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).

e Providing support in developing an Annual Work Plan & Work report and preparing Action
Taken Report for the Governing Body & Executive Committee meetings.

e Create various Forms & Formats as and when required.

e Preparing Draft

¢ Conducting Reference Checks, negotiating with the candidates and preparing Offer Letters &
Contracts.

e Onboarding of new joiners at all levels.

¢ Work on automated Attendance System / HRMIS software and generate reports as and when
required.

e Conducting timely Induction and orientation of new joiners.

¢ Leave and attendance management of MOHFW personnel.



o 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.

e 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

e Ensuring statutory compliance of the organization.

e 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.

e Working experience in Government / Social Sector is desirable

o Knowledge and experience of governmental recruitment, documentation, filing &
correspondence process in Human Resource Management will be preferred.

e 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 28t April 2022.
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