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General Circular Letter No: - 02/33/2021 MY No: - MH/AE/06/MN-01/VAC.REQ./01/2020
Ministry of Health,
“Suwasiripaya”,
385,
Rev. Baddegama Wimalawansa Thero Mawatha,
Colombo — 10.
28..06.2021

All Heads of Institutions under the Ministry of Health.

Calling Applications to fill the vacancies in the posts belonging to the Service Category of
Management Assistant Non — TECH seg-2 (MN -01) existing in the Hospitals /Institutions

under the Ministry of Health 2020 (Limited Basis).

Applications are called from eligible officers for filling the following vacancies of which 30% from the post
mentioned in first and 70% from other posts which mentioned as II, IIT and IV, in the posts belonging to the
Service Category of Management Assistant Non — Technical Segment - 02 (MN -01) on the limited basis exist in
the hospitals and institutions under the Ministry of Health.

Y

Medical Supplies Assistant
House Warden

Ward Clerk

Diet Stewards

YV YV ¥

02. Method of Application:-

Specimen form of the application given herewith should be prepared using both sides of an A-4 size
paper. Applicants themselves should fill the applications in their own handwriting in the medium he/she
should expect to write the qualifying exam and submit the applications to the Head of the Institution.

IT Head of the Institution should forward all the relevant applications with his / her recommendation to
reach Director (Administration - Institution), “Medihouse Building”, No. 26, Sri Sangaraja Mawatha,
Colombo 10, on or before 30.07.2021, and “Calling Applications to fill the vacancies in the
posts belong to Non - Technical Segment 2 Service Category (MN -01)2020” should be
mentioned on the top left hand corner of the envelope containing the application.

03. Salary Scale — Selected applicants will be placed on the salary Scale Rs.27, 140 - 10 x 300 — 11 x350 -
10x495 — 10x660 — 45,540 (Monthly) which is relevant to MN — 01 2016 salary segment as per the Public
Administration Circular No. 03/2016 and the salaries will be paid according to the annexes 1 of the circular, The
appointees to MN — 01 posts will be placed on the initial salary step of the Grade III of the salary scale and
salaries will be prepared in terms of section 5 of chapter VII of the Establishments Code.

Note: -
L. If applied for more than one post, the names of the posts applied must be written in the order of
preference. The preference cannot be changed later for any reason.

[I. For the posts of Medical Supplies Assistant, only male applicants should apply. For the posts of Ward
Clerk and Diet Stewards, only female applicants should apply. For the posts of House warden, both Male
& Female applicants can apply.
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[IL. If a person who already hold a post belong to Management Assistant Non — Technical Segment 2 Service
Category (MN -01) is selected it will not to be treated as a promotion.

IV. If a person who already hold a post belong to (MN -01) is selected he/she will be placed in the Grade I1I
salary scale according to his/her present salary, as it is not a promotion.

04. Educational and Other Qualifications:-

I Educational Qualifications: -

Post Educational Qualifications
Medical Supplies Should have passed six (06) subjects including Science subjects with
Assistant 2 credit passes for First Language and Mathematics in one sitting at the

G.C.E. (O/L) Examination, and
Should have passed at least one subject (without Common General
Test) at the G.C.E. (A/L) Examination in Science subjects.

House Warden

Should have passed six (06) subjects with 2 credit passes for First
Language and Mathematics in _one sitting at the G.C.E. (O/L)
Examination.

Ward Clerk

Should have passed six (06) subjects with 2 credit passes for First
Language and Mathematics in one sitting at the  G.C.E. (O/L)
Examination

Diet Stewards

Should have passed six (06) subjects with 3 credit passes for First
Language. Home Science and Mathematics in one_sitting at the
G.C.E. (O/L) Examination

Il Professional Qualifications: - Not relevant for all the posts

Il Experience :-

Should be an employee who has completed an active service period of not less than 5 years in a post of Non-
Technical (PL-01)/ Semi - Technical (PL-02)/ Technical (PL-03) of the Primary Grade .

Note

I. Active service period means ‘the actual period on duty with obtaining salaries according to the relevant
job. All the no pay leaves except approved maternity leaves are not counted for the active service period.

II. A training period of 3 months is given to the selected candidates for the post of Diet Stewards. After
completing the training successfully they must pass the test which is held by the Secretary of Ministry of
Health. Candidates, who will be able to pass that test, are recruited in Grade Il of the post of Diet
Stewards. Candidates who are unable to pass are reverted to the previous post. During the training
period, the salary relevant to the previous post is paid.

IV Physical Fitness: - Every candidate should physically and mentally fit to serve in any part of the Island

V  Other:-

Should be a citizen of Sri Lanka.

[I. Should be confirmed in the post of Non- Technical / Semi - Technical / Technical of the Primary
Grade under the Ministry of Health.

[T1. Should possess an excellent character.

IV. Should have fulfilled the qualifications required to be recruited to this post in all aspects at the

closing date of applications.

V. Should have completed a satisfactory service period of not less than 05 years.
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05. Method of Recruitment:-

Eligible candidates should sit for a written examination. The date, time and place of the examination will
be personally informed by the Director (Exam) of the Ministry of Health.

e Particulars of the written examination are as follows.

Name  of  the | Syllabus Duration Maximum Minimum Pass
Question paper Marks marks
1.General Testing logical explanation and | 02 hours 100 40%
knowledge general knowledge in relation to

the field
2.Intelligence Test | Testing the candidate’s ability of | 01% hours 100 40%

understanding  the meaning,
quantification and  co-relation
between the time and space through
the conclusions and responses of
candidates to the problems given in
terms, numbers and pictures.

