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The Nation's Leader in Skills Development

A fully government owned company functioning under the Ministry of Education.

BDo8) B8mGd¥ed :abwwode ¥ DoRBO

2085 : 55ed 2@ s.elE 8y d¥od ectlned®nsin D¢ Bun®n D 8ud® By BEAE gdeddda
D¥ama BB pBxT G1ss GunmDE BDE EEmdDrled dEpimd Didmne A8 .

efpdoma :

® 3O BELdur Bew B

® 25w® Beiddem wcw BT

* AL edDmwm wewr B

¢ aiBBmewn/evsisciBeownn wewr BDE

* 5eeHm D198 A BEASwWR wewr B

* Bodn gdnwem sw/ewnd dBws wws & gL
I8m B

® S8 eeedDm etdDa g e BELdwn
8¢ B

® eBeld e85l ODG T e emuddmBE DG
8w B

o 0380w vuE nlded ATLENS
BEACesm 3w B0E

¢ Sednum eddw vem axme Beddevned
DEH@IO MY cBm B

¢ 5508 0B8] gmndD 200 edded 6wWIdm
HEDcewn wewr B

s Budm mcex wew emsinsnds @n euddn
DO 2OED BEASewn wgws B

e 9938 c8m gdnwnm B

* HDod) am@m Hled® S

ugD B/ pory Hoog

o o8 BOrmenst DE@d i@ wgwa gdwdw
® Sed BwnlEl euBiEdd wewsr H0E
cDesfey @maln wewa D)

o gB3Dalcs B/ ad D94 B

o gafle Hihd), Bef A8, dedm ADg)
e a3 B

* gmyet B, @ Bw® Hoa,

o 0 0d o8m B0

& Bg® ydd Ay, Eades D)

e 20Bems’ Awd ©WOD Bk

® o203 HDaf,

o a8 @i0g @ddiw v BecBe Bl

o @8 D198 uofn alsen B

o Rdm eus sew emsinpsnds’ @5 edddn e DDmED BEddewn egmr B

D0 sewsg . Sed e@mB.nde ww ddod ecxined@sin O¢ 238805 BE8 mE@mmdan wwmisDds!

e BB
2835700 »OGH 0D Do ® BEidsT e

DOedew: edam o wamds (Physical)

Sxyas : 2025 ®@xtond/38 &es 30 e 31
a0z @¢ém (02 .0.9.00 89 &5 .0.4.00)
&5 s o

el SDFL odwz w@cd

@0es® .7 :13,0 00/- S gewzs es¢wo ceem wo 80 03 gowod), §8s goano, B8cds w sofm sywxn #2980

Apply to — Ms. Sanduni Nimasha {(Programme Coordinator)

Mobile : 077 8591090
Fax : 011 2508649/011 2594573
Email : nimashasdfl@gmail.com

Skills Development Fund Ltd.
“Nipunatha Piyasa”, 7 Floor,
354/2, Elvitigala Mawatha, Colombo 05.
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Advanced

Microsoft Excel Training for Data Analysis
Objectives: At the end of the workshop participants will be able to:
¢ Interact with their colleagues and superiors with confidence
* Carry out their responsibilities confidently
* Influence their customers
* Look forward to the betterment of their careers
* To be successful in a business envitonment
Content:
* Using Advanced Functions/ Using Other Functions/ Working with Tables
» Working with Data Series/ Using Scenario and Goal Seeking
» Consolidating Worksheets/ Using Worksheet Protection
* Using Templates
» Working with Views
» Creating/Revising PivotTables
® Sharing Workbooks
e Using Data Tables
¢ Using Auditing Tools
¢ Interdiction to VBA
¢ Interdiction to Macros
For whom: All IT and Non-IT professionals in Private & Public Sector Organizations

Methedology: Lectures, Discussions and Exercises (Physical)

Daotes : 28, 29" & 30 October 2025

Duration : Three days {9.00a.m. to 4. 00p.m)

Medium ! English/Sinhala

Venue : SOFL Auditorium

Course Fee : Rs.21,000/= per participant (This includes Lunch, Refreshments,

Writing materials & Certificate for each)

...........................................................................................................................................................................

