a different selection process for such
appointments,
III.  where the selection of officers for appointment to posts should be based solely on
seniority in accordance with the relevant service minute/scheme of recruitmenf and,
IV.  for appointments by transfers under the approved transfer schemes, as mutual transfers
and by transfers made on disciplinary grounds or,
V. for appointments to such posts of officers of Grade I of the same service/service

category to act, in addition to performance of duties of their substantive posts.



Calling applications - Every post of Grade I of the service/service category intended to be
filled by making a permanent appointment or an appointment to act/attend to duties must

be advertised on the official websites of;

a.  the relevant Administrative Authority and,

b.  the relevant Ministry/Department

Prior approval of the Commission must be obtained by the relevant Administrative
Authority for the notification calling applications, which must be substantially in the form
given in Annexure 1. (If applications are called for more than one post, the format may be
modified inserting spaces for indication of order of preference of applicants for different

posts).

Entertaining applications — Application must be open at least for two weeks. The
Secretary to the Ministry/Head of Department where the vacancy exists must entertain
applications submitted by the applicants using the prescribed curriculum vitae format.

Every application received must be serially numbered and entered in a schedule.

Appointment of the interview panel — Public Service Commission will appoint an
interview panel in accordance with the Public Service Commission Procedural Rule 70
and when nominating members to such interview panel the relevant Administrative
Authority/Secretary to the Ministry/Head of Department must ensure that such nominees
include at least one who is fully conversant with the expected role of the selectee in the

new post and at least one female officer.

Selection — All Island Services— In the case of an All-Island Services the following two-

stage selection process must be followed.

a. Stage I of selection — The interview panel must give marks to applicants under
the following headings based on the information furnished in the curriculum
vitae following the guidelines given in Annexure II.

i.  seniority
ii.  experience in the relevant subject/field

ili.  professional qualifications



b. Short listing — .

i. If the number of candidates qualified to be permanently appointed to
the post is more than 10, candidates selected based on marks obtained
at Stage I down to the candidate who obtains 20 marks less than the
highest marks or equal in number twice the number of vacancies

advertised, whichever is higher, must be called for the interview.

it.  If the number of candidates qualified to be permanently appointed to
the post is less than 10, all such candidates must be called for the

interview.

iii.  In the absence of candidates of grade I of the service qualified to be
permanently appointed to the post, it will be sufficient to call for the
interview at least three or if the number of vacancies advertised is
more than one, a number equal to twice the number of advertised
vacancies of suitable candidates to be selected for appointment to
attend to duties on full-time basis in the post based on the marks
obtained at the first stage. However, if the number of applicants is
equal to or less than the number of advertised vacancies, all applicants

" must be called for the interview.

c. The interview (Stage II of selection) — The interview panel must assess the
shortlisted candidates against the following elements of the published selection
criteria following the guidelines in Annexure II.

i.  Strengths

ii.  Behavioral competencies

Selection — Departmental Services/Posts - In the case of departmental services/posts,
all qualified applicants must be called for the interview and evaluated under each of the
following headings of the marking scheme at the interview itself following the relevant
guidelines in Annexure II.
i.  seniority

ii.  experience in the relevant subject/field

ili.  professional qualifications

iv.  Strengths

v.  Behavioral competencies



-

In the absence of candidates of grade I of the service category qualified to be !
permanently appointed to the post, it will be sufficient to call for the interview at least ™
three or, if the number of advertised vacancies is more than one, a number equal to
twice the number of advertised vacancies of suitable candidates to be selected for
appointment to attend to duties on full-time basis in the post based on seniority.
However, if the number of applicants is equal to or less than the number of advertised

vacancies, all applicants must be called for the interview.

8. Forwarding recommendations to the Commission for permanent appointments -
The application for appointment of the selected candidate/candidates to the post/posts
on permanent basis must be forwarded to Public Service Commission by the relevant
Administrative Authority with recommendation in the EST 12 form with the schedule
of results of the selection process signed by all members of the interview panel along

with the supporting documents.

9. Appointments of the selectees to act/attend to duties on full-time basis—All-Island
Services -The relevant Administrative Authority must appoint the candidates selected
based on the results of the selection process to act/attend to duties, on full-time basis, in
the vacant post subject to covering approval of the Commission and forthwith send the
application for the covering approval of the Commission for such appointment in the
EST 4 form along with the schedule of results of the selection process signed by all
members of the interview panel and tl‘le other required documents. It will be the
responsibility of the relevant Administrat-ive Authority to send such application within a

month of the effective date of the appointment.

