BANK OF CEYLON

Charter your career in the Secretarial Practices with the No.1 Bank in Sri Lanka!.

Applications are invited from qualified, young, energetic and achievement oriented
persons who are willing to build up a challenging career in a banking institution, for
the position of :

TRAINEE SECRETARIAL ASSISTANT
Eligibility Criteria
> Should be a citizen of Sri Lanka

> Qualifications

o Passed GCE O/L in 6 subjects (excluding optional subjects) with at least 3
Credit passes including English Language

AND

o Passed GCE A/L in 2 main subjects (excluding General English and General
Knowledge), obtained in the same sitting

AND
o Completed a minimum of six (06) months Diploma/ Certificate course in
Secretarial Practice (in English Medium) offered by any recognized
institution registered with the Tertiary and Vocational Education
Commission (TVEC).
> Experience

Previous experience as Personal Assistant/ Secretarial Assistant/ Secretary in a
reputed institution or banking/financial sector would be an added advantage

> Other Attributes and Competencies required

m  Speed in computer typing with 20 w.p.m. in English;
Having a certificate in Sinhala/ Tamil Typing would be an added
qualification.
m  Sound knowledge of written and speaking in English and Sinhala/Tamil
m Excellent communication skills and pleasing personality
m Conversant in MS-Office applications
> Age:
28 years or below as at the closing date
Terms and Conditions

m  The training period will be two (02) years and a monthly allowance (for 1st
year — Rs. 45,000/- and 2nd year - Rs. 60,000/- per month) will be paid during
the training period.

m  The post will be subject to the general Terms and Conditions of the Bank’s
Service, but outside the normal Banking Stream (Closed Service).

m [f found suitable upon fulfilling the requirements of the training period to the
satisfaction of the Bank, candidate will be confirmed in the permanent cadre of
the Bank after a training period of two (02) years as Secretarial Assistant — I.

m  Expected to work beyond normal working hours and weekends/ holidays.

m  Should be prepared to serve in any part of the country as per the Bank’s
requirement

Selection Procedure
A competitive selection examination and subsequent interview.
The following papers will be tested:
a. Paper I — Speed Test on Computer Typing in English (20 w.p.m)
b.  Paper II — English Language
Only the candidates who are successful at the Paper I (Speed Test) will be called for
the Paper II examination (English Language).

The marks obtained at the competitive examination will be used only for calling the
successful candidates for the interview. The final selection will be on merit basis based
on the marks obtained at the interview.

Application Procedure

m  Submit your application through our website www.boc.lk (under the tab
“Careers”) on or before 27.06.2026 and keep the “Application Reference
Number” for your future reference.

®  Please read the ‘Instructions to Candidates’ available in the Careers Page
carefully and fill the online application form according to the given
instructions.

B Application received through any other method, except the above procedure
will not be entertained under any circumstances.

®  Any application not meeting the above required eligibility criteria as at the
closing date or submitting incorrect information will be rejected at any stage
of recruitment without any further notice. If any applicant fails to produce the
documentary evidence to prove the above required eligibility criteria at the
time of verification of certificates, his/her application will be rejected
immediately.

B The applicant shall read the Bank's “Personal Data Protection Notice for
Recruitment” which is available in the Bank's website under HR
Management page (https://www.boc.lk/hr-management) and acknowledge the
same when applying for the vacancy.

Human Resource Division
Bank of Ceylon

Head Office

Colombo 01.

o Any form of canvassing will lead to immediate disqualification.

o “The Bank reserves the rigﬁt to call an[_y the short-listed candidates.

® The Bank reserves the right to decide the number of positions to be filled

or postpone / cancel the recruitment.
® The Bank protects the privacy and confidentiality of your information as
per the Personal Data Protection Policy of the Bank.,

BANK OF CEYLON

P
@G

Bankers to the Nation

1975 T

BOC i
s rOR00e0 ;

Head Office, BOC Square,

No.1, Bank of Ceylon Mawatha, Colombo 1.




oD RDToDDD)

& @omed Fowm 1 Dzoxyd M DD MBS DaviBics WS 6D Wb

Mo BeBYEA 9EBB WP FeBIB) WSD LD DS1ER, (LeIBOS c@55©
FSYE 6D HENGBD JEOCIBEDOS BHD (BB DHBOYS 3CH) FBEOBS MCOR)
CE.