Skills Development Fund
5 Ministry of Education
354/2, Nipunatha Piyasa, 7 Floor, Elvitigole Mawatha, Colombo 05.
Ms.Kaveesha Kumarasir — Programme Coordinator
Contact - 076 6209966
Fax : 011 2508649/011 2594573
Email : kaveeshasdfi@gmail.com
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......................................................................................................................................
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Two-day workshop on
“EFFECTIVE INTERNAL AUDITING”

Objectives : At the end of the workshop, you will be able;

s To enable the participants to get a clear overview of auditing system.

Content:
e Introduction to Public sector Accounting System and Auditing System
e Constitution and provisions relating to Auditing in Public sector
e  Government rules, regulations for Auditing in Public sector
e Duties and responsibilities of COPA (Committee on Public Accounts) and COPE (Committee on
Public Enterprises)
e Powers and functions of Auditor General
e Auditing of Government organizations
e Internal Auditing in Government organizations
e Auditing in Computerized Environment
a. Internal control in computerized environment
b. Auditing through the computer
c. Security measures in computerized environment
d. CAATs (Computer Assisted Audit Techniques)

For whom: \nternal Auditors, Finance Managers, Finance Controllers, thase who oversee the Auditing
function, New staff accountants & individuals respensible for safeguarding company assets.

Methodoloqy: Lectures, Group Work (Physical)

Dates : 13t & 14 October 2025
Duration : Two Day (9.00a.m. to 4. 00p.m)
Medium : English/Sinhala

Venue : SDFL Auditorium

Course Fee :13,000/= Per Participant (This includes Lunch, Refreshments, Writing materials &
Certificate for each)

IN-HOUSE TRAINING PROGRAMMES CAN DE ARRANGED ON YOUR REQUEST

(Ms. Isuri Anjana — Programme Officer)
Fax : 011-2055604
Contact : 075 5915174

Skills Development Fund Ltd.
“Nipunatha Piyasa”, No.354/2, 7' Floor, Elvitigala MW,
Colombo 05.
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Apply to — Ms. Kaveesha Kumarasiri { Programme Coordinator)
Maobile : 076 6209966

Fax :011 2508649/2594573

Email = kaveeshasdfi@gmail.com

SKILLS DEVELOPMENT FUND LTD.
354/2, 7t Floor, “Nipunatha Piyasa” Elvitigala Mw, Colombao 05.
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Skills Development Fund Limited

Ministry of Education
354/2, Nipunatha Piyasa, 7*" Floor, Elvitigala Mawatha, Colombo 05

Contact : Ms. Sanduni Nimasha (Programme Coordinator)
Tel : 076 8591090
Fax : 011 2508649/011 2594573
Email : nimashasdfl@gmail.com
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Salary Conversions

Objectives: At the end of the workshop Participants will be able to:

e Provide knowledge and guidance to Public Officers to take action in a correct manner, following the
guidelines relating to salary matters, while providing adequate understanding.

Content:

e Deciding salaries in the public service depending on the role of relevant institutions
e Introduction of the existing salary structure in the public service and the nature of the salary structure
that had been prevailing prior to that
e Provisions prevailing in the Establishments code and Public Administration Circulars on salary matters
e Conversion of salaries in salary revisions and promotions
e Identification of salary anomalies and measures to be taken to rectify them.
o Session 1: Public Service salary structure, relevant

authorities and their role
o Session lI: Provisions in the Establishments code
and P.A Circulars on salary conversions and other matters relating to public service
salaries
o Session lll: Practical exercise — salary conversations
on salary revisions
o Session IV: Practical exercise-salary conversations
on promotions and incremental credits

For whom: Public Management Assistants and equal grades who
are involved in work with salary conversions.

(Only Ministries & Departments)

Methodology: Lectures & Practical Sessions

Dates : 28'h & 29" October 2025
Duration : Two days (9.30a.m. to 3. 30p.m)
Medium : English/Sinhala

Course Fee  :13,000/= Per Participant (This Includes Lunch, Refreshment Writing Material &
Certificate)

/ Contact : Sanduni Nimasha (Programme Coordinator) \
Tel : 077 8591090

Fax : 011 2508649/011 2594573

Email : nimashasdfl@gmail.com

Skills Development Fund Limited
\ 7t Floor, Nipunatha Piyasa, Alvitigala Mawatha, Colombo 05 J
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Secretarial Practices

Objectives:

¢ Understand the role of a secretary and its importance.

