
 
Terms of Reference 

Consultant -Publications 
 
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 to health policy / programme design and 
evaluation.  

Since its inception in 2006, NHSRC has been a repository of knowledge and a center of 
excellence for its agenda. This organization has professional linkages with a plethora of 
domestic and international bodies involved in the field of Public Health. There have been a 
number of personnel who have served with NHSRC and gained invaluable experience 
enabling them to graduate to the next rung of the professional ladder. Vast exposure to the 
Ministry of Health and Family Welfare, and its processes is a unique feature of NHSRC.  
 
If you have a commitment to health equity and excellence, here is a unique chance to work 
with a team committed to shaping the public health landscape in India. The position offers you 
an opportunity to participate in the process of strengthening health systems, improving health 
service delivery and enabling positive health outcomes, through hands-on implementation 
assistance at National, State and District levels. Working with a transdisciplinary team, you 
can discover, adapt, co-create and disseminate solutions to multiple challenges related to 
service delivery systems, universal primary health care, human resources for health, 
community processes, health financing, quality of care, public health planning and health 
promotion. This is an opportunity to support health systems strengthening at scale, learn from 
district and sub district implementation, undertake knowledge translation, and enable 
realization of the vision of universal health coverage.  
 
The Position reports to Principal Administrative Officer and is on a Contractual basis. To begin 
with Two years and extendable based on the Performance. 
 
NHSRC seeks one Consultant to coordinate various activities of publications, collaterals, 
events and development and production of related materials. 
 
Job Description 
 
The Consultant shall work under the overall guidance of PAO. The following tasks are to be 
undertaken: 
1. Support in publications, exhibitions and collaterals development-related work with all 

divisions of NHSRC and National Health Mission, Ministry of Health and Family Welfare. 
2. Coordinate with empaneled agencies for design and printing of publications, making 

correction and changes as suggested by Divisions/MoHFW and meeting time lines. 
3. Dealing with language translators, illustrators and language editors for various 

publications. 
4. Development and dissemination of e-publications and identification of various other 

upcoming sources. 
5. Work on print-production of publications and collaterals. 
6. Stock Management of publications and warehouse, record of distribution of publications. 
7. Tracking and Record Keeping of Publication and their progress with all divisions. 
8. Administrative tasks related to above mentioned work like file notes and file management, 



issuance of orders, payment clearances and follow-ups, coordination with technical 
divisions of NHSRC and administration including accounts for timely clearances of 
publication related matters. 

9. Creating division wise database for record keeping of publications. 
10. Ensure timely disbursement of publications. 
11. Cataloguing of publications in NHSRC library. 
12. Any other task related to Admin /Tech assigned by ED, NHSRC/ PAO. 

 
Key Responsibilities  
 
1. Coordination of design and layout of various work with empaneled agencies and 

respective divisions at NHSRC/Ministry  

2. Coordination of printing of publication work with empaneled agencies and respective 

divisions at NHSRC/Ministry 

3. Coordination of creating short/long videos including animation work with empaneled 

agencies and respective divisions at NHSRC/Ministry 

4. Coordination for translation/transcription/proofreading work with empaneled agencies and 

respective divisions at NHSRC/Ministry 

5. Costing of various work related to design, printing and audio-visual as per appropriate 

tender rates.  

6. Placement of Purchasing Order and ensuring timely payments to the agencies  

7. Maintaining Open file data base of all work of NHSRC/Ministry  

8. Preparations of Media Brief/Op-Ed/Social Media Posts/Press Release etc. 

9. Drafting of Forwards/Messages for various publications of NHSRC/Ministry 

10. Coordination for ISBN for various publications of NHSRC/Ministry 

11. Maintaining track of all works of Publication division at NHSRC 

12. File management work related all of the above work of the division 

13. Undertake organization of various events/exhibitions/media campaigns of 

NHSRC/Ministry 

Qualification and Experience: 
 
1. Post-Graduation Degree/Diploma in Mass Communication / Journalism / Advertising / 

Public Relations / English / Designing/Graphic Designing / Animation Designing 

(Regular Courses) 

2. At least 5 years of post-qualification work experience in dealing with publications, 

development and production of various kind of  publications and collaterals, data 

management/ IT support / website management and administrative tasks. 