SONEEIS e BHMMO
eaiasm) FBgncD

> 3§ Coned goBan O3 GOE.
> geao®
o 36m.8. (0/65e) Dm®ele 9o @10 Fd BBBGS 3 O LA tHEO
850 D833 6 & (DS DBIB 3) B3OS B BIH@.
&9
o 368 (¢ 65¢g) DMNDESE HND DBBBH 2 & (0NBB GoGE 0 tHRBB CB®
3) O3S 830 B BI@.
&9

o BA3® » DadBs gdmsn emdss wmed (TVEC) 8:xed ame

B 13RI DBV YEHB DSB B¢ 6CHO 3803 BAC ¢ DREBH
e 03 (6) D3I/ 508D By HANEHDS (9B @A5w) @HEeH B3
BIe.

> sggoeee
BB P B3D 63 o) YEB Fo®ed 69HED VS [6CH® OIS/
CE®BVSEBW DHRERB BEHSECH BI® ¢OBDS 3EEDOS GG tH(EEL.

> gdan Feans qnNon N Hgdumm

0 3800 S OO 9oGBens) DMBBDO VOB 20 ® cOVGS BIS
G 3OS BodE 6¢OE/ IS BOe® wuwBHGEEI B FODS LD 6EE
eNEes

o 938 & B/ 6COE M) BB 8B DADS BEAC N ¢HOS BI®
o ORI BBEOEH HBND 3 PDBEBEHD 69ISBE.
e MSOffice cwcd 8gacod om cnes 850.

> 966
3358 MSMBE® gD Ens OHDI D3t gE 28 &5 633 3O af) s Y.

BEOGSD ) MBS

o 39§ DEBEND i3S 6 (02) DB S, 6OV §NeH EBND QE B
200 (1 O Dwebe ®wmd S 45,000/= & 2 OB Dede V8 Ot
60,000/=) 60D .

0 GOY HBVS Mo 6e3DEA LNNBY BBOBH ) MNBEEBIEI BOBOD HYLS
ENRNBB Mo BEBHEBB SENES (e30Dar 6e3De) 6D.

o & NEBND YE MO BV BBOD BB FDEIDN 3FNHEO @ ¥
8c8DVES eBm 63 OIS YOS, De3d ¢ (02) W es MESBS o
RV oEd B3OS 6e3D6E 6EH® NS -1 6EHESS 3SCHIH) Ci1ed.

o DB MENE 6DFHEDS 33D 3w BB ¢BD| BNE) Enus 8 6eldw BE®

e ees.
0 JoNED FOEBIND B8 VB A Yelnwm 6tids BB gend® OB
GQS.
eI ©Hed 5T)0@
6003, 6HMBE® DMOBT ) 98 DYDY SDBEOD ©38YD BEBBEHEB
SO5OD 6d.
a lon gdn oo - 5806 988 nc Bun 6D 38uvena (BmNEE
DO» 20)

b. Il o gé» o5 - 9@ D
BB GED BHOEO Yy&d i GREO.
[ 95 g8» snens (600 B8Pse®) BOFOD Fedends s [l O
&BB 5B (9oFE D) 6B BOVO MECDD CiE.
6RO BSH DMHEBB GANOBEN GREH 3O BEBB e E3EHN e3CESSB GD®

BT BRVEHS DO BDSH FERD. FILND IS MBO, Y s8BBeHe3E
OB G O SEHOD 3CLID® OB BVHE BLewed.

ese® 80668 51003

@ 363 aucdon gued 60 ¢ds On www.boc.lk ("careers" Bds wde)
®»S®) 27.06.2026 DB 85 6 DEHO 65338 98858 BSBD. 988 DI TN
BBEOBEH GNP FordB VG GO DNDBD).

@ Careers Page 8 a8 ge355en88 wcon On coeced emes Bady, & @B
CB6eES 3D NBOOD gBc@sm ©BOGEEH HSHD.

® D HVEBS BS EOHD POLBEOS EAD FBCBBT DO 6BRDS OB ee)
DSOB) GBNCER.

@ oCcis8 SN Es EHO 9vD BEdD exivsmn BEeMmED YD
eMB 6w N, NSRS 92888 ®S» 6l MO 9CCIBBE ACH
@ Be® D@ EBICHE BEE CH® OB 6D 3BBEBS HIY Cied. 3O
3BCADGON DBB 30BDBS 585 SD 3DS3NeDE 9 B®D euivnmm
BEeNBD N0 BER ©cH) 6CINS B8 98858 BBV FeNEINELS
O, ANEW/ F36d GO DN® BB D3P CiEd.

