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CPC Training and Development

Plan - 2025
01.Preface

The demand for Petroleum —related jobs in the Global market is increasing, and the need to
train Sri Lankan workers for this has been Urgent. The training requirements for the
petroleum industry can vary depending on the specific role and desired certification. Some
roles require a bachelor's degree in a related field like Petroleum Engineering, while others
can be met with technical training programs and certifications. Already the Refinery Training
function of the Ceylon Petroleum Corporation, In collaboration with the National
Apprentices and Industrial Training Authority (NAITA) and Tertiary Vocational Education
Commission (TVEC), has prepared National Competency Standards (NCS) and Curriculum and
obtained approval for the following specific training job programs;

1) Refinery Operation Technician
2) Refinery Mechanical Technician
3) Refinery Electrical Technician
4) Refinery Instrument Technician

In addition, the following NCS and Curriculums are currently being developed with the NAITA
and TVEC.

1) Refinery NDT Inspector
2) Refinery Lab Technician
3) Refinery Boiler Operator
4) 6G welding Technician

Also, the necessary arrangements are currently being made to recruit a group of students
for the approved courses.

Here, a four (04) year certificate is issued for all courses except the 6GWelding Technician
course, and a three (03) training course for the 6G Welding Technician. Students who
successfully complete the course will be issued an internationally recognized certificate, and
we expect to recruit for the vacancies available in our Institution.

This is the main task of the Training Function of the Ceylon Petroleum Corporation in the
year 2025 and it is planned to send CPC employees to training courses as mentioned here to
improve the efficiency and the productivity of the institution.
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01.MAIN DEPARTMENTS AT CPC

1. Refinery

Manufacturing & Operations

= QOperations
= Fire & Safety
= Economics & Scheduling

Maintenance & Projects
= Civil
=  Projects
= Mechanical

Electrical & Instrument

=  FElectrical
" |nstrument
=  Material

Technical Services

= Technology
= |nspection
= Laboratory

Administration

=  Human Resource
=  Medical
=  Transport

Training & Development

2. Sapugaskanda Distribution Terminal

3. Human Resource Management Function
Medical Centre — Head Office

4. Secretariat Function
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. Lubricant & Special Products Function

. Marketing Function

= Head Office

= Service Station Equipment Workshop

= Regional Offices

= Lubricant & Special Products — Muthurajawela

. Corporate Communication & Customer Care Unit

. Technical Services & Corporate Affairs Function

10.
11.
12.
13.

14.
15.
16.
17.
18.
19.
20.
21.

Health Safety & Environmental Unit
Engineering & Premises Function
Finance Function
Information Technology Function
Internal Audit Function

e Stock Control & Loss Monitoring Unit
Legal Function
Commercial Function
Procurement & Stores Function
Shipping Function
Agro Chemicals Function
Security Function
Investigation Function
Aviation Function

e Katunayake
e Rathmal
e Maththala
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03.

REFINERY TRAINING
AND DEVELOPMENT
PLAN -2025
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3.1 TRAINING & DEVELOPMENT PLAN OF MANUFACTURING & OPERATIONS

NO 3.1 a) TRAINING PROGRAMME - OPERATIONS GRADE & DESIGNATION
DEPARTMENT
01 Training for D Operation B Grades
02 Positive Attitudes
03 Work Place Management
04 SAP
05 Supplies & Materials Mgt
; — A-6, A-7 & B-1
06 Breathing Apparatus Training
07 First Aid
08 Risk Management
09 Leadership and Management
10 Operation of Working Equipment
11 Oil Accounting & Custody Transfers
12 Important Environment Compliance B Grades
13 Crude oil measurement and standards
14 Energy Efficiency in Refiners
3.1 TRAINING & DEVELOPMENT PLAN OF MANUFACTURING & OPERATIONS
NO 3.1 b) TRAINING PROGRAMME — ECONOMICS & GRADE & DESIGNATION
SCHEDULING DEPARTMENT
01 Accounting for Engineers
02 Health & Safety Management
03 Management Development for Engineers A Grades
04 Soft Skills for decision makers
05 Development for Managers
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3.1 TRAINING & DEVELOPMENT PLAN OF MANUFACTURING & OPERATIONS

3.1 c) TRAINING PROGRAMME - FIRE & SAFETY

DEPARTMENT

GRADE & DESIGNATION

Advanced Fire Fighting Programme

A & B Grades
Breathing Apparatus Training OTF Fire
First Aid
3.2 TRAINING & DEVELOPMENT PLAN OF MAINTENANCE & PROJECTS
NO 3.2 a) TRAINING PROGRAMME - CIVIL GRADE & DESIGNATION
DEPARTMENT

01 Design Training

A Grades
02 Price Variations
03 Supervisory Management Skills

Other Grades
04 Insulation Programme

3.2 TRAINING & DEVELOPMENT PLAN OF MAINTENANCE & PROJECTS
NO 3.2 b) TRAINING PROGRAMME - PROJECTS GRADE & DESIGNATION
DEPARTMENT

