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W;=re m<d;a.rd.fia.fld.iNd pl%f,aL wxl : 16/2023 
 

uf.a wxl:NP/07/10/02/219 
rdcH fiajd fldusIka iNdj> 
W;=re m<d;. 
hdmkh. 
2023.04.18. 
 
 

m%Odk f,aluz> 
wdKavqldrjr f,aluz> 
wud;HdxY f,aluzjreka> 
ksfhdacH m%Odk f,aluzjreka> 
fomdrA;fuzka;= m%OdkSka> 
W;=re m<d;. 
 
 

W;=re m<d;a rdcH fiajfha l<ukdlrK fiajd ks,OdrS fiajfha IIIjk fY%aKsfha ;k;=r orK ks,OdrSka 

i|yd jQ 1jk ldrAhlaIu;d lvbuz jsNd.h – 2014 (I) 2023 
 
 

W;=re m<d;a .re wdKavqldrjr jsiska 2015.01.05jk osk wkqu; lrk ,o yd 2013.04.02jk osk isg 

n,meje;afjk W;=re m<d;a rdcH fiajfha l<ukdlrK fiajd ks,OdrS fiajhg wh;a ks,OdrSkaf.a fiajd 

jHjia:d ix.%yfha jsOsjsOdk yd l,ska l,g tys ixfYdaOkhkag o wkql+,j> l<ukdlrK fiajd ks,OdrS 

fiajf=ha IIIjk fY%Ksfha ks,OdrSka i|yd jQ 1jk ldrAhlaIu;d lvbuz jsNd.h f,aluz m<d;a rdcH fiajd 

fldusIka iNdj jsiska 2023 jrAIfha meje;ajSug kshus; nj fuhska oekquz fokq ,efnz.  
 
     

2.0 iqoqiqluz : 

W;=re m<d;a rdcH fiajfha l<ukdlrK fiajd ks,OdrS fiajfha IIIjk fY%Ksfha ks,OdrSka 

fuu jsNd.hg whoquz lsrSu i|yd iqoqiqluz ,n;s. 
 

 

3.0 whoquzm;a  

 

3.1 jsNd. wfmlaIlhka > fuu pl%f,aLh iu.Z wuqKd we;s whoquzm; ;u w;a wl=rej,skau 

iuzmQrAK fldg ;u fomdrA;fuzka;= m%Odkshd u.Zska  “f,aluz> m<d;a rdcH fiajd fldusIka 

iNdj> W;=re m<d;> wxl: 39348> fldajs,a jSosh> k,a,QrA> hdmkh.” jk ,smskhg 

,shdmosxps ;emE, u.Zska fyda / iDcq ;eme,a l%uh u.Zska fyda fhduq l< hq;= w;r fhduq 

lrk whoquzmf;a msgm;la ;uka fj; ;nd .ekSu m%fhdackj;a jsh yelsh. 
 
 

 

3.2 whoquzm; fhduq lrk ,sms ljrfha juz Wvq fl<jfrA “ NP/07/10/02/219 ” hk ixfla; 

wxlh i<l=Kla f,i igyka l< hq;=hs. whoquzmf;a fhduq l< hq;= wjika oskg miqj 

,efnk whoquzm;a yd wod< f;dr;=re iuzmQrAK lr fkdue;s whoquzm;a o m%;slafIam lr ta 

ms<sn|j tu ks,Odrshd yg oekquz fokq ,efnz. 
 
 

3.3 whoquzmf;a fhduq l< hq;= wjika oskh 2023.05.20 fjz 

 

 

4.0 jsNd. wfmlaIlhkaf.a wkkH;djh:- jsNd. wfmlaIlhka ;uka fmkS isgsk tla tla jsIhhka 

i|ydu wOSlaIK ks,Odrshd ;Dma;su;a jk mrsos ;u ;ukaf.a wkkH;djh Tmamq l< hq;= nj b,a,d 

isgskq ,efnk w;ru wkkH;djh Tmamq lsrSu i|yd my; i|yka f,aLKj,ska l=ula fyda tla 

f,aLKhla bosrsm;a lsrSu m%udKj;a fjz. 
 