® gucdnc 088 gued 608 ldo @ded BDBw MmB D WOBS

Dc@mmden 8¢ (https://www.boc.lk/hr-management) @8 "dcon
MBO B3CH) DB 69EORD B PIDBED qzysﬁiﬁ@" FBEODCH FOBNEDE

B O B8 IQA.

O»d =053 Fowcs,
o Dzomd,

30 MBsIREG,
emgd 01.

H 500D Do 00D ¢gods 68 AP BEE 02 c®® BHBHYS BCHN DO HEICE
VO BB 683 &O.

B coichop OB guecd®mGiDs ©@ehs mcde® BB Momd BRE.

B o985 e gn PO WD BSeHs BEed e AcH MBO ©E ¢Bed/
gD BEE® BB oD LIQE.
B 9006d 69¢0lm ¢ e558eH 3BEBBE 30D, Dend DBB ®ed 6NSYIDEG
6239¢OBWMNDB &) SHEBLNDB FICEB) DAY CED.
CEIEE—

BANK OF CEYLON
o

SiLanka Head Office, BOC Square,

No.1, Bank of Ceylon Mawatha, Colombo 1.

Bankers to the Nation




@oomimasulsl (PHHST aRIELLET @menbgl QFweorsny uesiser FHienpuied

2 miseT QFMPed aumpsmsenw APLYD SMSHH CHBT6TEHEISET!

aumdld  HmOulled BHG IHTETVSHMBH SLLMDGHIES Hmeren  alHLOLLD
HMBMIOUID BeNeniod Higlid FTHés Geuewi(bd 6resin  @evL Fuipd G messiL
BufselLOmBHE sieumd usaldsrer aleaweniumiseT Gamyliu®Galemmer.

>

Aaweomeny 2_selwmery - LuTIBY

SlpILe®L_G 3 (FH 356
@oomensl LHympurs GmsSse0 GCsuamiBLd

>  &eN®HMIDEH 6T

>

>

0 &.0ur.s. (gnaTyewt HJ) uUflemsuled opEiIde GQomd o uL cpeiy (03)
uTLEIseMe0 Hmewwod HsHsEpLet opm (6) uTLEIGeMND (aNBLUUSHD Gl
UTLEIS6T $ITHE) SHHWmL b HHH60.

o@D

0 &.0urs. (2_wisy) uflengulsd @By oiwgalsd @ewi (02) Uysmen
uTLmSefled  (Qurgd  opmideod  wHMID  Qurd SiPley  HNTSHHI)
g FuenLbFbSB60.

LoD ILD

0 (pSIDTD Blewey WOMID UTHSHMBSH CBTIOFTT Hevall i, 6eN6mI5 & (LaT60
(TVEC) udey GQuiwiulc omSsmyn  Qupmm  BIneusind  @esmmed
aupmIsIUGL  GFweomeny uelser Hiemmuled (Spmidlev  GomPuisd) opmi
wrg UGenmor / grTadsw SHMBOHEN @amDl Lisd QFuidhmdHsev.

Oleyiuiaib

Yasumm Bneusid @ardlsd Slevevgl eumld /| BlFs sHiemmuled  Sevfitiul L

o gelwreny / GQgweomeny o gelwmeny /  Qweoreny usel eudlHs

SIDILUGHMBHDH OCBTETQHLLE FnBH60 HNBHENLOWIT(GHLD.

JEHEIU LIGHTLYEH6T DD &6eHa&HENDHET

< POLSHD@G 20 QFrnaeT saim CoussHled saflailuled S LFa GFuiwsanigul
SpMMed.  Fmisend / s CQorfld  SLOL(RSHHSHTET  FTEINHENLD
QaTenTgBLLGE FnBH60 HMNBMLOWIT(GLD.

% gymdeod wHMID ABsend / SO Gomhsefed ews, GususmaTen
ofley.

& @SIWsHBHILET OouE FTemoTsd GBHTLIUTHLD pLMHM6D.

« "MS - OFFICE" uweumiiiged wumeutiggauiid.

gl

aflewiewilil  (pg6sH HBHuled 28 WISTH DVVH DASDGHH (HMHDEUTSH

AmHHH60 Couemi(BLD.

TS5 BEHID B 5560) 60T 3 GrH LD

< uinfs smeo (02) Spewi(hsen aaUBHTH ILWIDAs BTeOlILIEGHH S FIw
reThHs OCaThluaTs (1opd  euGBLL  ah.  45,000/-, 294D  6UHLLD
¢h. 60,000/) euPBISLILIHLD.