Note:-
I. Marks will be deducted for unreadable hand writing and spelling mistakes in each written answer sheet.

[ Candidates who pass the written examination will be called for an Ordinary Interview according to the
merit to check the physical fitness and other qualifications and those who are qualified from the
interview will be appointed to the relevant post considering the existing number of vacancies of the post.

06. Please take actions to bring the contents of this circular to the notice of all employees concerned in
your institute.

07. The decision of the Secretary of Health, shall be final in respect of any matter not covered by this
Circular and if any inconsistency arises between the Sinhala, Tamil and English texts of this notification,
the text in Sinhala shall prevail.

Dr. S. H. Munasinghe

- Secretary

Dr. S. H. Munasinghe, ~ Ministry of Health
"Suwasiripaya"

Secretary, 385, Rev, Baddegama Wimalawansa Thero Mawatha,
Ministry of Health. Colombo 10, Sri Lanka.
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Specimen Form of Application

Calling Applications to fill the vacancies in the posts belonging to the Service Category
of Management Assistant Non — TECH seg-2 (MN -01) existing in the Hospitals /Institutions
under the Ministry of Health 2020 (Limited Basis)

PART -1 (To be filled by the Applicant)

01. The posts applied for :- | | | l ‘ (Mention the relevant number in the order

of preference in the cage)

[ Medical supplies Assistant
Il House Warden

[II Ward Clerk

IV Diet Stewards

02. Medium for the Examination- I:l (Mention the relevant number in the cage)
(Sinhala- 1, Tamil — 2, English—3)

03.a. Name in Full:(In English Block Letters)
Mr. /Mrs. /Ms-

b. Name with Initials:(In English Block Letters) Eg.- Mr. A.B. SILVA ...,
¢. Name in Full:(In Sinhala or TAmil) .......ouiniiiiiiiii s i a e

i1, Rosident DHSHIICE. .. o comnoensmnsrensnanssmsnsnssns s bos s sasssnss b ssvabinivasosen s mivs G vasm
iv. Address to which the admission for the examination should be posted - (In English Block Letters)

05.Dateiof Birth........ccoomsiviaensie 06 National Identity Card NUmber: ciaiscsivimmvnmim s
07. Contact Numbers: Mobile: ....cccoveivvviniiiiniinininn 08, FIXEA: 1ovvviriiviriiiiiievisr s
09. Are you a citizen of Sri Lanka - ...t

TO, CIVI] SEAUS. oottt et eresese s e retsesssee s s s s essbanssaasbaaaesesesrasseseanees



I'l. Educational Qualifications—

G.C.E. (Ordinary Level) Examinations Year Index WOzt
No. Subject Result No. Subject Result
1; 5.
2. 6.
3. ol
4. 8.
G.C.E. (Advanced Level) Examinations Year............ IndeX NO..vii i
No. Subject Result No. Subject Result
1. 3.
2. 4.

12. I. Current Post-..........cccevinevnervnneviecriinncenenee (117 1I/1/Special Grade) (Exclude the unnecessary words.)

13. The Previous Posts you held in the Ministry of Health-

| Post Date of Appointment Whether you are permanent
or not permanent in the post
I, IS Appolftentvimmmns | onesiiliomanim | eeseensEseaiea e
2o ssverssmemseson s ssnanets (| sossewmereapmssesmenen | sosesassstusstemisseansiiion
3, TR IR ——————SRR (I
B s iR || GROIORTRERRERET | Seneeseaee i
14 OB CHTATTTISRIIOIAB!  suovusuusasonssssoniesnisssioemmed osiossss e s e ro A AT SR A A AT

[ am hereby certify that the information mentioned in this application is true and correct. I will be not suitable
to the post, if it is known before the recruitment that the facts mentioned in this application are false or
incorrect and I will be dismissed by the post without compensation, if it is known after the recruitment that the

facts mentioned in this application are false or incorrect.

Daate: s oarasnmnpaismm i Signature of the applicant: iwaicaimmninansumuas
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PARTII (To be filled by the officer in-charge of the subject)

I5. Details of the commendations and Punishments received within the recent 5 years.

Commendations Relevant Date and the Punishments Relevant Date and the
Details Details

16. Has he/she earned / not earned all the salary increments within the recent 5 years:

(If not, the reasons) :

17. Information about leave particulars within 5 years immediately prior to 30.07.2021 which is the closing

date of application.

Year Casual Vacation Half-pay No-pay Other
From 2016......
2017
2018
2019
2020

According to the personal file, | certify that the information mentioned by the applicant from no. 01 to no. 11
and details mentioned above in true and accurate.

I, cois cusunimsmssamnns Signature of the officer in-charge of the subject

Recommendation of the Head of the Institution

| I hereby certified that the above named officer has completed a satisfactory and permanent service
period of not less than 05 years in a post belonging to the service category of Non Technical (PL-01)
/ semi - Technical (PL-02) / Technical (PL-03) of the Primary Grade as at the closing date of
application,
and

the officer has been confirmed in the present post.

1. The application is recommended./not recommended.

I fiot TeCOrimeided, THE TEARONST nucruummmrs s iy s S S v s s W T s e SN A A

Date-......ccovevveriirerireriienn s Signature of the Head of Institution:............c.ocooviiinciiene
I 0L OGO b e A I TR T P o
BOSE s e s e

(official stamp)