10. Appointments to act/attend to duties on full-time basis— Departmental
Services/Posts- The relevant Administrative Authority must forthwith send the
recommendation for appointment of the selected candidate/candidates to act/attend to
duties, on full-time basis, in the vacant post/posts in the EST 4 form along with the
schedule of results of the selection process signed by all members of the interview

panel and the other required documents.

11. The provisions of this circular will come into effect from 01.01.2023.

Sgd./M.A.B.Daya Senarath

Secretary

Public Service Commission
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Post of ..........eeeeemsnennas of Grade | of .....ccccnnrnrreee. Service/Executive Service Category of
Ministry/Department of.....c.....

Applications are called from suitably qualified officers of Grade | Of ... eceeeeereeneen. to be appointed to
the above post. Number of vacancies is.............

In the absence of applicants of Grade | of the service/service category, officers of Grade Il of the
Service/service category with active and satisfactory service of ..............* years will be considered for
appointment to attending to duties on full-time basis in the post.

(*Insert appropriate length of service taking into consideration the service of batches from whom
applications are intended to be called.)

Attending to duties appointments will be done for a maximum period of one year with the possibility
of further extensions afterwards subject to provisions of Public Commission Procedural Rule 121.

Applicants must forward their duly filled curriculum vitae in the format attached hereto
t0. s icssseannnennnne. through the head of department to reach (Head of Department where vacancy
exists) on or before.,..........

Late applications, incomplete applications and those not submitted in the prescribed format will be
rejected without any notice.

2:0. Candidate Profile
2.1. Experience & Professional Qualifications;

i.  Preferably at least 03 years of experience in (Insert subject/field)
ii.  Postgraduate qualification in {Insert subject/field),
iii.  Proficiency in English

2.2. Strengths;

(Things have to be done effectively and which should motivate the applicant. Insert maximum of three
strengths)
i.
| P
iii.
2.3. behavioural competencies

{Actions and activities that are needed to be done effectively. Insert maximum of three behavioural
competencies)

i.
il
ifi.
(The following sources will be helpful in determining the relevant strengths and behavioural

competencies

i.  https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/717274/CS_Strengths_2018.pdf
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ii.  https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/717275/CS_Behaviours_2018.pdf ,
iil.  https://www.unicef.org/careers/media/1041/file/UNICEF%27s_Competency_Framework.pd

f) Coa
iv.  https://www.adb. org/s:tes/defauIt/ﬁIes/page/42368/adb-competenues-natlonal staff-3-4-
201908.pdf) Lo
. et e el de b
3.0. Method of selection b ur L
DOGERE i pel
(All Island Services) R

Selection will be based on assessment of se)h'io'rity and merit through the curriculum vitae and an
interview. Only a shortlisted number of applicants will be called for the interview.

{Departmental Services/Posts) S

A B F
P N i

Selection will be based on assessment of semorlty and merit at. ammter\new

3

3.1. Marking scheme o A SR
e ', ! et 0
L LR s o ST o
Heading oo e gt ar iy s 2ecode | Maximum | Method of
Wi gn L foer moy oove | Marks assessment
Seniority b - . ' -vpenence (€.g, A0 ofpcer | 50 Curriculum
Maximum marks" will*'b&* dwardéd’to™ the vitae
senlor-most appllcant and’other applicants W|II (CV)/Interviews
receive marks for semorlty prpBFtlSh'é‘teiy
Exper:ence m the fi eld/s (4] SOP——— - | 20
Conteang Gesnner) L

In addition to the length of service in the
fleld/exposure to the subject the depth of
knowledge or mastery iof the’ subject of/m the
field of....coceen.. gamed through mvolvementﬁ in
or exposure to it w:l[ be assessed SR
LpEn e the 1AL sEryice
(Experience” need not ' to ‘bévstrictiy confined to |
the field under which the vacant post comes.
Wherever possible, the list of fields must include
such other fields where an officer may have
gained transferable experience, (e.g., An officer
who has worked in fields like rural development,
small industries development, social services
etc., may have gained experience transferable to
regional administration.)
Professional qualifications/Research & |10
inncovations

{1) Postgraduate qualifications in the field
Of vrrrrrerenn®
(Select relevant fields from among the
fields/subjects specified in the relevant service
minute/scheme of recruitment)




Bt s et A e
'
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a. Research based postgraduate degree —

7 marks

Taught postgraduate degree — 6 marks

Postgraduate diploma — 4 marks

d. Graduate/Postgraduate certificate — 2
marks

0o

(2) Research & Innovations (Optional.
insert only if applicable)

a. Patented/copyrighted
innovations/inventions in the relevant
field — 10 Marks

b. Research paper in the relevant field
published in an internationally
recoghized academic journal — 6 Marks