< @uugealwneis  FTHTIamUBIES  SHMDEHEH  DUUTHULLG)  6TTLGIL 65T
(epws  Bzemeu) eumdlF Gaemeuulst Qurgieures  IFH(PeHME6ET  LHMID
BUBSHMOTHEDHDHEEH 2 L UL STGLD.

% aumd HopudwuemLujd eauemsuled FITewi(h smeoll Lulndls Coemeusementl
uisd CQeuig Bluseld@ QUThHSLOTeEU]T 6161d SHBULGLOL SHSI BIHSTEF
Bremeuulesr Qgwieomeny o gelwmeny - [ sr5Hed MBIIbHSTLTSSILBM].

*

Frgmyewt eumid Geusmev CHIHHMEG GevdHErEad eury Smid BIL &6,
albwenm BT sefevid uemiyflud gnguieugrs @(HHH60 Geusmi(HLD.

2
L4

aumIdluiler  CapemeudsBsmu BT eILUTESHMID  BFeneauwImThHmieusn&Hs
sWMITs alhHHe0 Geuswi(BLd.

e\ Me Be®»L_(1pemM

Gurlys Oaflot ufiemsud SiBwers CsTLIBSH ChIwsl  uflenaujd
BOLOUDID. ufleng  eTeudd NETTHBToTHm6ND O TEIIY (h(EHLD:

3.

.

aletgamer [ - senflaflulled gpmidlevnd S LFH Gousl uflemg (BHOLSHHMHEG 20
QFTHHEIT)

alemgarer I - opmidlev Gomg

alemgsmer I @60 (Gouslt LFenaulev) HAHHuienL ujld eI ILSTITH6NT LOT&HSTELD
aleimgsmer [1 (gpmiden Qomy) uflemasg SimwdsiiubGe). Guriigl ufl engulsd
Qupiu@w  yetefset, GmIwsl uflmasGs SGHHwmer  aleuvreniliusrifleemnern
SimlusnE@ LG LwauGSsLIUGL. @niFHs Csfleurars Grirpal Ll emaulsd
QupiuGw yeTeflsafer SigliLemLulsd ienLOULD.

STEOT oI LILTES (HID (P 6D

% www.boc.lk et 610G ememTwiBensHent o6 T (career el  LiGaullest
Sp) o msEpmLW  eleweuliumiGemen  2026.06.27 opb  HadHwerGmm
SHNG WeitenBrm  FoFIILCHT(H aidismend QHTLIyseflar QuTEmL (B
“elewtemiliLg QBHTLIL 6T160Tn6mT MaUHBHIH OCBTeTenaLD.

% Gupuy euEId  emewiwsensHent career ety LGHUld  STewILILIGLD

“ellemtentlILBTHobsTen DNONISBHE0HEMEN HEUSIOTS UTHHHI OUDBISLILIL L

SNNISHBH60BEHHHMDOULI Renemiwaud aewieniliLigms BIFLiLeyL.

% CuHeNsHs womm Sy Goum euflsefed @IUNUGL  eN6stTEmILILIBIS 6N
6IhBHEUT(H FHLOBMeLUIVID HHSHHM OsTeTeniiLL LT LTS

K2

< alewiewiiu (pgesdh HaHd@en CnH@GMUILL HmHBmHMmeNNE QBTEIQTTS
SIVVH| HOUDTET  HBULBM6ENH QBTewiL  alewwienilILmbiseT  op GFFliTesr
61 H0UT(H SLLSHHeID BCsvds Malssels Blyraflédsinbl. FTaimeLD
2 mIFIuGSHIe Curg BGwBs GamriulL H&HFH D66 GHTE0H EhHH ST 6T
SLeUTTF FTTNHmenF FLOFULNSHS HeUMETTe0 alewwTeRILILIBISET 2 L 6STQUITSH
BT flésiu@LD.

allestemitiug T, usaldb@ aleuenilils@Gd CuTgl eumdullsr auemev&der a6
“eflimeuen  (pETMWHHI” UbSHHL  https:// www.boc.lk/hr-management
2 eiten o CaFliysaTar HNUIL STajll UTHISTUY DMelsse0 LGHemw
auTHea iemen gnmis Qsmeren Geusmi(HLd.

weaigeuen 1fle)

@6VmEIns euEls

SHEMEVENLD DIQIIGIEBLD

Q@amapiby 01.

