Terms of Reference for the post of Data Entry Operator
(Central Mental Health Authority (CMHA), MoH&FW)

Qualifications & Experience:

Graduate in any subject.

Qualification & Experience of computer skills, internet, web surfing including data
processing and interpretation using Excel software.

2 years’ experience in Handling Data Entry in National Programmes being run by the
Government at National/ State level.

Job responsibilities:

Data entry, compilation, analysis and

data management online on reporting formats.

Assist Central Mental Health Authority Secretariat in Data processing, interpretation and
report preparation.

Maintain the records which received from states and various Institutes regarding progress
report and information.

Assist in Monitoring and Evaluation.

Develop data base from monitoring formats & reports.

Assist in organization of review meetings, workshops and trainingcourses.

Logistics management of various publications, report related to Central Mental Health
Authority and also IEC Material.

Any other job assigned as per programme need by the reporting officer.

Remuneration: Rs. 33,000/- pm (Fixed annual increase of 5% per year).

Age limit: Up to 40 years

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. The last date for receiving applications is
26-Mar-2024.



http://nhsrcindia.org/

STET U AT & 9 & v Fast &r ad
(FET AT T Tifsor, WRed Ud YRR SedivT H3Tad)

AT TF IHHa:

o fRaY o fawg &7 wras|

o Tl HITCAAT 1 3TN Fleh ST WATHer 3N SAEAT Aigd HegeX Hiere], $eleie, da
|IthaT T DT 3R 3Fgerd |

o TR TR W WHR IR TATT T Tg TSEIT HIAhAT H 3T TET Fl el & 2
aY T IHeera|

AlFd A SFATRE:

« ROfEaT great @ Ser ufafSe, ahare, [T 3R Ser geue 3iaars|

o 32T MG, carer 3R R IR & 7 FET Aafae oy wfteor aRaea fir
HETIAT |

o getfa RO 3R St & deyr & ot 3R Affea geu=t & geg Rers & g e
TGAT|

o AT 3R Hediched 7 HETIAT FEAT|

o TIRTelr great 3R Rdiet & ser 9 fawfaa #a|

o HHIGT JoHT, FRIMAT3T HR TfALTOT IISTHAT & AT H HIAT HeAT|

o AT UFIRAAT FI AT T, FarT AATGS TIRLT TIfeor ¥ defad Rae 3k
JTgSHr ArHeAT 87|

o RAfEaT 3ARRT aRT e I JHTaRIhT & AR [T =T H$ 3T F|

aiRafae: %, 33,000/- wfddAE (I a¥ 5% & WAiRET @i gefe) |

Ig AT 409y dh

JATAET DY P: IFGARI W R © b TAv=gwsRA &1 gqarge (http://nhsrcindia.org)
TR IUTE AAATS ASH bl Tol @7 I AN | e Pbad FUiRd 3ifFag 3fded ey §
B WeR fHU ST | 3fdes Ui dRa & ifad fafer 26 Ard, 2024 2 |