01 Structural Design A-6
02 Project Management A-5, A-7, B-1
03 Project Management MSc. A-4
04 Primavera
05 Public Procurement Procedures & Practices A-7
06 English for Office Management B-3
07 Quantity Surveying B-3, B-2
08 Construction Technology B-2
09 Auto CAD - 2019 B-1, B-2, B-3
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10 Building Service Engineering B-3
11 Solid works b-2, b-3
3.2 TRAINING & DEVELOPMENT PLAN OF MAINTENANCE & PROJECTS
NO 3.2 c) TRAINING PROGRAMME — MECHANICAL GRADE & DESIGNATION
DEPARTMENT
01 Professional Development Programme A-4, A-5, A-6 Engineers
02 NDT Courses at AEA A-5, A-6 Engineers
03 Procurement Guide Lines A-4, A-5, A-6 Engineers
04 Attitude Development Programme A-4, A-5, A-6 Engineers
05 Maintenance of Diesel Power House A-4, A-5, A-6 Engineers
06 NDT for Welders B-2, B-3
07 Safety and Proper Handling of Tools B-2 to C-6
09 Maintenance of Diesel Generation House B Grades
10 Good House Keeping C Grades
11 Workshop on Business Writing B Grades
12 NDT for Welders B Grades
13 Hydraulic & Pneumatic with PLC Technology B Grades
14 Machinery Fitter B Grades
15 Steam Traps and its Application B Grades

9|Page




3.3 TRAINING & DEVELOPMENT PLAN OF ELECTRICAL & INSTRUMENT

3.3 a) TRAINING PROGRAMME — ELECTRICAL

GRADE & DESIGNATION

NO DEPARTMENT
01 Electrical Systems Medium Voltage
02 .

Electrical Systems Low Voltage
03 .
Electrical Systems extra Low voltage
04 . N
Air Conditioning Control Systems
05
SCADA / CPDS System
06 Procument Management Studies A Grades

7
0 Air Conditioning Design
08 . .

Vertical transportation
09

Management studies
10 Project Management
11 MV /HV Systems
12

Electrical Systems
1

3 Air Conditioning
14 Automobile Wiring
15 BMS Systems
16 . .

LED Driver Maintenance
B Grades
17 .
Supervisory Management
18 .
Generator Maintenance
19 .
Management System Studies
20 . . .
Electronics Automobile Scanning
21

Control System
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22

Skill Development

23 Management Studies
3.3 TRAINING & DEVELOPMENT PLAN OF ELECTRICAL & INSTRUMENT
NO 3.3 b) TRAINING PROGRAMME - INSTRUMENT GRADE & DESIGNATION
DEPARTMENT
01 Programmable Logic Controller Course
- - A-5, A-6 & B Grades
02 Modern Electronic Test & Machinery Measurements
03 Bid Evaluation Programme
04 Procurement Management A-3,A-4
05 Management Development
06 Work shop on lightning protection and earthing
Embedded control systems (Microprocessor / micro
07 controller ) for industry process control & auto
automaton
Modern Electronic Components
08
B Grades
09 Supervisory Management
3.3 TRAINING & DEVELOPMENT PLAN OF ELECTRICAL & INSTRUMENT
NO 3.3 ¢) TRAINING PROGRAMME - MATERIAL GRADE & DESIGNATION
DEPARTMENT
01 Certificate Course in Government Tender Procedure | A Grades & B Grades
02 Workshop on ISO : 9001 Standard and
Implementation of Quality Management Systems A Grad
rades
03 Supply Chain Management
04 Six Sigma
05 Course in Purchasing Management
06 Course in Shipping Air Cargo Containerization
07 Course in Stores Management
08 Course in Forklift Operation
09 Training on 5S, Kaizen & Development Programmes B Grades
10 Course f enhance the effective use of the internal,
email and data security
11 Course to improve English writing skills
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12

Enhance knowledge & ability to work in stores

C Grades
13 Do (ISMM / SDFL)
3.4 TRAINING & DEVELOPMENT PLAN OF TECHNICAL SERVICES & TECHNOLOGY
NO 3.4 a) TRAINING PROGRAMME - TECHNOLOGY GRADE & DESIGNATION
DEPARTMENT
01 Professional Development Programme
02 Project Management
03 Productivity Programs
04 Tender Documentation Procurement & Evaluation
05 Communication Skills
06 Process Safety Management
A Grades - Engineers
07 Petroleum Technology
08 HSE Management
09 Rotating Equipment
10 Total Quality Mgt (T&M) Introduction
11 Procument Guideline
12 Metal logy Introduction
3.4 TRAINING & DEVELOPMENT PLAN OF TECHNICAL SERVICES & TECHNOLOGY
NO 3.4 b) TRAINING PROGRAMME - INSPECTION GRADE & DESIGNATION
DEPARTMENT

01 Ultrasonic Testing Level - 1 B- 3 NDT Technicians

A-4 Deputy Managers,
02 Visual Testing Level - 1 A-5 & A-6 Engineers

B-1 Senior NDT Technicians
03 Radiographic Testing Level - 2 g:; SNe;;o;el:E;él;z;f;maans
04 Ultrasonic Testing Level - 2 g_i ?e':igrESLg)l'P'T'ggmicians
05 Magnetic Particle Testing Level - 3 2:: ze:_lét»én[\g?nneaegrirs'
06 Liquid Penetrant Testing Level — 3 A-4 Deputy Managers,