(i) mqoa.,hska ,shdmosxps lsrSfuz fomdrA;fuzka;=fjka ksl=;a l< cd;sl ye|qKquzm; 

(ii) j,x.= jQ Y%S ,xld .=jka .uka n,m;%h (Passport) 

(iii) j,x.= jQ rshoqre n,m;%h (Driving License) 
 

by; i|yka f,aLKhla fyda bosrsm;a lsrSug wfmdfydi;a jk jsNd. wfmlaIlhkag ysus jsNd. 

wfmlaIl;ajh wj,x.= lsrSfuz yelshdj we;’  
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5.0 jsNd. .dia;=:- 

5.1 fuu jsNd.h i|yd m<uq jrg whoquz lrk ks,OdrSka jsNd. .dia;= lsisjla f.jSfuz 

wjYH;djhla fkdue;. 
 

5.2 wfkla wfmlaIlhka tla jsZIhhla i|yd muKla whoquz lrkafka kuz remsh,a 250la o> tla 

jsIhhlg wu;r jsIhhka i|yd remsh,a 500la o W;=re m<df;a msysgs TzkEu ;eme,a 

ldrAhd,hlska “f,aluz ;> m<d;a rdcH fiajd fldusIka iNdj W;=re m<d;” hk kug hdmkh uy 

;eme,a ldrAhd,fhka udrel< yels mrsos uqo,a f.jd ,nd .;a uqo,a weKjqu fhduq l< hq;=hs. 
 
 

5.3 whoquzlrejka uqo,a weKjqfuz Pdhdmsgm;la ;uka <.Z ;nd .ekSu m%fhdackj;a jsh yelsh. ;jo 

fuu .dia;=j kej; f.jkq fkd,nk w;r fjk;a jsNd.hla i|yd udre lsrSug o fkdyelsh. 
 
6.0  m%fjzY m;%h : 
 jsOsu;a mrsos whoquzm;a bosrsm;a lrk ks,OdrSka yg W;=re m<d;a rdcH fiajd fldusIka iNdfjz 

f,aluzjrhd jsiska jsNd.h i|yd jQ m%fjzY m;% ksl=;a lrkq ,efnz. tfia jQjo>jsNd. wfmlaIlhkag 

m%fjzY m;% ksl=;a lsrSfuka tu wfmlaIlhka jsNd.hg fmkS isgSu i|yd iqoqiqluz ish,a, imqrd we;s 

njg iy;sl lsrSula fkdjk w;ru> idOdrK fya;=ka u;> jsNd.hg fmkS isgSu i|yd jQ 

iqoqiqluzj, fjkila we;sjSug bvlv we;s njg ie<ls,a,g .; hq;=hs. ;jo> jsNd.hg fmkS isgsk 

ks,OdrSka jsNd. wOSlaIK ks,Odrshd fj; ;u w;aik ikd: lrk ,o m%fjzY m;%h bosrsm;a l< 

hq;=hs. by; mrsos m%fjzY m;%hla fkdue;sj jsNd.hg fmkS isgSug wjia:dj fokq fkd,efnz. ljqreka 

fyda jsNd. wfmlaIlhl=g jsNd.hg osk 3lg m%:ufhka jsNd. m%fjzYm;% fkd,enqfKa kuz ta 

ms<sn|j my; i|yka f;dr;=re iu.Z W;=re m<d;a rdcH fiajd fldusIka iNdfjz f,aluzjrhdg 

oekquz osh hq;=hs. 
 

▪ f;dr;=re we;=<;a b,a,Suz ,smsh> 

▪ whoquzmf;a Pdhdmsgm;la> 

▪ uqo,a f.jd we;akuz uqo,a weKjqfuz iy;sl l< msgm;> 

▪ whoquzm; ;eme,a l< ;eme,a ldrAhd,h> ,shdmosxps wxlh> oskh. 

▪ m%fjzYm;%h fhduq l< hq;= hhs wfmlaId lrk *elaia wxlh (Fax No) 
 
7.0 jsNd.hg fmkS isgsk fuu ks,OdrSkag ksjdvq wkqu; lrk jsg wdh;k ix.%yfha XIIjk ldKavfha  

19jk fPAohg wkql+,j wjYH lghq;= fomdrA;fuzka;= m%Odkshd jsiska i,id osh hq;=hs. 
 
