
Terms of Reference 
Administrative 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 recruiting Administrative- Assistant, purely on a contractual basis. 

 
Role & Responsibilities: 
 Office Procedure – File maintenance, meeting schedules, facilitating travel plans including booking of Air & Rail 

tickets and accommodation, managing appointments, routine correspondence, drafting & noting. 
 Coordination & Liaising with other departments & organisations such as National Institute of Health Family 

Welfare, Transport vendor and other agencies of outsourcing, etc. 
 Facilitating support for conduct of meetings, workshop, consultation, etc. 
 Process local / outstation travel claims of personnel of NHSRC and bills of vendors prior to submission to Accounts. 
 Diary management and management of meeting rooms. 
 Handling queries and complaints via phone, email and general correspondence. 
 Greeting all visitors and guiding as appropriate. 
 Managing EPABX telephone system. Receiving, screening and transferring calls to divisions as necessary. 
 Managing office supplies such as stationery, equipment and furniture. 
 Performing ad-hoc administration duties. 
 Receiving and dispatching deliveries and maintaining proper records. 
 Ensuring timely relay of messages to staff members through calls, email, general correspondence, etc. 
 Any other work as assigned by the PAO, NHSRC. 

 
Education, Experience and Competencies: 
 Candidate should possess Graduate Degree from recognized university in BA/B.Com/B.Sc./BBA 
 Minimum 02 years of relevant experience as Receptionist or Front Office Representative. 
 Proficiency in MS Office is desirable. 
 Excellent administrative, organizational and planning skills with attention to detail. 
 Multitasking and time-management skills, with the ability to prioritize tasks. 
 Good writing and verbal communication skills. 
 Ability for draft notes / Official Letters in English & Hindi under supervision but handling routine correspondence 

independently.  
 To be able to meet stringent guidelines at short notices and operate in an evolving environment. 

 
Age: Below 35 years (maximum age will be counted from the last date for receiving the applications).  

 
Work Location: New Delhi 

 
Remuneration Range: Upto 70,000/- per month (consolidated)* Appropriate offer will be made considering qualification 
and experiences. 

 

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 25th June 2021. 

 

 



lanHkZ 'krsZa 

iz'kklfud 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 iz'kklfud lgk;d dh HkrhZ dk bPNqd gSA  

Hkwfedk,a vkSj mÙkjnkf;Ro % 

 dk;kZy; izfØ;k & Qkby esaVhusal] cSBd dh dk;Zlwph] foeku vkSj jsy fVdV rFkk Bgjus dh O;oLFkk djus lfgr ;k=k ;kstuk,a lqxe 
cukuk] vikWbaVesaV izca/ku] fu;fer i=kpkj] elkSnk vkSj uksfVax 

 jk"Vªh; LokLF; ifjokj dY;k.k laLFkku] ifjogu osaMj vkSj vU; vkmVlkflZax ,tsafl;ksa tSls foHkkxksa vkSj laxBuksa ds lkFk leUo; vkSj 
laidZ 

 cSBdsa] dk;Z'kkyk,a] ijke'kZ bR;kfn ds vklkstu esa lgk;rk djuk 

 ,u-,p-,l-vkj-lh ds dfeZ;ksa ds LFkkuh;@vkmVLVs'ku ;k=k nkoksa ,dkmaV esa tek djkus ls igys osaMlZ ds fcyksa dks izkslsl djuk  

 Mk;jh izca/ku vkSj cSBd ds fu;eksa dk izca/ku 

 Qksu] bZesy vkSj lkekU; i=kpkj ds ek/;e ls iwNrkN vkSj f'kdk;rksa dk fuiVku djuk 

 lHkh vkxarqdksa dk Lokxr djuk vkSj leqfpr ekxZn'kZu djuk 

 bZih,ch,Dl VsyhQksu iz.kkyh dk izca/ku] dkWy izkIr djuk] LØhfuax vkSj vko';drk vuqlkj fMfotuksa esa VªkalQj djuk 

 LVs'kujh] midj.k vkSj QuhZpj tSls dk;kZy; lkeku dk izca/ku 

 rnFkZ iz'kklfud drZO; lEiUu djuk 

 vkiwfrZ izkIr djuk vkSj izsf"kr djuk rFkk leqfpr fjdkMZ j[kuk 

 dkWy] bZesy] lkekU; i=kpkj bR;kfn ds ek/;e ls LVkQ esaclZ dks le; ls lans'k igqapkuk lqfuf'pr djuk 

 ih-,-vks] ,u-,p-,l-vkj-lh- }kjk lkSaik x;k dksbZ vU; dk;Z 

'kSf{kd ;ksX;rk,a] vuqHko vkSj n{krk,a %  

 mEehnokj dks ekU;rk izkIr fo'ofo|ky; ls ch-,-@ch-dkWe-@ch-,llh-@ch-ch-,- esa Lukrd fMxzh dh gksuh pkfg, 

 fjlsI'kfuLV ;k ÝUV vkWfQl izfrfuf/k ds :i esa U;wure 02 o"kZ dk vuqHko gksuk pkfg, 

 ,e-,l- vkWfQl esa izoh.krk okaNuh; gS 



 mRÑ"V iz'kklfud] laxBukRed vkSj fu;kstu dkS'ky ds lkFk foLrkj ls /;ku nsus esa l{ke gksuk pkfg, 

 cgq&mn~ns';h; vkSj le;&izca/ku dkS'ky ds lkFk izkFkfedrk ds vk/kkj ij dk;Z djus dh {kerk 

 vPNk ys[ku vkSj ekSf[kd laokn dkS'ky 

 i;Zos{k.k ds varxZr vaxzsth vkSj fganh esa uksV~l@dk;kZy; i= dk elkSnk rS;kj djus dh {kerk ysfdu fu;fer i=kpkj Lora= :i ls 
laHkkyus dh {kerk gksuh pkfg, 

 vYi lwpuk ij dM+s fn'kkfunsZ'kksa dks iwjk djus dh {kerk rFkk thoar okrkoj.k esa dk;Z djus esa l{keA 

vk;q lhek% 35 o"kZ rd ¼vf/kdre vk;q dh x.kuk vkosnu çkIr djus dh frfFk ds vuqlkj dh tk,xh½ 

dk;Z LFky% ubZ fnYyh  

ikfjJfed lhek% 70]000@& #i;s izfr ekg rd ¼lesfdr½* 

;ksX;rk vkSj vuqHko ij fopkj djrs gq, leqfpr vkWQj fd;k tk,xkA 

bl lk{kkRdkj esa p;fur mEehnokjksa ij NHSRC esa vU; fjDr inksa ds fy, fopkj fd;k tk ldrk gS] ftuds fy, leku dkS'ky lsV vkSj mfpr Lrj 
dh vko';drk gksrh gS 

 

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 25 twu 2021 gSA 

 

 