A-5 & A-6 Engineers
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A-4 Deputy Managers,

07 Ultrasonic Testing Level - 3 A-5 & A-6 Engineers
08 Radiation Safety Course B-3 NDT Technicians
09 Vibration Analysis Training Executives
. A —Grade

10 Eddy Current Testing Level 2 Grade B1, B2, B3
11 Eddy Current Testing Level 3 A - Grade

. . A —Grade
12 Coating Inspection B — Grade
13 English Language B — Grades
14 Computer literacy on basic computing, M/S Office and | B — Grades

Auto CAD

13| Page




3.4 TRAINING & DEVELOPMENT PLAN OF TECHNICAL SERVICES & TECHNOLOGY

GRADE & DESIGNATION

NO 3.4 c) TRAINING PROGRAMME - LABORATORY
Internal auditing of Laboratory Management System as
. s A-4 & A-6
01 per 1SO 17025/2017/ Sri Lanka Accreditation Board (SLAB)
02 Documentation of ISO 17025 Laboratory Accreditation
03 03Implementation and Auditing of ISO 17025 Laboratory | A-7 & above
Accreditation
04 Productivity Improvement /Sri Lanka Standards Institution
A7
(SLSI)
Evaluation and expression of uncertainty in
05 A7 & B1
Measurements/National Measurement laboratory
General Training on 10S / IES 17025:2017 / Sri Lanka
06 A7,B1,B2, & B3
Accreditation Board (SLAB)
07 Good Laboratory Practices
08 Introduction to Laboratory Quality Management Systems
09 Uncertainty Estimation in Measurement science / B Grades
National Measurement Laboratory (B2 &B3)
10 Laboratory Quality Management / SLSI
1 Method Verifications for beginners / National

Measurement Laboratory
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3.5 TRAINING & DEVELOPMENT PLAN OF HR DEPARTMENT

GRADE & DESIGNATION
NO 3.5 a) TRAINING PROGRAMME — HR DEPARTMENT
01 HR related workshop, Conference
02 Psychological Counseling training programs A Grades
(A-4/A-7)
03 Leadership Development training programs
04 Labour Law / Industrial relation training programs
05 Strategic management training programs
06 Information Technology Training Programme
07 Library and Information Science related Training
Management Assistant skills Development training
08 programs, workshops Sinhala /English medium NIBM | B Grade
/SDFL/Sri Lanka Foundation/NILS/CIPM/CPM
Computer training Program (Ms,Excel,Office Package ),
09 Typing skills development programs (Sinhala / English) (B-1,B-2& B-3)
NIBM /SDFL /NILS /Sri Lanka Foundation / CIPM
Office Aide Programme Workshop C Grades
10
(C-5/C-6)
3.5 TRAINING & DEVELOPMENT PLAN OF HR DEPARTMENT
NO 3.5 b) TRAINING PROGRAMME - LIBRARY GRADE & DESIGNATION
01 E-Repositories Software / SLISTINET Seminars,
Workshops / Open Source Software / KOHA Software
02 Customer Care, PR, 55
03 Library & Information Science Symposium 2024 A-7
04 National Conference - 2024
05 Quality Management Programmes
3.5 TRAINING & DEVELOPMENT PLAN OF HR DEPARTMENT
NO 3.5 ¢) TRAINING PROGRAMME — MEDICAL CENTRE GRADE & DESIGNATION
01 Basic Life Support B Grades
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3.5 TRAINING & DEVELOPMENT PLAN OF HR DEPARTMENT

3.5 d) TRAINING PROGRAMME — PERSONNEL

GRADE & DESIGNATION

NO SERVICES

01 Course of Garden maintenance & Landscaping
02 Programme on Role of Supervisors
03 English Language for office work B Grades
04 SAP System
05 Advance course of use of Microsoft Excel and

Microsoft Word
06 Occupational Health & safety

B/C Grade

Instructions of Rule and regulations of CPC (Including
07 .

leave Policy and Rules)
08 Files Handling & Filling
09 Course on House Keeping
10 Course on Pool Attendant C Grades
11 Introduction of hygiene factors
12 Skills Development course

3.6 TRAINING & DEVELOPMENT PLAN OF SECURITY DEPARTMENT
NO 3.6) TRAINING PROGRAMME - SECURITY GRADE & DESIGNATION

01 Security & Investigation
02 Disciplinary Management A Grade
03 Disciplinary procedure (A-4, A-5,A-6& A-7)
04 Human resource Management
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05 Duties, Responsibilities & Ethics A-6, A-7, B-1, B-2
Improve Efficienery
06 Disciplinary management
Disciplinary procedure B-1,B-2 & B-3
Supervisory Management
07 First Aid B-3,B-4 & C-4
3.7 TRAINING & DEVELOPMENT PLAN OF FINANCE DEPARTMENT
NO 3.7) TRAINING PROGRAMME — TRAINING GRADE & DESIGNATION
01 Train the Trainers A Grades
02 HR Programme B Grades
03 Office Aide Programme C Grades
3.8 TRAINING & DEVELOPMENT PLAN OF FINANCE DEPARTMENT
NO 3.8) TRAINING PROGRAMME — FINANCE DEPARTMENT GRADE & DESIGNATION
01 Taxation
02 Training on Financial Analysis
A-3, A-5, A-6, A-7
03 Preparation of Budget & Financial Planning
04 Refinery Costing, Profitability and Accounting Practices
05 Payment Procedures & Procurement Plan Preparation