3. Computer proficiency with high level of familiarity with commonly used packages like MS 

Word, Excel, Power Point, MS Access,PDF, Knowledge of social media, e-publications 

designing, development and dissemination. 



 
Desirable Qualifications  

 Should have good acumen for account keeping 

 Should have creative vent of mind 

 Should have experience of having worked in Media Agencies/PSU/Govt Department in 

Media, Social Media and Publication work  

 Should have experience in designing Media Campaigns/IEC material 

 Should have certification and experience in Content Writing  

 Should have strong command on English Language  

 
Key Competencies: 
 
1. Knowledge on publications design and printing, variety of papers and other materials. 

2. Good command on English and Hindi. 

3. Demonstrated ability to work in a multi-disciplinary team environment. 

4. Excellent communication and presentation skills, analytical and interpersonal abilities. 

5. Outstanding written and oral communication skills 

6. Must have experience in proofreading large documents. 

 
Age: Below 45 years (maximum age will be counted from the last date for receiving the 
applications).  
 
Work Location: New Delhi; Opportunity to gain hands-on experience of the public health 
canvas of states and districts. Travel to states and districts may be involved. 
 
Remuneration Range: Between Rs. 60,000/- to Rs. 1,20,000/- 
*Fee offered within the band will be commensurate with qualification and experience. 
 
Other Benefits: In addition to the remuneration mentioned above, Consultants of NHSRC are 
entitled to Free Accidental insurance, Subsidized Medical insurance, Mobile bills 
reimbursement, Laptop reimbursement (As per NHSRC Policy), 30 days Consolidated leave, 
fully paid Maternity leave (For Female Consultants) as per Government of India policy, 
performance linked increments, TA/ DA and per diem for on-duty visits. 
 
Duration of Contract: Contract till 31st March 2026 with further extensions of similar duration 
(subject to satisfactory performance) 

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 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. Last date for receiving applications is 25th June 
2024 . 

 

 



