Terms of Reference
Program Assistant (PA)- National Programme for Prevention and Control of Deafness (NPPCD)

National Health Systems Resource Centre (NHSRC), New Delhi on behalf of Ministry of Health & Family
Welfare is seeking applications from qualified candidates for the above mentioned post purely on a
contractual basis.

Roles and Responsibilities:

e To facilitate the activities of the NPPCD Division.

e Assist in Workshops, Seminar, Review Meeting which organized by NPPCD Division at regular
intervals.

e Assist in documenting and regular follow-up on action points agreed upon during various
meetings.

e Assist in preparation of State Resource material for review/monitoring of State / UTs.

o To support NPPCD division for preparation of reports for different Offices of Government of
India, Parliament etc.

e Assist in correspondence related to routine verbal / written enquiries/RTl/public grievances

related to NPPCD

Assist in compiling database, progress reports received from states/UTs

Assist in office management for NPPCD division.

Assist in Coordination with other sections for obtaining the information related to the program.

Facilitating meetings with external partners, maintaining meeting schedules, managing

appointments.

Any other tasks/activities as assigned by supervisor.

Education Qualification

1. Graduate in any discipline with proficiency in data management, communication, computer &
internet usage.

2. Mandatory 1-year Diploma in computer

3. Knowledge & proficiency of MS Word, Excel, PowerPoint.

Experience: At least 8 years’ experience of working in government programmes/ projects.

e Age: Below 45 years

e No. of Post: One (1)

e Remuneration (Consolidated): Rs. 50,000/- Per Month or as per NHSRC norms.
e Reporting: ADG (NPPCD)

How to apply: Candidates are requested to fill in the online application correctly which is available on
the NHSRC website (http://nhsrcindia.org). Applications will be accepted in the prescribed online
application format only. The last date for receiving applications is 12-Sep-2023.
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