B Grades
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3.9 TRAINING & DEVELOPMENT PLAN OF SOFT SKILLS DEVELOPMENT PROGRAMMES

NO

TRAINING PROGRAMME

FUNCTION

GRADE &
DESIGNATION

01

Positive Attitude Programme

Operations
Mechanical
HR, Training,
Materials
Security
Finance

B Grades

02

Skills Development Programme

Materials

HR, Personnel
Services, Training
Electrical
Instrument

03

Leadership Training

Mechanical
Operations

04

Motivation Development Programme

Materials,
Mechanical,
Training

05

Communication Skills Development Programme

Personnel
Services,
HR, Security

06

Language & Soft Skills

Materials
Finance
Personnel
Services

3.10 TRAINING & DEVELOPMENT PLAN OF IT PROGRAMMES

NO

TRAINING PROGRAMME

FUNCTION

GRADE &
DESIGNATION

01

MS Office Programme

HR, Training,
Materials
Security
Finance,
Medical Centre
Personnel
Services

B Grades

02

Advanced Excel Programme

Finance
Materials
Projects

A & B Grades

03

Presentation Skills Development

Technology

A — Grades

18| Page




3.11 TRAINING & DEVELOPMENT PLAN OF FOREIGN TRAINING

3.11) TRAINING PROGRAMME - TECHNOLOGY

GRADE & DESIGNATION

NO DEPARTMENT
o1 Petroleum Economics & Marketing
02 Design, Projects & Simulation Engineers
03 Out Bound Programme & Leadership Skills
3.12 TRAINING & DEVELOPMENT PLAN OF FOREIGN TRAINING
NO 3.12) TRAINING PROGRAMME — OPERATION GRADE & DESIGNATION
DEPARTMENT (FOREIGN)
o1 Process Safety and Risk Analysts
(0] tionE ti
02 Advanced Refinery Operations peration Executives
03 Distillation and Separation Units
Operation Executives and
04 Refinery Startup and Shutdown operation Technicians
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3.13 TRAINING & DEVELOPMENT PLAN OF IN HOUSE TRAINING

GRADE &
NO 3.13) TRAINING PROGRAMME FUNCTION DESIGNATI
ON
Operations
Mechanical
01 SAP Training HR, Library
Security
Finance, OTF
02 Safety Programme Mechanical - | All Grades
Fabrication
03 Accident Procedure
04 Office Aides Programme HR C-5,C-6
Office Aides
First Aid Training OTF B Grades
05 Operations
Unit Operations & Chemical Reactions All
06 Operation
Technicians
07 Operation & Trouble Shooting of Instruments
Instructions of rule and regulations of CPC (Leave Personnel B&C
08 . .
Policy & Rules Services Grades
09 Fire & Safety Training Programmes All  Refinery
(including Fire Drill) Employees
10 Hazmaat Programme
First Aid Training Rescue &
11 ECOT Teams
12 Leave Procedure & Payroll System HR
Department
Introduction Programme, Fuel Production Process,
13 Plant Visit, Safety Programmes, Security Aspects, Newly. Recruited employees
Discipline Procedure & Adminstration Procedures @ Refinery
14 Refresher Training Programme on Area 1
Refresher Training Programme on Area 2
Refresher Training Programme on Utilities Area
Operations B Grades

Refresher Training Programme on Oil Movements
Refresher Training Programme Overhead & Desalting

Refresher Training Programme on Area Classification
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15

Refresher Training on Workshop

Refresher Training on Rotating Equipment
Refresher Training on Welding & Fabrication
Refresher Training on Tank Farm

Refresher Training on Recondition
Refresher Training on Process

Refresher Training on Boilers

Refresher Training on Diesel Shop

Mechanical

B & C Grades

16

Permit System & Emergency Procedure

Report Writing

Chemical Hazardous & MSDS

Process Control System

Familiarization Programme on Process, Utilities &
Movement Areas

Familiarization Programme on Project Procurement
Procedure

Maintenance Aspects of Major Critical Rotating Equipment

All Engineers
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04.

HEAD OFFICE TRAINING

AND DEVELOPMENT
PLAN -2025
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04. 1) IN- HOUSE TRAINING PROGRAM- 2025

In - House Training Programme - 2025

Employee | « % Obijectives of
Month Training Program Target = Function Place the Training
Group 5 Program
January | Awareness Staff 05 Agro Chemicals
programs on Fire Lubricant and
Prevention, Health Special Products
and Safety SSE Workshop
measures. Regional Offices
February
March
April
May
June
July
August
September
October
November
December
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04. 2). TECHNICAL / SPECIAL SKILL DEVELOPMENT PLAN -2025