lanHkZ 'krZsa ¼Vhvksvkj½ 
dulYVsaV & izdk'ku 

 
jk"Vªh; LokLF; ç.kkyh lalkèku dsaæ ¼,u,p,lvkjlh½ dh LFkkiuk jk"Vªh; LokLF; fe'ku 
¼,u,p,e½ ds varxZr Lok;Rr iathd`r laLFkk ds :Ik esa dh xbZ gS rkfd lkoZtfud LokLF; 
iz.kkyh dks etcwr djus ds fy, jkT;ksa dks rduhdh lgk;rk nh tk lds vkSj mudh {kerk 
c<+kbZ tk ldsA ,u,p,lvkjlh dks jk"Vªh; uhfr@ dk;ZØe fMtkbu vkSj ewY;kadu esa ;ksxnku 
djus dk Hkh nkf;Ro lkSaik x;k gSA 
2006 esa viuh LFkkiuk ds ckn ls gh ,u,p,lvkjlh Kku dk HkaMkj vkSj vius ,tsaMs ds fy, 
mR—"Vrk dk dsaæ jgk gSA bl laxBu dk lkoZtfud LokLF; ds {ks= esa 'kkfey dbZ ?kjsyw vkSj 
varjjk"Vªh; fudk;ksa ds lkFk O;kolkf;d lacaèk gSA ,sls dbZ deÊ jgs gSa ftUgksaus ,u,p,lvkjlh 
ds lkFk dke fd;k gS vkSj vewY; vuqHko çkIr fd;k gS ftlls os is'ksoj lh<+h ds vxys ik;nku 
ij igqapus esa lQy jgs gSaA dsaæh; LokLF; ,oa ifjokj dY;k.k ea=ky; vkSj bldh çfØ;kvksa 
rFkk jkT; LokLF; foHkkx dk O;kid vuqHko ,u,p,lvkjlh dh vuwBh fo'ks"krk gSA  
;fn vki LokLF; lekurk vkSj mR—"Vrk ds çfr çfrc) gSa rks ;g Hkkjr esa lkoZtfud LokLF; 
ifj–'; dks vkdkj nsus ds fy, çfrc) Vhe ds lkFk dke djus dk vuwBk volj gSA ;g in 
vkidks jk"Vªh;] jkT; vkSj ftyk Lrj ij O;kogkfjd dk;kZUo;u lgk;rk ds ekè;e ls LokLF; 
ç.kkfy;ksa dks etcwr djus] LokLF; lsok forj.k esa lqèkkj djus vkSj ldkjkRed LokLF; ifj.kkeksa 
dks l{ke djus dh çfØ;k esa Hkkx ysus dk volj çnku djrk gSA vusd {ks=ksa esa dk;Z djus 
okyh Vhe ds lkFk dke djrs gq, vki lsok forj.k ç.kkyh] lkoZHkkSfed çkFkfed LokLF; 
ns[kHkky] LokLF; ds fy, ekuo lalkèku] lkeqnkf;d çfØ;kvksa] LokLF; foÙkiks"k.k] ns[kHkky dh 
xq.koÙkk vkSj jksxh lqj{kk] lkoZtfud LokLF; fu;kstu vkSj LokLF; laoèkZu ls lacafèkr dbZ 
pqukSfr;ksa ds lekèkku dh [kkst] vuqdwyu] lg&ltZu vkSj izpkj&izlkj dj ldrs gSaA ;g cM+s 
iSekus ij LokLF; ç.kkfy;ksa dks etcwr djus dk leFkZu djus] ftyk vkSj mi&ftyk dk;kZUo;u 
ls lh[kus] Kku dk vuqokn djus vkSj lkoZHkkSfed LokLF; dojst ds –f"Vdks.k dks lkdkj djus 
esa l{ke cukus dk volj gSA 
bl in ij fu;qDr O;fDr iz/kku iz'kklfud vf/kdkjh dks fjiksVZ djrk gS vkSj vuqca/k vk/kkj ij 
fu;qDr fd;k tkrk gSA vkjaHk esa fu;qfDr dh vof/k nks o"kZ gS vkSj dk;Z izn'kZu ds vk/kkj ij 
vkxs c<+kbZ tk ldrh gSA  
,u,p,lvkjlh izdk'ku] dksysVªYl] bosaV~l ,oa fodkl vkSj lacaf/kr lkefxz;ksa ds izksMD'ku dh 
fofHkUu xfrfof/k;ksa esa leUo; ds fy, ,d dulYVsaV dh HkrÊ djus dk bjknk j[krk gSA 
ukSdjh dk fooj.k 
dulYVsaV ih,vks ds lexz ekxZn'kZu esa dke djsxkA fuEufyf[kr dk;Z fd, tkus gSa% 
1- ,u,p,lvkjlh vkSj jk"Vªh; LokLF; fe'ku] LokLF; vkSj ifjokj dY;k.k ea=ky; 
ds lHkh çHkkxksa ds lkFk çdk'kuksa] çn'kZfu;ksa vkSj laikÆ'od fodkl&lacaèkh dk;ks± esa 
lgk;rkA 
2- çdk'kuksa ds fMtkbu vkSj eqæ.k ds fy, lwphc) ,tsafl;ksa ds lkFk leUo; djuk] 
çHkkxksa@,evks,p,QMCY;w }kjk lq>k, x, lqèkkj vkSj ifjorZu djuk vkSj le; lhek 
esa dk;Z iwjk djukA 
3- fofHkUu çdk'kuksa ds fy, Hkk"kk vuqokndksa] fp=dkjksa vkSj Hkk"kk laikndksa ds lkFk 
dke djukA 
4- Ã&çdk'ku dk fodkl ,oa çlkj rFkk fofHkUu vU; vkxkeh lzksrksa dh igpkuA 
5- çdk'kuksa vkSj laikÆ'od ds ÇçV&mRiknu ij dk;Z djukA 



