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PROVISIONS IN THE SHOP & OFFICE
EMPLOYEES ACT

@j@@ﬁﬂ?@&' (One Day TrainingProgramme)

At the end of the training, Participants should be

able to: - th :
 Explain the main purpose of the Shop and 2 9 J anu a]‘y 20 26
Office Employees Act. — —
Describe the main provisions of the Shop and | 8 3() am- 4. 30 pm
Office Employees Act and its applicability; and ™%
Explain the types of records to be maintained
by the employers.

C@m t n f Sinhala / English Medium

Introduction to Shop and Office Employees Methodology :Lectures, Discussions &
Act. Case studies

Definitions of Shop and Offices According to

Law.
Terms and Conditions of Employment APPI.Y

Applicable to Shops and Offices.

Authority of the commissioner of Labor to N ow
Administrate the Provisions of the Act.

Essential Records Related to Employees.

IMPORTANT

WGENHS 6¥® QR Code D% Scan Coordinator

D6 VDO DD Google 605D ' .
9858 PDed psODS VO PO : Mr. S.A.D.Priyantha Kumara

20 @OD eswend® D Bo@ T (071 8484 683)

S® Befos 89,680 D
:g::g q:; & :)6 Submit gdd:). e Mrs. Poornima - 0766931697

.

For whom
Managers, Executives, supervisors &
Other Interested Parties

Investment - Rs.6,500/=

(Certificates, Training Aids , Lunch & refreshments included)
Cheques should drawn in favour of: “National Institute of Labour Studies”

—

National Institute of Labour Studies
02nd Floor, Labour Secretariat, Narahenpita, Colombo 05.
Tel/Fax : 011 278 6548 / 011 278 6546
www.nils.gov.lk | info@nils.lk
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New Trends In L.abour I .aw

12 FEBRUARY 2026
Content 08.30am - 04.00pm
. Amendment of the labour Acts.
. Effects of international forces for  Sinhala & English - Medium
labour law.

t - Correlation of the labour law

J
For Managers, Executives,

judgment . _ Supervisors & Other
 Concept of Creating new law by the Interested Parties

judgment.
= APPLY NOW
Investment ;

Rs.6,500/= Coordinator:
(Certificates,Stationeries,Lunch & Mr.S.A.D.Privantha Kumara
refreshments included) 071 84 84 683

IMPORTANT

: W6 NSO 6®® QR Code 2 Scan
.7 ol i WS DD EED® Google eMHIGBcs
- ,i A 008 PRVe@ BB VG @@

% AN esoend D» Boe

© i cemed® Sedws 89,58 oo |[m|
cDD® GRS S Submit WSBD. .

Cheque should drawen in favour of “National Institute of Labour Studies”

Please submit your nominations on or before 09th February 2026

National Institute of Labour Studies

L AL
N ans
National Institute of Labour Studies a
02nd Floor, Labour Secretariat, Narahenpita, Colombo 05. N_e
IL

Tel/Fax: 011278 6548 / 011 278 6546
www.nils.gov.lk | info@nils.lk
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| Development of Superyvisors

ObjeCtiveS Medium :Sinhala / English

At the end of the training participants should be able to :
. Explain the roles, responsibilities and duties of a

supervisor; For: Staff engaged in
. Communicate effectively and develop Better supervisory and allied
interpersonal relations; duties
Lead a group of workers and motivate them to

achieve organization’s objectives
. Enhance labour productivity

26 February 2026
8.30 am -4.00 pm

Course Fee:- Rs. 6,500/- Course Coordinator: -

(Certificate; Lraining Alds, Mr.S.A.D.Priyantha Kumara
Lunch & Refreshment included)
" o 071 8484 683

IMPORTANT¢ I—.

WG5S 6®® QR Code D2 Scan
W6 BV @A™ Google s0IS@cs
V0 DDed PsDS VAT @D
BIN@DI esend O» 8Bae
ceamel® Bedms HDGED O
cOBD® FYEW WS Submit WSBZ.