No | Name of the Training Program Function Gra(_je an_d No of
Designation Employees
01 Advanced Certificate Course in Data _
Analytics - Marketing
02 Advanced Certificate Course on Finance | - Engineering
Management & Accounts & Premises
Advanced Diploma in Business
03 Management - Marketing B Grade 02
o4 | Advanced Diploma in Marketing - Marketing A Grade o1
Management - Regional
: 12759
Office
65 | Marketing Diol - Marketing B Grade o
arketing Diploma ) -
Reglonal 15685
Office
06 | Digital Marketing - Marketing A Grade 06
(Lubricant)
o _ _ - Marketing A Grade
07 | Training regarding Marketing Module - Regional 01
: 10326
Office
og | Business or marketing Management - Marketing B Grade o1
related course for store keeping - Regional 15823
Office
Marketing Management Course in ~ Marketing A & B Grade
09 | Reputed Institute, Skill Development - Regional 14935.15666 03
Programme in Marketing Office 12289
10 Custqmer C_:ommunication & Customer | _ Marketing A Grade 06
Relationship (Lubricant)
; A, B
11 | Product awareness programme - Marketing G, d& ¢ 30
(Lubricant) rade
12 | Course of Brand Management - Marketing A Grade 05

(Lubricant)
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13 | Course of Sales and Distribution Marketing A Grade 05
(Lubricant)
14 | Cross Functional Training Marketing é E;& ¢ Applicable Staff
(Lubricant) rade
15 Creative Thinking / Positive thinking Marketing A B&C Applicable Staff
Workshop (Lubricant) Grade
16 Inventory handling and Stores Marketing A B&C 08
Management (Lubricant) Grade
17 | Seminar for HSE Marketing A i& & 09
(Lubricant) Grade
18 | M &R related training to handle the Mar.keting B & C Grade oL
break down Regional 16644
Office
Programme for skill Develop, _
19 | Introduction programme with In house Marketing C Grade o1
Corporation rules and responsibilities of Reglonal 16899
emp|0yee Office
Training programme at SSE Workshop Marketing B Grade
20 | regarding maintenance and repair works Regional 01
at the Retail Outlet Offi 16291
ice
Training programme at SSE Workshop Marketing B, C Grades
21 | regarding Electric and Electronic Works Regional 16336. 16270 03
of fuel Dispensing Pumps Office 16271
Training Programme for Mechanical _
knowledge for repairing fuel dispensing Marketing C Grade
« mps, layout line and installation of Regional 02
pumps, layou ea sStallation O _ 16270, 16271
underground tanks Office
C Grade
23 | Corrosion engineering Aviation
Auto Cad & Electrical Installation CPD i Technical for
24 Aviation

Training

Executives

25|Page




Technical for

25 | Aviation Operations & QC Training - Aviation Non
Executives
_— . . - Engineering
2 Buildin r MEP (IESL) Trainin .
6 uilding Services (IESL) Training & Premises
. . . - Engineering
27 | Building Maintenance Trainin .
g g & Premises
- Aviation
28 | CCTV Installation Training B Grade 01
- IT
Certificate course on Construction & - Engineering
29 . .
Maintenance & Premises
Customer Care & Public Relations - :
30 . - aviation Executives
Training
Electrical & Instrument System Design, |~ Aviation
. Installation, Testing, Maintenance, SEngineering & -Il\-lf)%hmcal for
Trouble Shooting & AC Premises _
Executives
Repairs Training
- Aviation
. . N\, - Marketin
32 | Electrical Maintenance Training arketing
- Regional Office-
South
i . Technical for
33 Electromechanical system Maintenance o No-
(mechatronic) Training ) Awgtlon ) .
- Engineering & | Executives
Premises
. - Marketing
34 | Event Management Trainin .
g g (Lubricant)
35 Fire Alarm System Repair & ) Aviation

Maintenance Training
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- Aviation

- TS & CA Technical for
36 | Fire & Safety Training Non-
Executives
- Agro Chemicals
g7 | Training in Power Electrical (Motor - Marketing B, C Grade
Control) - Regional Office | 16127
38 Goye(nment Procurement Procedures i Aviation Executives
Training
HR Management & Personal ) Aviation
39 g iy ) - Agro Executives
development Training/ circulars .
Chemical
- Aviation
. - Engineering .
40 | Project management & Premises Executives
- IT
41 | Industrial Management Training - Aviation Executives
. - - Engineering
42 | Industrial Safety Training & Premises
. - Engineering
43 | Labor Management Training & Premises
44 | LNG Premises maintenance Training ) E_nglneerlng A Grade 01
& Premises
45 | Primavera 6.0 (Project Management) } E_nglneerlng A Grade 01
& Premises
46 | Building Services MEP-IESL . Engineering | A grage 01
& Premises
47 | Team Building . Engineering | A grage 01
& Premises
48 | Structural Design - IESL . E_nglneerlng A Grade 02
& Premises
49 | Diploma in Project Management ) Engineering | A Grade 01
& Premises
Dip Architectural Visualization with 30 | - Engineering
2l maxvray.Revit.Architect & Premises A Grade 01
51 | 3-D modeling ) Engineering | A Grade 01
& Premises
3-D modeling and course on - Engineering
22 Architectural aspects & Premises B Grade 01
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National Diploma in construction