6- çdk'kuksa vkSj xksnkeksa dk LV‚d çcaèku] çdk'kuksa ds forj.k dk fjd‚MZA  
7- çdk'ku dh VªSÇdx vkSj fjd‚MZ j[kuk vkSj lHkh çHkkxksa ds lkFk mudh çxfrA 
8- mi;qZDr mYysf[kr dk;Z fooj.k] ykbQ uksV~l vkSj Qkby izca/ku laca/kh iz'kklfud 
dk;Z] vkns'kksa dks tkjh djuk] Hkqxrku eatwjh vkSj vuqorÊ dkjZokÃ] ,u,p,lvkjlh ds 
rduhdh çHkkxksa ds lkFk leUo; vkSj çdk'ku lacaèkh ekeyksa dh le; ls eatwjh ds 
fy, [kkrksa lfgr iz'kkluA  
9- çdk'kuksa ds fjd‚MZ j[kus ds fy, laHkkxokj MkVkcsl cukukA 
10- çdk'kuksa dk le; ij forj.k lqfuf'pr djukA 
11- ,u,p,lvkjlh ykbczsjh esa çdk'kuksa dh dSVky‚ÇxxA 
12- ÃMh] ,u,p,lvkjlh@ih,vks }kjk lkSaik x;k ,Mfeu@ Vsd ls lacafèkr dksÃ vU; 
dk;ZA 
 
egRoiw.kZ ftEesnkfj;k¡ 
1- iSuyc) ,tsafl;ksa vkSj ,u,p,lvkjlh@ea=ky; esa lacafèkr çHkkx ds lkFk fofHkUu 
dk;ks± ds fMtkbu vkSj ysvkmV dk leUo;A 
2- ,u,p,lvkjlh@ea=ky; esa lwphc) ,tsafl;ksa vkSj lacafèkr çHkkxksa ds lkFk çdk'ku 
dk;Z ds eqæ.k dk leUo;A 
3- ,u,p,lvkjlh@ea=ky; esa lwphc) ,tsafl;ksa vkSj lacafèkr çHkkxksa ds lkFk 
,uhes'ku dk;Z lfgr NksVs@yacs ohfM;ks cukus dk leUo;A 
4- ,u,p,lvkjlh@ea=ky; esa lwphc) ,tsafl;ksa vkSj lacafèkr çHkkxksa ds lkFk 
vuqokn@VªkalfØI'ku@çwQjhÇMx dk;Z ds fy, leUo;A 
5- mfpr fufonk njksa ds vuqlkj fMtkbu] ÇçÇVx vkSj v‚fM;ks&fotqvy ls lacafèkr 
fofHkUu dk;ks± dh ykxrA 
6- Ø; vkns'k nsuk vkSj ,tsafl;ksa dks le; ij Hkqxrku lqfuf'pr djukA 
7- ,u,p,lvkjlh@ea=ky; ds lHkh dk;ks± dk vksiu Qkby MsVk csl cuk, j[kukA 
8- ehfM;k czhQ@v‚i&,M@lks'ky ehfM;k iksLV@çsl foKfIr vkfn dh rS;kjhA 
9- ,u,p,lvkjlh@ea=ky; ds fofHkUu çdk'kuksa ds fy, Q‚joMZ@lans'kksa dk elkSnk 
rS;kj djukA 
10- ,u,p,lvkjlh@ea=ky; ds fofHkUu çdk'kuksa ds fy, vkÃ,lch,u ds fy, 
leUo;A 
11- ,u,p,lvkjlh esa çdk'ku çHkkx ds lHkh dk;ks± ij utj cuk, j[kukA 
12- çHkkx ds mi;qZDr lHkh dk;ks± ls lacafèkr Qkby çcaèku dk;ZA 
13- ,u,p,lvkjlh@ea=ky; ds fofHkUu vk;kstuksa@çn'kZfu;ksa@ehfM;k vfHk;kuksa dk 
vk;kstu djukA 
 
'kSf{kd ;ksX;rk ,oa vuqHko% 
1-tulapkj@i=dkfjrk@foKkiu@tulaidZ@vaxzsth@fMtkbÇux@xzkfQd 
fMtkbÇux@,uhes'ku fMtkbÇux esa LukrdksÙkj fMxzh@fMIyksek ¼fu;fer ikBîØe½ 
2- 'kSf{kd ;ksX;rk ds ckn fofHkUu çdkj ds çdk'kuksa] fodkl vkSj izksMD'ku ,oa 
laikÆ'od] MkVk izca/ku@vkbZVh liksVZ@oSclkbV izca/ku vkSj iz'kklfud dk;ksZa ls 



fuiVus esa de ls de 5 o"kZ dk dk;Z vuqHkoA 
3- ,e,l oMZ] ,Dlsy] ikWoj ikbaV] ,e,l ,dlsl] ihMhQ tSls vkerkSj ls iz;qDr gksus 
okys iSdst ds lkFk mPp Lrj dh daI;wVj n{krk] lks'ky ehfM;k] bZ&izdk'ku 
fMtkbfuax] fodkl vkSj izlkj dk KkuA  
okaNuh; ;ksX;rk,a 