Chegque should drawn in Favor of “National Institute of Labour Studies”
Please submit your nominations on or before 23rd February 2026

National Institute of Labour Studies

National Institute of Labour Studies
02nd Floor, Labour Secretariat, Narahenpita, Colombo 05.
Tel/Fax: 011278 6548 / 011 278 6546
www.nils.gov.lk | info@nils.lk




Certificate in ICT & Al for Office
Productivity_

P'ng ramme content 05 Days Programme
Foundational IT Skills
. Digital Note-Taking and Task Management 26th FEBRUARY 2026
fools 9.00am - 04.00pm

« Operating Systems Overview
« Hands-On with Productivity Tools
Introduction to Al — Practical and Creative Tools

« Al Basics for Everyday Use
+ Creative Al Tools

Applying Al to Day-to-Day Office Tasks Duration: 5 days

« Al for Presentation and Logo Creation 2026 FEBRUARY 2 6th
« Al Tools for Document and Data Management th th th th
05™,12",19" & 20

Day-to-Day Office Skills March 2026
« Using Al-Based Tools for Office Work

« Collaboration and Cloud Storage Course Coordinator :-
Online Safety and Email Management Mr.Lakshan
« Cybersecurity and Online Safety Tel : 075 616 2855

. Email Management and Programme evaluation

W Course Fee: Rs. 30,000
(Including training materials,
IMPORTANT I_. ] I certificate and meals)

DS ENDS 6®® QR Code B Scan

26 DD REdD™® Google 6063 3% ﬁ" z
088 BRed poons OO @09 ol ’
HAINH@DD swend® Do Bag b —
ecmed® Seims HBGED eDd I_. _"'

DDV e WS Submit DSTB. e

- J = &

Cheque should drawen in favour of “National Institute of Labour Studies”
Please submit your nominations on or before 20th February2026

National Institute of Labour Studies

National Institute of Labour Studies
02nd Floor, Labour Secretariat, Narahenpita, Colombo 05.
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PROFESSIONAL CERTIFICATE IN
PROCESS IMPROVEMENT IN THE

PUBLIC SECTOR

\
((CONTENT )

& DEFINE THE PROCESS AND PROCEDURES
& SMAIS METHODOLOGY

& PROCESS MAPPING AND ANALYSIS

& PROCESS IMPROVEMENT TOOLS

FIN DEPTH PROCESS IMPROVEMENT JOURNEY

.
L'.~

J

& PROCESS IMPROVEMENT AND DIGITAL INITIATIVES ( M )T

@ 05 March 2026 @9.00 AM-4.00 PM I

|
,—@ESOURCE PERSONSDﬁ i il

O PUBLIC SECTOR PROFESSIONALS AND

RS 30,000
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Advanced Certificate in ICT, Al &
Digital Office Productivity

Advanced Excel & Data Management (XLOOKUP,
Pivot Tables, Data Validation, Dashboards)

Video Creation & Voice Polishing (Screen Recording with
OBS, Audio Cleaning)

Web & Digital Publishing (Blog Creation, Websites, AL 3()th April 2026
. 9.00am - 04.00pm

Live Streaming & Screen Recording Tools & Other

Soft g T .
oftwares ‘ Duration: 8 days
Cybersecurity & Digital Protection (2FA Authenticator 30™ April '
3 : : I y
Apps and more ) | 07", 14', 21° May,
Al for Office Productivity tools. )4 mruthxl_am , 25™ June 2026

. Final Practical Project

08 Days Programme

. Final Presentation & Examination

/IMPORTANT ELIGIBILITY This is an ADVANCED course.
ONLY for those who completed the 5-Day "ICT & Al for Office
Productivity" Level 1.

OR users with strong skills in MS Word, Web Browsing, and Mobile and
web Apps.

NOTE: This is NOT for those with low digital literacy. No basic

lessons will be taught.
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