
Terms of Reference  
Secretarial Assistant 

 
National Health Systems Resource Centre (NHSRC) has been set up under the National Health Mission (NHM) 
as an autonomous registered society, to channelize technical assistance and capacity building support to the 
states for strengthening the public health system. The NHSRC is also mandated to contribute towards National 
strategic health planning and programme design. 
 

NHSRC intends to recruit Secretarial Assistant purely on contractual basis. 
 

Roles & Responsibility: 
1. Facilitating meetings with external partners, maintaining meeting schedules, managing appointments. 
2. Drafting letters, notes, agenda. Minutes of meetings, taking dictations, etc. 
3. Processing work orders, organizing invoices, and handling leave records of the division staff. 
4. Assisting in preparation of SOPs / tender documents, etc. 
5. Managing MIS / Trackers / Database / Dashboards. 
6. Creating forms and formats as and when required. 
7. Managing ED/ PAO‘s calendar and setting up meetings as directed. 
8. Maintaining electronic and paper records ensuring information is organized and easily accessed. 
9. Handling and prioritizing all incoming and outgoing correspondence (e-mails, letters, packages, etc.) and 

sorting in respective folders. 
10. Prioritizing agenda and assisting in planning appointments, board meetings, conference, etc. 
11. Assisting in preparing presentations or reports as required. 
12. Facilitating travel plans for the Division. 
13. Any other work as assigned by the concerned Division. 

 
Qualification and Experience: 
 

Graduate Degree in any of the following with Diploma / Degree /Certificates in secretarial practices: 
o B.A. 
o B.Com 
o B.Sc. 
o BBA 

Minimum 7 years of post-qualification experience as an office secretary. 
 

Desirable: 
1. Certification course in MS Office. 
2. Preference will be given to candidate having experience in Government, Quasi Government departments or 

Government funded autonomous institutions. 
 

Skills: 
1. Good typing speed (35 wpm). 
2. Excellent administrative, organizational and planning skills with attention to detail. 
3. Computer literate with knowledge and proficiency in MS office, Excel and Power point. 
4. Should have some working knowledge of Accounts. 
5. Knowledge of Filing, Indexing, and Document Management. 
6. Excellent writing and verbal communication skills 
7. Proficient in drafting notes and letters in English with focus on spelling, punctuation, grammar and other 

language skills 
 

Age: Upto 40 years (as on the date of receiving the application) 
 
Location: NHSRC Office, New Delhi 
 



Contract tenure: Till 31st March 2023 and Extendable. 
 
Remuneration Range: Upto 70,000/- per month (consolidated)* 
 
*Fee offered within the band will be commensurate with qualification and experience. 
 

Candidates selected in this interview could be considered for other vacant positions at NHSRC requiring similar skill sets 
and at appropriate level. 

 

How to apply: Candidates are requested to fill 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. Last date for 
receiving applications is  22 June 2021. 

 



 
lanHkZ 'krsZa 

lfpoky; lgk;d 
jk"Vªh; LokLF; ç.kkyh lalk/ku dsaæ  ¼,u-,p-,l-vkj-lh-½  dh LFkkiuk jk"Vªh; LokLF; fe'ku  ¼,u-,p-,e-½ ds varxZr Lok;Ùk iath—r 
lkslk;Vh ds :i esa dh xbZ gSA bldk mís'; lkoZtfud LokLF; ç.kkyh dks etcwr djus ds fy, jkT;ksa dks rduhdh lgk;rk miyC/k 
djkuk vkSj mudh {kerk c<+kus esa lgk;rk djuk gSA bls LokLF; uhfr] j.kuhfr fodflr djus] jk"Vªh; j.kuhfrd LokLF; ;kstuk 
cukus vkSj dk;ZØe fMtkbu dh fn'kk esa ;ksxnku djus dk tukns'k Hkh çkIr gSA  

 
,u-,p-,l-vkj-lh- fo'kq) :i ls vuqca/k ds vk/kkj ij lfpoky; lgk;d dh HkrhZ dk bPNqd gSA  

 
 