 ,dkmaV dhfiax ds fy, vPNk Kku gksuk pkfg,A  
 jpukRed izo`fRr dk gksuk pkfg,A 
 ehfM;k ,tsafl;ksa@ih,l;w@ehfM;k] lks'ky ehfM;k ,oa izdk'ku dk;Z esa ljdkjh 

foHkkx esa dk;Z djus dk vuqHko gksuk pkfg,A 
 ehfM;k vfHk;ku@vkbZÃlh lkexzh fMtkbu djus dk vuqHko gksuk pkfg,A 
 daVsaV jkbÇVx esa lÆVfQds'ku vkSj vuqHko gksuk pkfg,A 
 vaxzsth Hkk"kk ij etcwr idM+ gksuh pkfg,A 

eq[; n{krk,a% 
1 çdk'ku fMtkbu vkSj eqæ.k] dkxtkr dh fofoèkrk vkSj vU; lkefxz;ksa dk KkuA 
2- vaxzsth vkSj Çgnh ij vPNh idM+A 
3 cgq&fo"k;d Vhe okrkoj.k esa dk;Z djus dh çnÆ'kr {kerkA 
4- mR—"V lapkj vkSj çLrqfr dkS'ky] fo'ys"k.kkRed vkSj ikjLifjd {kerk,aA 
5- mR—"V fyf[kr vkSj ekSf[kd lapkj dkS'kyA 
6- cM+s nLrkost+ksa dh çwQjhÇMx djus dk vuqHko gksuk pkfg,A 
 
vk;q lhek% 45 o"kZ ¼ vf/kdre mez dh x.kuk vkosnu çkIr djus dh vafre frfFk dks dh tk,xh½ 
dk;Z dk LFkku% ubZ fnYyh] jkT;ksa vkSj ftyksa ds lkoZtfud LokLF; ifjn`'; dk O;kogkfjd 
vuqHko çkIr djus dk voljA 
ifjyfC/k lhek% #- 60]000@& ls #- 1]20]000@& ds chpA 
* bl cSaM esa nh tkus okyh Qhl ;ksX;rk vkSj vuqHko ds vuq:i gksxhA 
 
vU; ykHk% mi;qZDr mYysf[kr ifjyfC/k ds vfrfjDr ,u,p,lvkjlh ds dulYVsaV fu%'kqYd 
nq?kZVuk chek] lfClMh;qDr fpfdRlk chek] eksckby fcy dh çfriwfrZ] ySiVksi çfriwfrZ 
¼,u,p,lvkjlh dh uhfr ds vuqlkj½] Hkkjr ljdkj dh uhfr ds vuqlkj 30 fnu dk lesfdr 
vodk'k] iw.kZr% losru ekr`Ro vodk'k ¼efgyk dulYVsaV ds fy,½] dk;Z izn'kZu ls tqM+h osru 
òf)] Vh,@Mh, vkSj MîwVh ds nkSjku ;k=k ds fy, çfrfnu tSls ykHk ds gdnkj gSaA  
vuqcaèk dh vofèk % vuqca/k 31 ekpZ] 2026 rd ¼larks"ktud dk;Z çn'kZu ds fo"k;kèkhu leku 
vof/k dk foLrkj½ 
bl lk{kkRdkj esa pqus x, mEehnokjksa ij visf{kr leku dkS'kyksa ds vuqlkj vkSj leqfpr Lrj ij 
,u,p,lvkjlh esa vU; fjDr inksa ds fy, fopkj fd;k tk,xkA 

vkosnu dSls djsa% mEehnokjksa ls vkxzg fd;k tkrk gS fd v‚uykbu vkosnu lgh rjg ls Hkjsa tks 
,u,p,lvkjlh dh oSclkbV ¼http://nhsrcindia.org½ ij miyCèk gSA vkosnu dsoy 
fuèkkZfjr v‚uykbu çk:i esa gksus ij gh Lohdkj fd, tk,axsA vkosnu çkIr djus dh vafre frfFk 
25th June 2024 gSA 


