
Terms of Reference 
 

Consultant – Human Resources  
 

National Health Systems Resource Centre (NHSRC) is a technical support institution under the 
National Health Mission (NHM), Ministry of Health & Family Welfare (MoHF&W). NHSRC works 
closely with the MoHF&W and the States for Health Systems strengthening and supporting the 
implementation of interventions under the NHM. Work at the NHSRC is organised around seven 
divisions, namely – Community Processes & Comprehensive Primary Care, Healthcare Financing, 
Healthcare Technology, Human Resources for Health, Knowledge Management Division, Public 
Health Administration, and Quality Improvement.  

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 Union Ministry of Health and Family 
Welfare and its processes and the State Health Department 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 the 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, and patient safety, 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 the realization of the vision of universal health coverage.  

NHSRC intends to recruit Consultant - Human Resources (one post) purely on a contractual 
basis.  

Roles & Responsibilities: 

The Consultant - Human Resource will ensure the proper functioning of the HR (Human Resource) 
Section including end-to-end recruitment of MOHFW, onboarding & Offboarding, Annual 
Performance Appraisal, etc.  

Job Responsibilities: 

 Providing support in managing all HR functions of the MOHFW (NPMU & Non-NPMU). 
 Providing support in developing an Annual Work Plan & Work report and preparing Action 

Taken Report for the Governing Body & Executive Committee meetings. 
 Create various Forms & Formats as and when required. 
 Preparing Draft  
 Conducting Reference Checks, negotiating with the candidates and preparing Offer Letters & 

Contracts. 
 Onboarding of new joiners at all levels. 
 Work on automated Attendance System / HRMIS software and generate reports as and when 

required. 
 Conducting timely Induction and orientation of new joiners. 
 Leave and attendance management of MOHFW personnel. 



 Facilitating the Annual and Mid-Year Performance Appraisal exercise and sharing the 
feedback with the MOHFW personnel.  

 Facilitating campus recruitment exercises for various technical divisions of the MOHFW. 
 Handling HRMIS and generating reports as and when required. Gathering and analyzing data, 

like time to hire and staff turnover rates, etc. 
 Maintaining personnel files and records in electronic and paper form. 
 Processing of advertisement bills, honorarium vouchers, and other bills related to the HR 

Section. 
 Handle and prioritize all outgoing or incoming correspondence (e-mail, letters, packages etc.), 

sort in the respective folders 
 Ensuring statutory compliance of the organization. 
 Any other task as assigned by the Senior Consultant - HR & Principal Administrative Officer. 
 
Qualifications & Experience: 

(A) Essential Qualifications  

 Regular MBA / PGDBM in HR from a recognized university/ institution with a minimum of 05 
years of post-qualification work experience in overall HR functions.  

(B) Desirable Qualifications  

 In addition to the above, a Diploma/ Certification in Computer Application to cover MS Excel, 
Word, PowerPoint, database management, Access Diploma/ Certification in Business 
Management would be desirable. 

 Working experience in Government / Social Sector is desirable  
 Knowledge and experience of governmental recruitment, documentation, filing & 

correspondence process in Human Resource Management will be preferred.  
 Excellent verbal & written communication skills.  
 Ability to complete multiple tasks under pressure and should be a team player.  
 Formal educational qualifications & Experience could be relaxed for suitable candidates  

Age Limit: 45 years & below (As of the last date of application)  

Work Location: New Delhi  

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: Initial Contract till 31st March 2024 (with further extension 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 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 28th April 2022. 



lanHkZ 'krsaZ 

dulYVsaV  & ekuo lalk/ku 

jk"Vªh; LokLF; ç.kkyh lalk/ku dsaæ ¼,u,p,lvkjlh½ LokLF; ,oa ifjokj dY;k.k ea=ky; ds jk"Vªh; LokLF; fe'ku  
¼,u,p,e½ ds varxZr rduhdh leFkZu laLFkk gSA ,u,p,lvkjlh LokLF; ç.kkyh dks etcwr djus vkSj ,u,p,e ds 
varxZr dk;ZØeksa ds dk;kZUo;u esa leFkZu djus ds fy, LokLF; ,oa ifjokj dY;k.k ea=ky; vkSj jkT;ksa ds lkFk djhch rkSj 
ij dk;Z djrk gSA ,u,p,lvkjlh esa dk;Z lkr çHkkxksa & lkeqnkf;d çfØ;k,a vkSj O;kid çkFkfed ns[kHkky] LokLF; 
ns[kHkky foÙkiks"k.k] LokLF; ns[kHkky çk|kSfxdh] LokLF; ds fy, ekuo lalk/ku] Kku çca/ku çHkkx] lkoZtfud LokLF; 
ç'kklu vkSj xq.koÙkk lq/kkj ds bnZfxnZ O;ofLFkr gSA 