- Engineering

53 | Technology NVQ L5 (Part Time) . B Grade 01
(LAVTC) Construction, Maintenance & Premises
54 |HR - Engineering | g ade 01
& Premises
55 Adv.cert. In financial Mgmt and - E_nglneerlng B Grade 01
Account & Premises
56 | Effective letter writing . Engineering | g & ade 01
& Premises
57 | Stores Management & P E_nglneerlng B Grade 01
remises
58 Telephone Techniques & front office - E_nglneerlng B Grade 01
management & Premises
I . - Engineering
59 | Building Maintenance & Premises B Grade 02
60 |PR - Engineering | o &ade 01
& Premises
e . . . - Engineering
61 | NVQ 3 certification Nippon paint & Premises C Grade 02
62 | 0&MAC - Engineering | o & ade 01
& Premises
63 |IS - Engineering | o e 01
& Premises
64 Log_ls_tlc & Supply Chain Management | Aviation Executives
Training
65 | Maintenance Management Training - Aviation
: \y - Aviation
66 | Marketing Management Training . Marketing
- Regional
Office
67 | Mechanical maintenance Training
- Aviation
68 Or!g!nal equipment manufacturer ) Aviation
training
69 Awareness Program on ISO 9001:2015 |- Agro
QMS Requirements Chemicals
70 | Operation Management Training - Aviation
71 | PABX system Installation & - Aviation | B Grade 01
Maintenance Training
Technical for
72 | PLC & SCADA system Training - Aviation Non-

Executives
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- Aviation

73 | PLC System Power Generators Training -Office Regional ?élfzcsarade 01
74 | Plumbing Training - Aviation
75 | Procurement Guidelines Training i Epegrlr::gs;mg & B Grade 01
- Aviation
76 Productivity and Quality Management Technical for 01
Training Executives
- Agro
Chemicals
Training in all aspects in aviation fuel
handling, quality control, quality
77 | assurance, aviation fuel specification, - Aviation
equipment design, specifications &
standards, equipment maintenance
78 | PT Training K, Prerﬁinsge;”ee””g C Grade 02
79 | Refueling Operations Training - Aviation
80 | Government Procurement Procedure - Aviation Eiggﬂ;ﬂ:m
81 | Soft skill development - Aviation Eiggﬂ;?\?elsfor
82 | Health, Fire & Safety - Aviation Eiggﬂ;?\?;sfor
Technical for
83 | Laboratory Training - Aviation Non-
Executives
Technical for
Non-
84 | First Aid - Aviation gﬁiﬁgi;gﬁs
Technical &
Clerical
Operation,
85 | HSE (Fire training) - Aviation Technical &
Clerical
. . - Aviation
86 Quality assurance &_quallty control i Agro
work, managerial skills development Chemicals
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Telephone Network Repair &

& Maintenance Training i Aviation
Telephone Techniques & Front Office - Engineering
88 . .
Management Training & Premises
89 | Training on Advance First Aid - TS&CA
.. . - Marketing
90 | Training on Area Supervisor’s Job Role (Lubricant)
91 | Training on Administration Practices i AV'at.'on
- Marketing
Training on Air Conditioner - Engineering
92 : >
Maintenance & Premises
93 | Training on Airborne Wind Turbine . En_glneerlng
& Premises
94 | Training on Corrosion Engineering - Auviation
95 Training Course in Welding (Arc and - En_glneerlng C Grade 01
gas) & Premises
Certificate in Welder - Engineering
20 (Gas/Arc/Tig/Mig/Mug) & Premises C Grade 01
o 01
g7 | AWT Training - Engineering | ~ 5,40
& Premises
Land Scalping o 01
98 - E_nglneerlng C Grade
& Premises
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Wood work o 01
99 . Epglneermg C Grade
& Premises
100 Tra}lr!mg on Documentation & Prepare | Legal
official letters
. . . - Marketing
101 | Training on Effective Selling (Lubricant)
102 | Training on Electrical Installation ) E_nglneerlng
& Premises
103 | Training on Foundation Plant Services | | E_nglneerlng
& Premises
_ . Technical for
o e oo™ |+ Avaion | Non-
y 9 Executives
Operation
105 | Training on Heavy Vehicle Driving - Aviation Technical &
Clerical
106 | Training on Internal Audit & Tax - Internal Audit
107 | Training on Invoice Processing - Aviation A, B Grades
- . - Engineering
108 | Training on Land escaping & Premises
109 | Training on Lift Maintenance . Engineering | o orades
& Premises
110 | Internal Auditing - Audit All Staff 03
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111 | Accounting Standards - Audit All Staff 01
112 | Sinhala Typing - Audit All Staff 01
113 | Procurement Training Auditing purpose | - Audit All Staff 01
114 | Administration Training - Aviation B,C Grades
115 | BSE & EM (CIDA) A Grade 02
- Engineering
& Premises
116 | IS (CIDA) C Grade 01
- Engineering
& Premises
117 | QS related training (CIDA) B Grade 02
- Engineering
& Premises
118 | Event Management Training Employees
will be decided
- Marketing by the
HR managers of
particular
department
119 | Effective Performance Management Executives
- HR & Other
Functions
120 | Grievance Handling Procedures Executives
- HR Staff
121 | Labour Law A & B grade
- HR Staff employees
122 | Record Keeping & Personal File B & C grade
Maintenance - HR Staff employees
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123