Cxijey FOUBSLTST DyHTBm6eN BTHGMUTT HenBENOEMW! SLOLILIT.
» CaIb0sGasiul L  alsauenitiugtflesnen  wL(GBWL  ChIwsl ufl ngss
SIMPHGW 2 _Fleww eumdsGH 2 ewi[b.

2
£ X4

R
L4

P>

R
L4

Briuliueeyeiten ugHelseler elavienilbamnd CHTLTLIE0 STTaNd@GH0D De06vG
S Bauemu IHBuT(BL / @rssF Qeuiuyw = fleww auriddsE o 6.

2
£ X4

UBIAWTEIEH BT SONBUT STl UTHISTILS OBTeTNdHESG @6eWIMIS

2 MIS6I SHBH616V D61 60T HeviuflenLosnuiud AT HEUIGHS68T6MLOEHUIL|LD
UTSHIBTEHEDS.
P&
W= BV eurBIE
N1975) S e — @
#82C | & ataraRssinGD semamp Sigiansb, BOC sgjisi, T

B0, Bes Qi DIass, S5TD 1. Gaesdlah aumdunent




O

Post of “Trainee Secretarial Assistant” - 2026

Submit your online application on or before 27-06-2026.

Application received through any other method, except this online procedure will not
be entertained under any circumstances.

Any application not meeting the above required eligibility criteria as at the closing date
or submitting incorrect/false information will be rejected at any stage of recruitment

without any further notice.

It is strongly advised NOt tO USe mobile phone to fill the online application since

some of the features may not be worked properly in the mobile phone’s browser.
Do not wait till last date to apply online in order to avoid unnecessary system delays due

to large number of online applications.

Instructions to the candidates regarding the online application:

1.

Please read the vacancy advertisement carefully and those who do not fulfill the
eligibility criteria mentioned therein as at the closing date are advised not to apply. Such
applications will be rejected at any stage of recruitment without any further notice.

First, register (Sign-up) yourself with a valid e-mail address and you will receive an
activation e-mail. If you have not received the e-mail within a reasonable time, please
check your Spam folder. Once you activate the account by click on the link sent to your
e-mail, your online career portal account will be activated. Then Sign-in with your
credentials (e-mail and password).

After successfully signed-in, add the job position to the cart, select the radio button and
click Apply button.

Please fill all the mandatory fields (marked as *) under all tabs correctly.

The Personal Tab, Qualification Tab and General Tab are mandatory. Therefore, you

may skip the Experience Tab and Achievements Tab and keep blank.

Under the Qualification Tab, please select only the OL, AL and Degree. Do not select

Professional/Masters or any other qualification type.

(Select “201-Sinhala/ Tamil Language” for Mother Language)
Under Degree qualification, select ‘REC - Secretarial Practice Course (English
Medium)’ as Diploma/ Certificate course in Secretarial Practice and select “Pass” as the

class.
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8. After adding all the relevant subjects, click “Add Qualification” button and your results
will be shown in a table below.

9. Once you saved A/L, O/L results and Secretarial Practice Course (English Medium)
qualification, Mark any one qualification as “Highest Qualification” before save the
qualification tab.

10. If you need to edit the subjects, Click GCE O/L or A/L in the table and delete the
qualification and add the qualification again.

11. In the General Tab, please acknowledge the declaration by tick the check box before save
the tab.

12. After acknowledge the declaration under General Tab, preview your application by click
the “Apply” button on the top of the page before “Submit”, in order to verify the
spelling and accuracy of the information you have entered.

13. In the Preview page, please choose your Preferred Communication Method at the bottom
of the page before submit your application.

14. Keep the “Application Reference Number” for your future reference. This number will be
sent to your registered e-mail as well. If you did not receive it in a reasonable time, please
check your Spam folder.

15. The candidate should be able to produce documentary evidence for the qualification(s), if
selected for the interview. If he/she fails to provide the proof documents (original copy)
at the time of verification of certificates, his/her application would be disqualified
immediately and would not be allowed to face the interview, even his/her online
application submitted successfully and sat for the selection examination.

16. Changes will not be permitted after submission of the application.

[If there is any difficulty in submitting the application online, please call and
get an assistance on 011-220-5104 / 5117 / 5118 on working days between
08:15 a.m. and 04:30 p.m.]

HR Division
Bank of Ceylon
2026
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