o"kZ 2006 esa vkjaHk ls gh  ,u,p,lvkjlh vius ,tsaMs ds fy, Kku dk HkaMkj vkSj mR—"Vrk dk dsaæ jgk gSA bl laxBu 
ds lkoZtfud LokLF; ds {ks= esa layXu vusd ?kjsyw vkSj varjjk"Vªh; fudk;ksa ds lkFk O;kolkf;d laca/k gSaA ,sls vusd 
O;fä gSa ftUgksaus ,u,p,lvkjlh ds lkFk dk;Z fd;k vkSj vewY; vuqHko çkIr fd;k ftlls is'ksoj eafty dh vxyh lh<+h 
ij Nykax yxkus esa l{ke gq,A LokLF; ,oa ifjokj dY;k.k ea=ky; vkSj jkT; LokLF; foHkkx ds lkFk dk;Z djus ds O;kid 
voljksa ds lkFk ,u,p,lvkjlh dh çfØ;k,a bldh vuwBh fo'ks"krk,a gSaA ;fn vki LokLF; fu"i{krk vkSj mR—"Vrk ds fy, 
çfrc) gSa rks ;g Hkkjr esa lkoZtfud LokLF; ifj–'; dks fn'kk nsus ds fy, çfrc) Vhe ds lkFk dk;Z djus dk vuwBk 
volj gSA 

;g in vkidks LokLF; ç.kkyh dks etcwr djus] LokLF; lsok forj.k esa lq/kkj vkSj jk"Vªh;] jkT; ,oa ftyk Lrjksa ij 
dk;kZUo;u lgk;rk ds ckjs esa vuqHko ds ek/;e ls ldkjkRed LokLF; ifj.kke çkIr djus dh çfØ;k  esa Hkkxhnkjh dk 
volj miyC/k djkrk gSA fofHkUu {ks=ksa esa dke djus okys ny ds lkFk dk;Z djds vki lsok forj.k ç.kkyh] lkoZHkkSfed 
çkFkfed LokLF; ns[kHkky] LokLF; ds fy, ekuo lalk/ku] lkeqnkf;d çfØ;kvksa] LokLF; foÙkiks"k.k] ns[kHkky dh xq.koÙkk ,oa 
jksxh lqj{kk] lkoZtfud LokLF; fu;kstu vkSj LokLF; laonZ~/ku laca/kh vusd pqukSfr;ksa ds lek/kku [kkstus] viukus] 
lg&l̀tu ds lkFk mudk çpkj&çlkj dj ldrs gSaA ;g O;kid Lrj ij LokLF; ç.kkyh dks etcwr djus esa leFkZu nsus] 
ftyk vkSj  mi&ftyk dk;kZUo;u ls lh[kus] Kku dk vuqokn djus ;k nwljksa rd igqapkus vkSj lkoZHkkSfed LokLF; dojst 
ds –f"Vdks.k dks lkdkj djus esa l{ke cukus dk volj Hkh gSA 

,u,p,lvkjlh fo'kq) :i ls vuqca/k vk/kkj ij dulYVsaV & ekuo lalk/ku ¼,d in½ ij HkrhZ dk bPNqd gSA 

Hkwfedk,a vkSj ftEesnkfj;ka % 

dulYVsaV & ekuo lalk/ku LokLF; ,oa ifjokj dY;k.k ea=ky; dh ,aM Vw ,aM HkrhZ] v‚ucksfMaZx vkSj v‚cksfMaZx] okf"kZd 
çn'kZu ewY;kadu bR;kfn lfgr ,p vkj  ¼ekuo lalk/ku½ lsD'ku dk leqfpr dkedkt lqfuf'pr djsxkA 

dk;Z laca/kh mÙkjnkf;Ro % 

& LokLF; ,oa ifjokj dY;k.k ea=ky; ¼,uih,e;w vkSj u‚u&,uih,e;w½  ds lHkh ,pvkj dk;ksaZ ds çca/ku esa leFkZu miyC/k 
djkuk 



& okf"kZd dk;Z ;kstuk vkSj dk;Z fjiksVZ fodflr djus esa leFkZu miyC/k djkuk vkSj 'kkldh; fudk; vkSj dk;Zikyd 
lfefr dh cSBdksa ds fy, ,D'ku Vsdu fjiksVZ rS;kj djuk 

& vko';drkuqlkj fofo/k QkeZ vkSj çk:i rS;kj djuk 

& elkSnk rS;kj djuk 

& lanHkZ tkap djuk] mEehnokjksa ls ckrphr vkSj le>kSrk djuk vkSj v‚Qj ysVj vkSj vuqca/k rS;kj djuk 

& lHkh Lrjksa ij u, t‚bulZ dh KkuçkfIr ¼v‚ucksfMaZx½ 

& vko';drkuqlkj Lopkfyr mifLFkfr ç.kkyh@,pvkj,evkbZ,l lk¶Vos;j ij dk;Z djuk vkSj fjiksVZ rS;kj djuk 

