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CALLING APPLICATIONS FOR THE POST OF DIRECTOTV STAFF DEVELOPMENT CENTRE (FULL
TIME OR PART TIME), EASTERN UNIVERRSITY, SRI LANKA

Applications are invited from suitable Senior Academic staff (Senior Lecturer Gr. II and above) for the Post

of Directorf Staff Development Centre (Full time or Part time) as per the UGC Circular No.937 dated

1.0.11.2020.

7. Eligibilig:

The applicant should be a Senior Academic / Professor with significant experience in planning,
preparing and conducting training prograrrunes to Academic, Administrative, Academic Supportive &
Non- Academic staff. He/ She should not be a Dean or Administrative Head of an Academic
Department.

Tenure:

Maximum period of three years with provisions to extend for several terms.

Remunerative:

A honorary monthly allowance of Rs. 4000.00 accordingto the UGC Establishment Circular Letter
No: 07/2010 dated 15.11.2010. Commutation allowance of Rs. 2,500.00 could be made with the
approval of the Secretary, Ministry of Education.

Terms of Reference:

i. To function as the Secretary to the Management Comrnittee of SDC.
ii. To manage the SDC along with the Programme Manager and two Coordinators according to the

guidelines, norms and procedure established by the University
and those specified by the Management Comrnittee .

iii. To function as the administrative and accounting officer responsible of the SDC
for the Vice Chancellor. He / She should insfuct and advice the progralrune
Manager (Officer in Assistant/Senior Assistant /Deputy Registrar level) and other
subordinate staff to maintain regular records and provide secretarial assistance to
the Director/SDC and staff training activities and maintain the accounts of the
centre in such form and marmer as may be prescribed by the University.

iv. }Ie/ She is authorized to receive all earnings paid into the fund and to credit such
earnings to the Proper heads of accounts, to make authorized payments, and to
prepare for the Management Comrnittee and University Council such triennial estimates as are
required and annual financial appropriations for the ensuing year.
(for further iletails refer Annex I)

lnterested Senior Academic staff members may apply with updated Curriculum Vitae nith certiticated
copies from SDC to Assistant Registrar/ Academic Establishments, Eastern University, Sri Lanka on or
before 15.11,2021. For more information please refer the UGC Circular No: 937 dated 10.11.2010.

A. Pahirathan
Registrar
L5.10.202L
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Annex IV

Specific functions that are to be carried out by the SDCs in Universities

1. To design and conduct mandatory in-service, induction training programmes for

all new recruits of academic and non-academic categories thereby ensuring that

new employees are fully aware of a university's institutional and organizational

arrangement, pertinent acts, ordinances, by-laws, rules and regulations,

administrative and financial management procedures, office management

procedures, office management procedures and university norms and culture,

recruitment, confirmation and promotion procedures, codes of practice and

ethics, disciplinary procedures, punishments and appeal procedures, personality

development and etiquette, social and ethnic cohesion and harmony, and in
general what the University offers to the employees and what the University

expects in return from the employees.

To design and conduct training programmes to improve teaching and training and

evaluation skills of academics aimed at improving academic skills in conventional

instructional and modem lTC-based teaching and learning techniques and tools.

To provide training and also advisory services to academics, academic

departments and faculties/Institutes/Centers in curicular development and

reforms and development of course material (i.e. qualification descriptors of
degree/diploma programmes, intended learning outcomes of courses, course

contents and lecture designs, methods of teaching and training, etc.)

4. To design and provide training for all categories of staff aiming at improving

technical and professional skills in relevant core areas in collaboration with the

HRDU and the STC of UGC.

To design and provide training to higher management, academic administrators

and executive staff in organizational management, and institutional, sectoral and

national development, in collaboration with the HRDU and STC of UGC.

To design and conduct continuing edubational programmes for all categories of
staff in liaison with the Career Guidance Unit to improve generic skills (or soft

skills) thereby to ensure continuing improvement in their personal traits suqh as

etiquette, allegiance and commitment to the institution, interpersonal relations and

interaction, team efforts, etc.

2.

J.

5.

6.
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7. To design and offer, in partnership with ELTU and Department of Sinhala and

Tamil Languages, training programmes to all categories of staff to acquire
necessary competencies in English and the national languages Sinhala and Tamil.

8. To design and conduct IT literacy training programmes, in collaboration with IT
Centres, for all categories of staffto acquire required IT skills.

9. To arrange and coordinate tailor-made certificate/diploma level training courses

designed on the basis of the identified needs for all categories of staff (eg. IT
Literacy, e-learning, English, Laboratory Sciences, etc) that are to be designed

and conducted by specialized Schools/centers/units (such as Centers of Open and

Distance Learning/Centers of Distance and Continuing Education, English
Language Training Units and Information Technology Centers of established

universities, School of Computing in Colombo University, and Open University
ofSri Lanka.

10. To undertake publications in the areas of university staff development in general

and teaching and leaming in particular, to be used within the University and other
institutions of higher leaming.

I 1. To develop linkages among domestic and foreign Universities and national and

international deve lopme ntal or ganizations with simi lar obj ectives.

l2.To raise funds through domestic and foreign sources with the approval of the

University Council, to carry out activities, if resources placed at its disposal by
the University are found inadequate.

13. To build a resource and information centre in key areas of staff development,

namely organizational management, strategic planning and management,

personality and leadership development, education technology (curriculum
development course structure, teaching and training methods, ledming resources

development, etc.), ICT-based teaching and learning methods and any other
theme/discipline as appropriate for the core business of the SDCs.