Leave procedure & payroll system

HR Staff

Employees
will be decided
by the
managers

124

HR Course

HR Staff

Employees
will be decided
by the
managers

125

Language and skills Development
Course

HR Staff

Employees
will be decided
by the
managers

126

Psychological Counselling

HR Staff

Employees
will be decided
by the
managers

127

HR Workshop

HR Staff

Employees
will be decided
by the
managers

128

Leadership Development

HR Staff

Employees
will be decided
by the
managers

129

Labour Laws & Industrial Relations

HR Staff

Employees
will be decided
by the
managers

130

HR Management & Strategies

HR Staff

Employees
will be decided
by the
managers

131

Training workshops on EPF & ETF

HR Staff

B & C Grade

132

Course on Advanced Excel

HR Staff

All Staff
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4.3) SOFT SKILL DEVELOPMENT PLAN -2025

No Name of the Training Program Function Grat_ie an_d No of
Designation Employees
01 Leadership Training - TS&CA Employees will be
decided by the
managers of
particular
department
02 Team work Training - TS&CA Executives & other
- Marketing Employees will be
(LUB) decided by the
- Engineering & | managers of
Premises particular
department
03 Training on Basic Skills for Trainers - TS&CA Employees will be
decided by the
managers of
particular
department
04 Training workshops on EPF & ETF - Finance (salary | B & C Grades
& wages)
05 Skill Development Programme - Secretariat A Grade
06 Office Management Course - Secretariat B Grade
07 Transport Management Course - Secretariat B Grade
08 Vehicle Maintenance Training - Secretariat C Grade
Programme
09 Hotel Housekeeping Course - Secretariat C Grade
10 Office Work, Booking, Binding, Skill - Secretariat C Grade
Development Programme
04. 4) LANGUAGE SKILL DEVELOPMENT PLAN -2025
No Natie O {2 VI Function Grade and Designation No @i
Program Employees
01 Course on Tamil - TS&CA All employees
Language - Marketing
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04.5) IT SKILL DEVELOPMENT PLAN -2025

No NEITE O i VAN Function Grade and Designation NO @i
Program Employees
21
01 | Computing & IT - Regional Office | When required training programs
Training - Aviation will be arranged by the IT
- Marketing function and employees are
[Computer training (MS (LUB) selected by the managers of
Office package)] - TS&CA particular department all
- Engineering & | employees ( A, B, C)
Premises B,C Grades
- Marketing
- Security- H/O 16127,16775,15685,15010,15645,
T 14429,15644,12719,11969,16861,
- Secretariat 14906,10326,12403,12142,16117,
16507,16440
02 | Course on Advanced - Finance A, B & C Grades 05
Excel - Marketing
- Audit — Internal
- Regional Office
03 | Course on Basic Excel |- Finance B Grades 01
- Marketing 11969
- Audit - Internal
- Regional Office
04 | Course on Basic MS - Finance B,C Grades 01
Word - Marketing B & C Grades
- Aud_it — Intemal 11969
- Regional Office
05 | Course on Presentation |- TS & CA Employees will be decided by the
Resources Creation managers of particular department
06 | Intermediate Course on | - Finance B & C Grades
Excel - Regional Office
07 | Invoice Processing - Marketing Employees will be decided by the
(Lubricant) managers of particular department
- Auviation
08 | SAP —ERP System - Aviation Executives & B,C Grades 24
Training - TS&CA Employees
- Marketing
- Audit — Internal
- Regional Office
B Grade
09 | Procurement planning |- Finance supply
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10

IT

A, B Grade

Web Development Regional Office 15581, 16089 02
11 IT
Mobile App . . B Grade
Development Regional Office | 15107 12050,14762 03
12 | Industrial Automation T
Programming
13 | Content Management IT
System Agro Chemicals
14 | SQL Data Base T
Administration
15 |css IT
16 | pHP IT
17 | ASP net IT
18 | IP Telephony IT
19 | SAP (SD & HR) - A Grade 01
module 14762
20 | Power supply/ UPS T
repair
21 | Printer repairs IT
22 | Trouble shooting
Mother Board & IT
Processor
23 | Multimedia projector IT
24 | power Supply Repair IT
25 . . . C Grade
Higher Diploma in 17009, DP 366, DP 316, DP 348,
Hardware & IT 09
Networkin DP 349,
o 16088,16860,17012,16857
26 | Windows Operating T
System
27 | Laptop Repair IT
28 | Information &
Communication T

Technology — NVQ
Level 05
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29 | Training program for .
SD and MM modules Agro Chemicals
30 : : . C Grade
Computer Science & Al Regional Office 16886.17029 02
31 | Communication . .
Techniques & PC Epegr;ﬂg:;mg & B Grade 01
Handling
32 | Certificate Cour_se in Engmeermg & B, C Grade 02
Computer Application Premises
33 | Network- SD WAN, T A Grade 01
IPSEC Tunneling, 16088
34 | Software — Web
applications, Web T A Grade 01
Servers and Mobile 16088
Apps
35 . A Grade
Microsoft 365 IT 14762 01
3| Network, CCTV, SAP C GrRRE
- All Modules IT 168%: 09
17012,16857,16796,17009,DP
366, DP 316, DP 348, DP 349
37 | Computer Network &
Security, Optical Fiber T C Grade 01
Cable Splicing and 16857
Closure Techniques
38 | Computer Advanced . ) B Grade
Course Regional Office 14528 01
39 | Social Media and
Electronic Marketing A, B, & C Grade 06