& u, t‚bulZ dk le; ij ços'k  vkSj vfHkeq[khdj.k djuk 

& LokLF; ,oa ifjokj dY;k.k ea=ky; ds dfeZ;ksa ds vodk'k vkSj mifLFkfr dk çca/ku 

& okf"kZd vkSj o"kZ ds e/; esa çn'kZu ewY;kadu vH;kl lqxe cukuk vkSj LokLF; ,oa ifjokj dY;k.k ea=ky; ds dfeZ;ksa ds 
lkFk QhMcSd lk>k djuk 

& LokLF; ,oa ifjokj dY;k.k ea=ky;  ds fofo/k rduhdh çHkkxksa ds fy, okf"kZd ifjlj HkrhZ vH;kl lqxe cukuk 

& ,pvkj,evkbZ,l laHkkyuk vkSj vko';drkuqlkj fjiksVZ l̀ftr djukA gk;j djus dk le; vkSj LVkQ ldy dkjksckj 
nj tSls vkadM+s ,d= djuk vkSj fo'ys"k.k djuk 

& bysDVªksfud vkSj dkxth :i esa O;fäxr Qkby vkSj fjdkMZ vuqj{k.k 

& foKkiu fcyksa] ekun jkf'k ds okmpj vkSj ,pvkj lsD'ku laca/kh vU; fcyksa dks çkslsl djuk 

& lHkh tkus ;k vkus okys i=kpkj ¼bZesy] i=] iSdsTl bR;kfn½ ] 

 dks laHkkyuk vkSj çkFkfedrk ds vuqlkj çca/ku djuk & vko';drk gksus ij LVkQ dY;k.k dk;ZØe vk;ksftr djuk vkSj 
lacaf/kr QksYMlZ esa j[kuk 

& laxBu dk oS/kkfud vuqikyu lqfuf'pr djuk 

& dksbZ vU; dk;Z tks lhfu;j dulYVsaV& ,pvkj vkSj ç/kku ç'kklfud vf/kdkjh lkSai ldrk gS 

'kSf{kd ;ksX;rk vkSj vuqHko 

vko';d ;ksX;rk 

& ekU;rk çkIr fo'ofo|ky;@laLFkku ls ,pvkj esa fu;fer ,ech,@ihthMhch,e ds lkFk 'kSf{kd ;ksX;rk ds mijkar  
lexz ,pvkj dk;ksaZ esa U;wure 05 o"kZ dk vuqHko 

 



okaNuh; ;ksX;rk,a 

& mi;qZä ds vfrfjä] ,e,l ,Dlsy] oMZ] i‚ojikbaV] MkVkcsl çca/ku laca/kh daI;wVj vuqç;ksx esa fMIyksek@lfVZfQds'ku] 
fctul çca/ku esa ,Dlsl fMIyksek@lfVZfQds'ku okaNuh; gSA 

& ljdkjh@lkekftd {ks= esa dk;Z dk vuqHko okaNuh; gSA 

& ljdkjh HkrhZ] çys[ku] ekuo lalk/ku çca/ku esa Qkbfyax vkSj i=kpkj çfØ;k  dk Kku vkSj vuqHko okaNuh; gksxkA 

& mR—"V ekSf[kd vkSj fyf[kr lapkj dkS'ky 

& ncko esa dbZ dk;Z lEiUu djus dh {kerk vkSj Vhe ds lkFk dk;Z djus dh {kerk gksuh pkfg,A 

& mi;qä mEehnokjksa dks vkSipkfjd 'kSf{kd ;ksX;rk vkSj vuqHko esa NwV nh tk ldrh gSA 

vk;q lhek % 45 o"kZ vkSj de  ¼vkosnu çkIr gksus dh vafre frfFk dks ½ 

dk;Z dk LFkku % ubZ fnYyh 

ifjyfC/k dh lhek % #- 60]000@& ls #- 1]20]000@& ds chp 

bl cSaM esa çLrkfor Qhl ;ksX;rk vkSj vuqHko ds lekuqikfrd gksxh 

vU; ykHk % mi;qZä mYysf[kr ifjyfC/k ds vfrfjä] ,u,p,lvkjlh ds dulYVsaV fu%'kqYd nq?kZVuk chek] lfClMh;qä 
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 çn'kZu ls tqM+h osru 
o`f)] Vh, / Mh, vkSj MîwVh ds nkSjku ;k=k ds fy, çfrfnu 

vuqca/k dh vof/k % vkjafHkd vuqca/k 31 ekpZ] 2024 rd ¼larks"ktud dk;Z çn'kZu ds fo"k;k/khu vkxs 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; 
fjä inksa ds fy, fopkj fd;k tk,xkA 

vkosnu dSls djsa % mEehnokjksa ls v‚uykbu vkosnu lgh rjg ls Hkjus dk vkxzg fd;k tkrk gS tks ,u,p,lvkjlh dh 
oSclkbV  (http://nhsrcindia.org). ij miyC/k gSA vkosnu dsoy fu/kkZfjr v‚uykbu çk:i esa gksus ij gh Lohdkj fd;k 
tk,xkA vkosnu çkIr djus dh vafre frfFk 28 vçSy] 2022 gSA 