¢. Research paper in the relevant field
published in a recognized academic
journal =5 Marks

d. Successfully implemented innovations
in the area of work/development of IT
solutions — 4 Marks for each
innovation/IT solution (Documentary
proof must be furnished)

(3) Training in the field of...ceieese®

a. Of duration of 3 months or more — 1

mark

b. Of duration of 10 days or more — 0.5
marks

c. Of duration of 3 days or more — 0.2
marks

(4) Proficiency in English*

a. Diploma in English obtained from a
recognized university or government
training  institute/IELTS  Academic
overall score 6.5 or above, TOEFL-IBT 79
or above, TOEFL-CBT 213 or above, or
TOEFL-PBT or above — 02 Marks

b. Certificate in English obtained from a
recognized university or government
training institute — 01 Mark

* Marks will be awarded only for the highest
qualification
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Actions and activities that are needed to be
done effectively as specified in section 2.3.
above.

Strengths 10
Things have to be done effectively and which
should motivate the applicant as specified in
section 2.2. ahove,

Behavioural competencies 10

Interview

Note 1: The term “recognized university” in the above marking scheme means a university recognized

by the University Grants Commission of Sri Lanka

Note 2: All postgraduate qualifications indicated in the marking scheme above should have been
obtained from a university recognized by the University Grants Commission of Sri Lanka and such
qualifications obtained from other degree awarding institutes should have the recognition of that

commission,

{Relevant administrative authority)

(DT oI

-l



CURRICULUM VITAE FORMAT

Post applying for

Particulars about the applicant

Vil.
VII.

Al
Xil.
X1t

Name

National Identity Card No.

Age

Residential Address

Contact Nos.

Email

Grade of the service

Date of appointment to the service

Date of promotion to the present grade of the service
Designation

Date of appointment to the present post
Ministry

Department

(Add any other necessary additional information)

Particulars about the service in the present grade

L.

No pay/half pay leave

From | To Total duration Purpose
{Years/Months/Days)

Efficiency bars

Efficiency | Due date of | Date of | No. and date of the letter granting
bar completion completion concession/exemption, if any

In case being subjected to a disciplinary action;

Date and | Disciplinary Effective  date of

no. of the | order (Iif still | punishment/s, if any

charge pending, please | (i.e., date of

sheet indicate) commission of the
offence)

Any period of service left
out when calculating
satisfactory  service in
terms of Public Service
Commission Procedural

Rule 186 (ii)




4. Experience

4.1 Past service since date of appointment to the service

Post

Ministry/Department
/Institute

Duration

Brief description of nature of
responsihilities

From

To

4.2 Experience in the relevant subject (Certified copies of letters of duty assignment must

be attached.)

Post

Ministry/Department
/Institute

Duration

Brief description of nature of
responsibilities

From

To




4.3. For All-Island Services only(insert a question to assess the in-depth knowledge and
mastery in the subject gained through experience.) :

e.g.
Please describe briefly one of the challenging cases you have dealt with using the knowledge
you have gained through the experience in the subject/fieldrelevant to.............ven. [MOX.
150 wortds)

Please describe an instance where you used your creativity and innovation in dealing with a
case while working in the field of/while in charge of the subject/field relevant
(o YOO (Max. 150 words)

Please describe improvements you have brought about in...................while working in the
field of/in charge of the subject Of .. ecveareevenns {Max 150 words)

Please describe the regulatory and/or institutional changes you propose to improve the

productivity/effectiveness/efficiency of service delivery in the ared Of....ovvmn...{Max. 150
words)

Please describe changes you propose to the present procedure/process for ... (Max.
150 words)

Please describe the present trend in the cases Of...rvvnverrevercesnesceveeennn. [MGX. 150 words)

Is there any recent change in the trend of cases............... If so, please give the possible
reasons for this change in the trend?...................(Max. 150 words)

Professional qualifications {Certified copies of the certificates must be attached.)
5.1 Postgraduate qualifications

Postgraduate qualification | Subject | University/Institute | Effective date

5.2 Training

Training Institute/Organization duration




5.3 Language competency

Language Qualification/Institute/Organization | Effective date

5.4 (If applicable) Research, Innovation and inventions

| do certify that the above particulars are true and accurate to the best of my knowledge.

