VACANCIES

A

CONSUMER AFFAIRS
AUTHORITY

(Ministry of Industry and Commerce)

Applications are invited from suitable candidates for the following posts in the
onsumer Affairs Authority

(01) POST OF ADMINISTRATION OFFICER (Grade II) MA 5-2

Job Description:
At in proesramenol oo enl service;
recruitment of empl
ation of utility  bills, nmv

aforation; ashedules’ 0 sotioment
. attendance and leave records,
cords relevant to control
of transportation, Maintain cleanliness of
premises and attending to health and safety
mesures, Co-ordination  of ETF,
Gratuity payments and other retirement
benefits  with relevant  institutions,
processing of loans, salary and other
advances employees, Assist in
implementation of all agreements with
service providers, Handling the mail,
Maintaining and  updating of HR
management systems, Assist in identifying
the trining requirement of emloyess and
implementation ain ns,
Monitoring the progress of the traming
progumsstended by the employees, Asist
ucting all internal examinations,
Assistant 10 periodical Performance
aluations of the employees and any other
duties assigned by the Director.

Qualificatio

External:
A Bahelrs Degree from 3 Universiy
recognized by the Uni Gra
Contrission in, Business Admingiation /
dmmmmnm\ Business.
Management.
Additional Qualifications:
¢ Graduate Diploma from a recognized

institution in the relevant field would be an
advantage,
Salary Scale:
MA 52 - 2016: Rs. (36, 30
$01155- 64005 <fcive o 0101 2030
Salary on Aypommmxr

Basic Salary 0/- and_Adjustment
Rlowanees R 5970 e of DM e
No. 02/2016)

All recruitment to this category of MA 5-2 will be
only to Grade

Age:

‘Should ot be less than 22 years and not more
than 45 years. The upper age limit will not apply
to the internal candidates.

(02) POST OF MANAGEMENT

ASSISTANT (Gndg 1) MA 1-2

Job Description:
Operating the communication network of the
Authority efficiently, Maintaining good public
relations with visitors and other relevant parties,
Directing visitors to_relevant_divisions/units
it the s Word procesing/ g of

maintaining and updating of data
A 0. coespondence uader the
guidance of the immediate supervising offcer,

ing re
of EPF and ETF including monthiy ’u\d vy
the preparation of Firancial

registers and records, Assist in conducting price
inquiries, Preparation of inquiry proceedings,
Maintenance of files and records, attending to
secretarial work such as taking down dictation and
preparation of letters, minutes and reports,
“Tabulation of data and generation of reports,assist
in maintenance of stores, preparing GRN and
Dispatch Advises, Receiving, storing and issuing
stocks, assstin the maintenance of records such as
stock records / bin cards / stores ledgers etc., Assist
I e pcpee st o sk, et i the
Miagemen of Taormion Syt of. o

Conmme: Afim Autheily, At T
of software o iaitenance of

ority, Assist in updating the stock records of
consumables used in IT equipment, any other
dutis assigned by the relevant Director.

Qualifications:
Educational
o) Having passed the GCE.  (O/L)
Examination in six subjects with credit
passes for four subjects including

Sinhala / Tan
English hnguugc
il Mathematic
b) Having passed e subjects (other than
the General Paper) at the G.CE. (A/L)
Examination
Internal
Emploees of the categories of Primary Level
Skilled (PL 3) and Primary Level - Unskilled
(PL 1) who possess the folowing qualifications
are eligible to apply
Educational
Having ph‘ml the G.CE. (/L) Examination
with Credit passes for four
mmm, ncluding
Sinhala / Tamil
ii. English language
. Mathematics
Other:
Having completed a minimum of five (05) years
satsfactory service in a permanent post under
the above employee categories
Note:
Aay ered o sevice rior o bon i 1o
a permanent post or any period of service to be
compleied wnder wmisie 8 & preveqieo for
appointment on permanent basis to any post
should not be counted within the five years of
servicerequired for qualifcation s stated above.
of service on casual / temporary
basis too should not be counted for this purpose.
Salary Scale:

MA 12 - 2016: Rs. (27910 - 10x300 - 7x350
12x600 - 12x710 - 49,080) - effective from
01012020

Salary on Appointment:
Basic Salary
Allowance: Rs. 6
No. 02/2016)
All recruitment o this category of MA 12 will be
only to Grade II

Age:

Shond ot be s than 18 yarsan ot more
than 4 “The upper age limit will not apply
1o the inernalcandidats

34/- and_Adjustment
6,984/-(n terms of DMS circular

(03) POST OF DRIVER (Grade

Im) PL 3

Job Description:

Driving of motor vehicle adhering to the road
rules and as per the_instructions given by the
Officer-in-Charge, Maintenance and updating of
records such as running charts, service records
etc, Daily Maintenance of the vehicle, keep
informed the Officer-in-Charge about ~the
condition of the vehicle, Attend to service and
repair requirements of the vehicle, in the event of
any incident or any accident, the Officer-in-
Charge should be informed, any other duties
assigned by the Officer-in-Charge/Head of
Division.

Qualifications:
External

Buted O
subjects.

(0/1) Examination in six
luding Sinhala or Tamil
AND
Vocational: A valid licence to drive heavy
\Ll\vdm and a minimum of three years
driving heavy vehicles at a
puted sttt

Biglogees of the Pty Jivd
have sat _for ).
Examinaions and pa 2
subjects and have acqum.d sl Toorse 1o
drive heavy vehicles with 3 years experience in

Unskilled
(o)

driving
Salary Scal

PL 3 - 2016: Rs. (26,290 - 10x270 - 10x300
10x330 - l’).liﬂ ,490) - effective lmm
01.01.2

Salary on Appointment:

Basic Salary: Rs. 18,118/~ and Adjustment

Allowance: Rs. 7,203/- (in terms of DMS circular
No. 02/2016)

All recruitment to_this category of PL 3 will be
only to Grade IIL.
Age:
Sioeid ot bl then 16 etz ad st e
than 45 years. The upper age limit will not apply
1o th el candigaen

General Conditions:
Nature of Appointment
Permanent with entitlement to Employees’ Pr

Salary at Recruitment

s recruited externally will be pla
slary in ferns of DMS
persons recru
blish
of Treasury Circulars.

ed at

Should be a citizen of Sri Lanka.
Should be ready to serve

Should be physicall
any part of the islas

Should be of excellent moral character.

Eligible candidates are invited to subn
address given below within 10 days of this ady

be stated on the top left-hand corner of the en

S circular No. 02/2016 and oth
internally will be determined i
rment Code. Inaddition o the selary,costofiving allowance will lso be prid i termas

proof of qualifications should also be attached w
should forward their applications through their heads of division

ovident Fund and Employees’ Trust Fund and

provisions as per relevant government circulars.

initial salary step of the salary scale and
er relevant circulars. The salary of
of the provision in Chapter VII of the

terms

any part of the Island,

and mentally fit to discharge the duties of the post well and to serve in

it their applications under Registered Cover to the

ertis Copies of the relevant certificates in
he application. The internal candidates
. the post applied for should
velope. Please forward your application to:

Director General,
nsumer Affairs Authorit
o02nd Flonr, OWE Secretariat uiding,
Vauhall Strce,
Coloml