® Acquire proficiency in secretarial practices in order to be more effective.

* Develop an effective personality.

* Sharpen the secretarial skills to work more effectively with the management team.

Content:
* The role of a secretary in today’s business  Report writing
Environment + Negotiations '
e Serving the internal and external customers » Time management skills
» Secretarial problems and duties » Office planning and control
* Leadership and interpersonal relationships « Office efficiency and productivity
» Effective business communication skills  Meeting etiquette and social behavior

* Public relations and external affairs Professional skills and office management
» Business letters layout style and planning 2000 « IT for enhanced productivity

For whom:
Secretaries, Personal Assistants to Senior & Middle Management and those who are involved in
public relations

Methodology:

Lectures, discussions and group activities

Dates : 21,227,239 & 24™ October 2025
Duration : Four days

Medium : English / Sinhala

Venue : SDFL Auditorium

Course Fee : 25,000/= Per Participant (This includes Lunch, Refreshments, Writing
materials & Certificate for each)

IN-HOUSE TRAINING PROGRAMMES CAN DE ARRANGED ON YOUR REQUEST

Apply to — Ms. Isuri Anjana
(Programme Officer)

Maobile : 075 5915174
Fax : 011-2055604

Skills Development Fund Ltd.
“Nipunatha Piyasa”, No.354/2, 7 Floor, Elvitigala MW,
Colombo 05.
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Smart Office Techniques

Objectives: At the end of the workshop participants will be able to,
Improve the overall office space with the best management tools, make employees work smarter, better
and faster.

Content:
e MICROSOFT OFFICE -
o MS Word — Envelope printing, Dictionary (Options > Proofing > Ignore Words in Upper case
(Uncheck), Format painter
o MS Excel — Conditional Formatting > Highlight Cell Rules
PDF — Editing, Conversion
SECURITY — Setup password for Word, Excel, Folders & PDF
PRINTING - Printer Sharing, Resolution
SCREEN SHOTS - Screenshots taking methods (PC & Mobile)
EMAIL GMAIL — Multiple emails, BCC / Cc, Auto sending -Yahoo, Zimbra & Google Contact management
GOOGLE -
o Google Calendar o Google Assistant — Reminders, Voice
o Google Forms commands
o Google Translate Google Lens — (Copy paste from
o Keep - (Reminders, Check list, Desktop photos)
notification) Google Sheets — sharing options
o Google Drive — (File management, Google Docs — Charts, Dashboards
Sharing)
CLOUD STORAGE - Google (Cloud Based File system)
SYNC METHODS - Mobile Hotspot, Sync Data between PC & phone
SCANNING — CS scanning app (Cam Scanner app) VIRTUAL MEETING PLATFORMS — Zoom, Screen sharing,
Whatsapp
REMOTE DESKTOP — Team viewer
LOCATION — Stationery and real time location sharing
SHARED FOLDERS — FTP, IP Searching {Netscan)
OR CODE - Use of QR codes, Online QR generators
POP UP DICTIONARY EXTENSIONS / APPS — Sinhala & English pop up Dictionary for Android/ Desktop (Ex-lk tips
dictionary)

For whom: Middle and junior level staff who engage in salary preparation (computerize government

payroll system) attached to accounts and Staff of the payment division.
Methodology: Lectures/ Discussions/Exercises (Physical)

Dates - 15”’, 16™ & 17" October 2025

Duration : Three days {9.00a.m. to 4. 00p.m)

Medium : English/Sinhala

Venue : SDFL Auditorium

Course Fee  : 21,000/= Per Participant (This includes Lunch, Refreshments, Writing materials &
Certificate for each)

Contact — Ms. Sanduni Nimasha
Tel/Fax — 011 2508649 / 0112594573/ 077 8591090
Email - nimashasdfl@gmail.com