Signature of the applicant
Certificate of the Head of Department*

Option I - | certify that the particulars furnished in section 3 of this curriculum vitae are correct as per
the updated records in the personal file of the applicant, that, as at present, no disciplinary action
has been contemplated against applicant® and, in case the applicant is selected for this post, he/she
can/cannot be released from his/her present post /with replacement/without replacement.

Option If - 1 certify that the particulars furnished in section 3 of this curriculum vitae are correct as
per the updated records in the personal file of the applicant and, in case the applicant is selected for
this post, he/she can/cannot be released from his/her present post /with replacement/without
replacement. | further state that, at present, a preliminary investigation concerning the applicant is
in progress/about to be initiated andthe nature of allegations against fsuspected acts of misconduct
of the applicant are as follows.

* Strike off the inapplicable statement

Signature of Head of Department
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Guidelines for Award of Marks for Experience, Strengths and Behavioural
Competencies in Selection of Officers to Posts of Grade | of All-Island
Services and Executive Service Categories of Ministries and Departments

1. Experience

1.1.Purpose — Assessment of the applicants experience in a relevant subject/field
1.2. Method of assessment —

For All Island Services -Based on information furnished in sections 4.2 and 4.3 of the CV
For Departmental Services/Posts — Based on information furnished in section 4.2 of the
CV and responses to questions at the interview intended to assess the depth of knowledge
and mastery in the subject/field that has been acquired by the applicant through the
exposure to it.

e.qg.

Please describe briefly one of the challenging cases you have deait with using the knowledge
you have gained through the experience in the subject of.....

Please describe an instance where you used your creativity and innovation in dealing with a
case while working in the field of/while in charge of the Subject Of ...

Please describe improvements you have brought about if.....oeeeenn. while working in the field
of/in charge of the subject Of u...uveersune

Please describe the regulatory and/or institutional changes you propose to improve the
productivity/effectiveness/efficiency of service delivery in the area of

Please describe changes you propose to the present procedure/process for............
Please describe the present trend in the cases Of u..uovmenes

Is there any recent change in the trend of cases Of ... What is the reason for this change
in the trend?,

1.3.Procedure

The length of service during which the applicant had been in charge of the subject must
be determined based on the copies of letters of duty assignment furnished with the CV.

Marks should be awarded in the following manner.
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Duration of exposure to the subject | Marks
3 €5 years 04
5 <6 years 08
6 years £ 10

If the applicant has an exposure to the subject, the depth of knowledge/mastery that has
been acquired must be assessed considering the answer to the gquestion 4.3 in the CV
format/at the interview.

iviarks should be awarded in the following manner.

Assessment Marks
Despite exposure to subject, no clear evidence of sufficient depth of | 01
knowledge or mastery in the subject
There is evidence of having acquired a satisfactory level of knowledge/mastery | 05
in the subject
There is clear evidence of having acquired in-depth knowledge/mastery in the | 10
subject

2. Strengths

2.1. Purpose — To assess the extent to which the strengths of the applicant match with the
strengths required to effectively discharge the duties and responsibilities of the post

2.2. Method of assessment — Interview
2.3. Procedure

Strengths of the applicant must be assessed by questions focused on motivation and passion.
Instead of structured or detailed responses and they must elicit natural and honest answers
around areas of enjoyment and effectiveness.

Examples: “Would you say you are...?” “How do you feel about...?” “How comfartable are
you...?"”

All strength questions can be followed up by one probing question where required: “Why do
you say that?” or “Why do you feel that way?” No further probing is permitted.

Marks should be awarded in the following manner.

Assessment Marks
Displays little or no engagement and enthusiasm in the required strength/s 01
Displays a moderate level of engagement and enthusiasm in the required | 05
strength/s
Displays a high level of engagement and enthusiasm in the required strength/s | 10
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3. Behavioural competencies

3.1. Purpose: To assess the extent to which the strengths of the applicant match with the
strengths required to effectively discharge the duties and responsibilities of the post

3.2. Method of assessment: Interview

3.3. Behavioural competencies should be assessed using situational interview questions.
These guestions must be structured around reacting to a certain situation and seek to provide
an insight into natural instinct and thought process as well as give an indication on how
realistic scenarios within the role would be handled by the applicant.

Examples: “You’re working on XX but XX happens...how would you deal with this situation?”

The situations should be made as realistic and as relevant as possible in order to provide true
insight into the duties and challenges of the role.

Interview panel should have pre-prepared the best answer and possible satisfactory answers,
if any, to the questions.

Marks should be awarded as follows.

Assessment Marks
Failing to give <satisfactory answers to most of the questions | 01
Satisfactory answers to most of the guestions 05
The expected best answers to all questions 10