Communication

37|Page




SAPUGASKANDA

TERMINAL TRAINING
AND DEVELOPMENT

PLAN -2025
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05. TRAINING AND DEVELOPMENT PLAN - SAPUGASKANDA TERMINAL

2025
No | Course Field Department Grade | Places | Name/
Designation
01 | Aviation fuel sampling Terminal — Sapu.
& handling
02 | Basic automobile Terminal — Sapu.
training
03 | Pneumatic & PLC Terminal — Sapu.
knowledge
04 | Development of Terminal — Sapu.
Leadership & Team
Management
05 | Preventive maintenance Terminal — Sapu.
planning & procedures
06 | Occupational Health and | Health & Terminal — Sapu. A4/ 2 Deputy
Safety & Environmental | Safety A5/ Managers,
Training A6/ OFSF, OFSS,
A7 OFTO
07 | First Aid Management Safety Terminal — Sapu. A4/ 5 Deputy
A5/ Managers,
A7 OFSF, OFSS,
OFTO
08 | SAP Modules [ERP] IT Terminal — Sapu.
09 | Fire safety Safety Terminal Sapu. A4/ 2 Deputy
(Including Fire Drill) A5/ Managers,
A6/ OFSF, OFSS,
A7 OFTO
10 | Environmental Management A5/ 4 Engineers
Management Terminal Sapu. A6
11 | Hazardous Waste Management | Technology A4/ 2 Deputy
Management A6 Managers,
Terminal- Sapu. Engineers
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12 Factory Ordinance — Sri Terminal — Sapu.
Lanka
13 Seminar on ISO Terminal — Sapu.
Standards relevant to
industry.
(1ISO 45001,9001 &
14001)
14 Human resource Terminal — Sapu.
management
15 Skill development for Terminal — Sapu.
junior and senior levels
16 Positive attitudes, Terminal — Sapu.
Motivation Programmes
& Supervisory skills
17 Interpersonal Terminal — Sapu.
relationship
18 Project management Terminal — Sapu.
19 Maintenance of Air Air
conditioner Conditioner
Fire Protection Systems | Fire
20 Protection
Systems
21 Occupational Health OHSMS ISO
&Safety Management 45001:2018
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22 Industrial Automation Instrument /
Electrical
23 Industrial Networking Instrument /
Electrical
24 Computer Networking Instrument /
Electrical
25 Automobile Mechanical
26 Fire Prevention Fire Safety
Techniques
27 Quality Management Quality
System (QMS) Management
System
28 Fire Safety Proficiency in
fire
prevention &
Fire fighting
29 Welding Welding
30 AutoCAD AutoCAD
31 Pump Repairing & Pump
Maintenance Repairing &
Maintenance
32 Millwright Fitter Millwright
Fitter
33 Refinery — CPC Fire Safety &

Fire fighting
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34

Refinery — CPC

Familiarizatio
n

Of fire
protection &
fire-fighting
system at
refinery

35

IT Function — CPC

Computer
Literacy

36

IT Function — CPC

SAP

37

Industrial Automation

Instrument /
Electrical

38

Industrial Networking

Instrument /
Electrical
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01 | Leadership Training TS & CA Employees will be
decided by the
managers of
particular department

02 | Positive Attitude & Thinking Marketing Executives, B & C

Development Training (LUB) Grade
Engineering &
Premises 58
Regional
Office
Aviation

03 | Presentation skill development program Aviation Executives & B
Grade

04 | Resource Management Training TS & CA Employees will be
decided by the
managers of
particular department

05 | Risk Based Operational Decision Marketing Employees will be

Making Training (Lubricant) decided by the
managers of
particular department

06 | Team work Training TS & CA Executives & other

I\C?Jrléetlng Employees will be
{LuB) decided by the 02
Engineering & managers of
Premises particular department
07 | Training on Achieving Job Goals Regional Employees will be
Office decided by the
managers of Regional
office

08 | Training on Basic Skills for Trainers TS & CA Employees will be
decided by the
managers of
particular department

09 | Training on Communication skills Aviation Executives & B,C

Engineering & | Grades 01
Premises B Grade
10 | Training on Developing Managerial Aviation Executives
skills
11 | Training on Developing Public Aviation Executives
Speaking Skills
12 | Training on Effective Letter Writing Engineering & | B & C Grade 01/02

(Official)

Premises
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Legal

13 | Training on ldentifying Capabilities Regional Employees will be
Office decided by the
managers of Regional
office
14 | Training on Interviewing Aviation Executives
Techniques
15 | Training on Meeting Techniques Aviation Executives
16 | Training workshops on EPF & ETF Finance (salary | B & C Grades 06
& wages)
17 | Training course on office & personnel Marketing B Grade 01
management LUB
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