8.0 fuu ks,OdrSka jsNd.fhka iu;ajSug tla tla jsIhhka i|yd iuzmQrAK ,l=Kq m%udKfhka wju 

jYfhka ,l=Kq ishhg y;,shla (40%) ne.ska ,nd.; hq;=hs. 
 

 
 

9.0 jsNd.hg whoquzl< ishMZu jsNd. wfmlaIlhka fj; ;u ;ukaf.a m%;sM, W;=re m<d;a iNdfjz ks, 

wka;rAcd,h jk www.np.gov.lk hk ,smskfhka msjsi Exams & Recruitments       Results hk 

os.=j u.Zska ,nd.; yels w;ru mqoa.,sl m%;sM, f,aLkh m;ajSuz n,Odrshd jsiska jsNd. 

wfmlaIlhka yg fhduq lrkq ,efnz. 
 
10.0 jsIh ud,dj  :- 
      

 01 jk weuqKqu u.Zska  olajd we;. ( isxy,> bx.%Sis ) 
 

    11.0 ;jo> W;=re m<d;a iNdfjz ks, wka;rAcd,h jk www.np.gov.lk hk ,smskfhka msjsi Exams & 

Recruitments             Advertisement hk os.=j u.Zska fuu pl% f,aLh o ,nd.;a yels w;ru fuu 

pl%f,aLh u.Zska i,id we;s jsOsjsOdk ms<sn| Tn wud;HdxY $ fomdrA;fuzka;= $ ldrAhd,hka hgf;a 

fiajh lrk wod< ks,OdrSka fj; oekquz oSug lghq;= i,ik f,i b,a,d isgskq ,efnz. 
 
 
 
 
 
 

http://www.np.gov.l/
http://www.np.gov.l/
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 ie<ls,a,g .; hq;=hs :- fuu pl%f,aLfha NdId udOHhka w;r huzlsis wkkql+,;djhla olakg 

,efnk wjia:djloS fou< NdId udOHfha jsOsjsOdkhkag wkql+,j lghq;= lrkq ,efnk w;r fuu 

jsNd. ksfjzokh u.Zska jsOsjsOdk i,id ke;s l=uK lreKla iuznkaOfhka jQj o W;=re m<d;a rdcH 

fiajd fldusIka iNdfjz f,aluzjrhdf.a ;SrKh wjika ;SrKh jkq we;’ tfukau fuu lreKq 

iuznkaOfhka huslsis meyeos,s lsrSula wjYH jkafka kuz W;=re m<d;a rdcH fiajd fldusIka iNdfjz 

jsNd. YdLdfjz 021 - 221 9939 hk oqrl:k wxlhg wu;kak. 
 
 
 

 is’ ;srejdlrka> 
 f,aluz>  
 W;=re m<d;a rdcH fiajd fldusIka iNdj> 
 W;=re m<d;. 
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m%Yak m;%fha ku jsIhh 

 
1. ldrAhd, l%uh 

 
jsIh wxl : 01 
 
ld,h meh : 02  
 
iuzmQrAK ,l=Kq  : 100 

 

rcfha ldrAhd,j, isoqlrk ldrAhd, l%ufjzohka .ek 

uQ,sl oekqu> tu oekqu m%dfhda.slj Wmfhda.s lr .ekSfuz 

yelshdj> rdcldrSka yd iuznkaO ,smsf,aLk uekjska 

f;areuz f.k meyeos,sj flgs igyka u.Zska ;u woyia 

$wOHkhka bosrsm;a lsrSfuz l=i,;dj yd kshu lrk ,o 

ksfhda.h hgf;a ,sms flgquz lsrSfuz yelshdjo mrSlaId 

lrkq ,efnz.  
 

1. Office Systems 

 

Sub No : 01 

 

Time : 02 Hours 

 

Total Marks : 100  

 

This paper shall be designed to test candidate’s basic 

knowledge of office systems adopted in government offces and 

practical use of that knowledge, proper understanding of 

official documents and the ability of presenting the ideas / 

observations in clear and brief minutes and ability of drafting a 

letter according to an order given to the officer. 