Hkwfedk,a vkSj mÙkjnkf;Ro % 
 
1- ckgjh lk>snkjksa ds lkFk cSBdsa lqxe cukuk] cSBdksa dh vuqlwph j[kuk] vikWbaVesaV dk izca/ku 
2- i=ksa] fVIif.k;ksa] dk;Zlwph] cSBdksa ds fooj.k dk elkSnk rS;kj djuk] fMDVs'ku ysuk bR;kfn 
3- odZ vkWMZj izkslsl djuk] buokW;l cukuk vkSj fMfotu LVkQ ds vodk'k dk C;ksjk laHkkyuk 
4- ekud lapkyu izfØ;k,a@fufonk nLrkost bR;kfn rS;kj djus esa lgk;rk djuk 
5- ,e-vkbZ-,l-@VªSdlZ@MkVkcsl@MS'kcksMZ dk izca/ku  
6-- tc Hkh vko';drk gks izi= vkSj izk:i rS;kj djuk 
7- bZ-Mh-@ih-,-vks- dSysaMj dk izca/ku vkSj funsZ'k ds vuqlkj cSBdsa r; djuk 
8- lwpuk dks O;ofLFkr vkSj vklkuh ls lqyHk djkus ds fy, bysDVªkWfud vkSj dkxth fjdkMZ cuk, j[kuk 
9- lHkh vkus&tkus okys i=O;ogkj ¼bZ&esy] i=] iSdst bR;kfn½ dks laHkkyuk vkSj izkFkfedrk ds vuqlkj j[kuk rFkk lacaf/kr QksYMlZ esa 
j[kuk 
10- dk;Zlwph dks izkFkfedrk ds vuqlkj r; djuk vkSj vikWbaVesaV] cksMZ ehfVax] lEesyu bR;kfn dh ;kstuk cukus eas lgk;rk djuk 
11- vko';drk vuqlkj izLrqfr ;k fjiksVZ rS;kj djus esa lgk;rk djuk 
12- fMfotu ds fy, ;k=k dh ;kstuk lqxe cukuk 
13- lacaf/kr fMfotu }kjk lkSaik x;k dksbZ vu; dk;Z djuk 
 
'kSf{kd ;ksX;rk vkSj vuqHko % 
 
lfpoky; vH;kl esa fMIyksek  /ͫडĒी / Ĥमाण पğ ds lkFk fuEufyf[kr esa ls dksbZ Lukrd mikf/k %  

 ch-,- 
 ch- dkWe- 
 ch-,l-lh-  
 ch-ch-,- 
 
'kSf{kd ;ksX;rk ds ckn dk;kZy; lfpo ds :i esa U;wure 7 o"kZ dk vuqHko 
 
okaNuh; %  
1- ,e-,l- vkWfQl esa lfVZfQdsV dkslZ 
2- ljdkjh] v)Z&ljdkjh foHkkxksa ;k ljdkj ls foRr iksf"kr Lok;Rr laLFkkuksa esa vuqHkoh mEehnokj dks izkFkfedrk nh tk,xhA  
 
dkS'ky %  
 
1- Vkbfiax dh vPNh xfr ¼35 'kCn izfr feuV½ 
2- mRÑ"V iz'kklfud] laxBukRed vkSj fu;kstu dkS'ky ds lkFk foLrkj ls /;ku nsuk 
3- daI;wVj ls ifjfpr gksus ds lkFk ,e-,l- vkWfQl] ,Dlsy vkSj ikWoj ikWbaV dk Kku vkSj izoh.krk 
4- ,dkmaV dk Hkh dqN dkedkth Kku gksuk pkfg, 
5- Qkbfyax] baMsfDlax vkSj nLrkost izca/ku dk Kku 
6- mRÑ"V ys[ku vkSj ekSf[kd lapkj dkS'ky 
7- Lisfyax] mPpkj.k] O;kdj.k vkSj vU; Hkk"kk dkS'kyksa ij /;ku nsus ds lkFk vaxzsth esa uksV vkSj i=ksa dk elkSnk rS;kj djus esa 
izoh.krk 



 
vk;q % 40 o"kZ rd ¼vkosnu çkIr djus dh frfFk ds vuqlkj½ 
dk;Z LFky% ,u-,p-,l-vkj-lh- dk;kZy;] ubZ fnYyh  
vuqca/k dh vof/k % 31 ekpZ 2023 rd vkSj foLrkj.kh; 
ikfjJfed lhek% 70]000@& #i;s izfr ekg rd ¼lesfdr½* 
* bl cSaM esa nh tkus okyh Qhl] ;ksX;rk vkSj vuqHko ij vk/kkfjr gksxh 
 

bl lk{kkRdkj esa p;fur vH;fFkZ;ksa dks ,u,p,lvkjlh esa leku dkS’ky dh vko’;drk okys ,oa mi;qDr Lrj ds vU; fjDr inksa 
ij HkrhZ gsrq fopkj fd;k tk ldrk gSA 

 
vkosnu dSls djsa% mEehnokjksa ls vuqjks/k gS fd os ,u-,p-,l-vkj-lh- dh osclkbV (http://nhsrcindia.org). ij miyC/k v‚uykbu 
vkosnu dks lgh <ax ls HkjsaA vkosnu dsoy fu/kkZfjr v‚uykbu vkosnu çk:i esa Lohdkj fd, tk,axsA vkosnu çkIr djus dh vafre 
frfFk 22 twu 2021 gSA 
 

 
 

 

 