 
2. .sKquz l%uhka  

 
jsIh wxl: 02 
 
ld,h meh : 02 
 
iuzmQrAK ,l=Kq   : 100 

 

rcfha ldrAhd,j, isoqlrk uQ,sl .sKquz yd .sKquz 

md,kh lsrSfuz fmd;a iy jdrA;djka j, ldrAhhka j, 

oekqu yd y|qkd.ekSu ms<snZ| oekqu uekSu wfmlaId flfrA’   
 

2. Accounting Systems 

Sub No : 02 

 

Time : 02 Hours 

 

Total Marks : 100  

 

It is expected to test candidate’s knowledge in accounting 

systems adopted in government officers, functions of books 

and records of controlling Accounts. 

 

 

 
3. mrs.Kl mrSlaIKh  

 
jsIh wxl : 03 
 
ld,h meh: 1½   
 
iuzmQrAK ,l=Kq   ; : 100 

 

mrs.Kl iuznkaOfhka my; i|yka lreKq mrSlaId 

lsrSu fuu mrSlaIKfha wruqK fjz. 
 

I. f;dr;=re ;dlaIKfha uQ,sl .Kkh lsrSuz  
II. 'jskafvdaia" fufyhquz l%uh  
III. f*da,avr l%ufjzoh  

IV. mo ieliSu : 
uQ,sl yelshdjka> ;srh yqremqreoq lsrSu> fm< ixialrKh 

lsrSu> fm< fm<.eiajSu> wl=re iy .=Kdx.> fPAo 

bkafvkafgzIka> frALd mr;r fjkia lsrSu> genz ieliSu> 
fm< fidhd .ekSu yd m%;sia:dmkh lsrSu> wlaIr 

jskHdih iy jHdlrK> ksnkaOkh (Thesaurus)> ;Sre 

iu.Z jev lsrSu> msgq ieliqu> f,aLk uqo%Kh lsrSu> j.= 

ksrAudKh lsrSu> fm< jrA. lsrSu> f.dkq l<ukdlrKh> 
;eme,a taldnoaO lsrSu> uefl%da iu.Z jev lsrSu (Working 

with macros) hkdosh. 
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V. me;=reuzm;  : 
uQ,sl yelshdj> ksrAudKh lsrSu> ixialrKh> ;Sre iy 

mrdi> we;=<;a lsrSu> uld oeuSu> o;a; jrA. lsrSu> 
m%ia:dr ksrAudKh lsrSu> uqo%K l%shdldrS;ajh (Function)> 
uefl%daia iu.Z jev lsrSu (Working with macros), f.dkq 

l<ukdlrKh hkdosh. 
 

VI. wka;rAcd,h yd Bfuz,a  :  
wka;rAcd,h y|qlajdoSu> uQ,sl yelshdj :- ;eme,a ,nd 

.ekSu> hejSu> ms<s;=reoSu> weuqKQUZ iu.Z jev lsrSu> 
wkajrA: kduhka ksrAudKh yd Ndjs;d lsrSu> mksjsv 

rpkd lsrSu. 
 

3. Computer Test 

Sub No : 03 

 

Time : 1½  Hours 

 

Total Marks : 100  

 

I. Basic concepts of Information Technology 

II. Windows Operating System 

III. Folder Management 

 

IV. Word Processing : 

Basic skill, screen familiarization, editing texts, Aligning text, 

Fonts and Attributes, Indenting, Paragraphs, Sub paragraphs, 

Change of line spacing, Tab setting, Finding and replacing 

text, Spelling and grammar, Thesaurus, Working with 

columns, Page setup, Printing documents, Creating tables, 

Sorting texts, File management, Mail merging, Working with 

macros. 

 

V. Spread Sheets : 

Basic skills formatting editing colomns and ranges insertion 

and deletion, sorting data, creating charts, printing, function, 

working with macros, file management. 

 

VI. Internet and Email 

Introduction to internet, Basic skills – receiving mail, Sending 

mail, Responding to mails, Working with attachments, 

Creating and using nicknames, Composing messages. 

 
 
 
 
 
 
 
 
 
 
 


