Terms of Reference

Administrative
Assistant

National Health Systems Resource Centre (NHSRC) has been set up under the National 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 Senior Consultant-Admin and is on a
Contractual basis.

NHSRC seeks one Consultant to coordinate various activities of publications, collaterals, events
and development and production of related materials.

Qualification and Experience:

Graduate Degree in any of the following with Diploma / Degree /Certificates in secretarial

practices:
o B.A.
o B.Com
o B.Sc.
o BBA

Minimum 5 years of post-qualification experience as an office secretary/ Personal Assistant.

Roles and Responsibilities:

1. Drafting letters, notes, agendas, and minutes of meetings; taking dictations, etc.

2. Facilitating meetings with external partners, managing meeting schedules, and handling
appointments.

3. Processing work orders, organizing invoices, and managing leave records for division

staff.

Undertaking minor procurements in accordance with GFR (General Financial Rules).

Verifying the minutes of meetings (MOM) before submitting them for signature.

Managing events and related logistics.

o0~



7. Handling storekeeping duties.

8. Assisting in the preparation of SOPs (Standard Operating Procedures) and tender
documents.

9. Managing MIS (Management Information Systems), trackers, databases, and dashboards.

10.Managing the PAQO’s calendar and setting up meetings as directed.

11. Maintaining both electronic and paper records, ensuring that information is organized and
easily accessible.

12.Handling and prioritizing all incoming and outgoing correspondence (emails, letters,
packages, etc.), and sorting them into appropriate folders.

13. Prioritizing agenda items and assisting in the planning of appointments, board meetings,
conferences, etc.

14. Assisting in the preparation of presentations or reports as required.

15.Facilitating travel arrangements for the division.

16.Performing any other tasks as assigned by the PAO.

Desirable:
1. Certification course in MS Office.

2. Preference will be given to candidate having experience in Government, Quasi
Government departments or Government funded autonomous institutions.
Skills:

1. Good typing speed (35 wpm).

Excellent administrative, organizational and planning skills with attention to detail.
Computer literate with knowledge and proficiency in MS office, Excel and Power point.
Should have some working knowledge of Accounts.

Knowledge of Filing, Indexing, and Document Management.

Excellent writing and verbal communication skills

Proficient in drafting notes and letters in English with focus on spelling, punctuation,
grammar and other language skills

NOoO R WD

Location: NHSRC Office, New Delhi

Age Limit: 45 years & below (As on last date of application) (Age will be relaxed up to 5 Years
for deserving candidate)

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. 40,000/- to Rs. 70,000/-
*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 1st January
2025.



Tt i erct
qaEfA® GgEE
HTdoifeter AT YUTTell 1 A Hat & folT AT 1 dehollehl TTAT 3R &7 fAsTor
BT T&ToT el o [T USET TARLY TARNST (Tl T TH) oh HAIT Teh T Toiiehed HIATICT
& T H TSI TSI YUTell AT hg (Tl T TH 3R &) I TAGAT HT TS g
TATICHARHT Sl TG AN/ T 3R Hediched d # Aerare &1 1 8t g1fea diar
AR

HTdoifeter AT JUTTell 1 A Hat & folT AT T dehollehl TIAAT 3R &7 fAsAToT
HETIAT YGToT et o T TSET T AR (T T TH) o AT Teh T Toilehed HIATICT
& T FH TSI TARFLT YOTell HATUA shg (T TT TH IR ) S FTAGAT H T8 B
TATIUHIRHT &l T ATA/HEHA Tl 3R Hediene H 7 A1ET &1 & o arfdiea diar
TATE

2006 ¥ FATIAT & TG H, TATITHIRET HTelt HRG & [T AT 7 38R 3R 3cFeedr &1 Fg
T & 38 IS T Hidolialeh TALT & &1F H AMAST &S ool 3N e et & ary
AT HE g1 VX &S AT @ ¢ [olesiol Uel T TH N A & A A fomar § 3R 3e7ea
ﬁmw%m%m@a‘ﬂr@mlﬂ@rémqmqmwﬁu Hoh| TARFLY U9 YRAR HedToT
HATOT A SHAT U213 T AT IHe]37a Tl Tl T X Y T vk 3178 FaQdwar g |

3R 39 UM TR HATAAT 3R SeehsedT & 9id gfddedrar &, of $Rd & ardeifs Faeey
IRGRT I TR S o ToTT Tfciaets €A & I A It &I T 31T [T Teh 73T Al §| Tg Ua
3ThT Teh TS RATCAeR €1 & T FH1H &t T Al &l §, 37T JaT [Iawor yorel, arasiiaes
A TARY SEHTH, FORLY & AU Alg @y, e qfshansil, Ty faaqor,
CEHTeT T I[UTEdT, Aol {oieh FARLY Arolell AR FAELT Fatlel  HaTAd g ol dl o HATETET
@IS, HEUoT, He-fAAT0T 3R FAROT 9 Hohel B

g o3 YA I EIELY GUTALT ol HTG ohdet, THALT et TSTell 3R 39 Torert shrdieaast & e,
ATl T 3HeJdTe i AR AIHIRS TIELT ol & gICChIVT I TR FIA H HETH Fellel T Teh
3R

Ig I Tl TR Ieh TR 3R aR™e HellgehR-TATHe & RUIE I & 3R 3eeer & IR W |

UoT U T 3R Y T Jeh1erell, ey, 3maeiar 3R gafaa are: & 9 3R 3caea &1 [Afde
Ifafafeat & gHeaT & TOT Ueh g Y TSI |

AT T e

fadRT g2am3it & Seady/S3/gaay & g Rrafeaf@a & @ R J g 33
o 9T



o d@A
o drTgdr
o drdNLT

ST dd/ Tl e & T H JIAT & 1e AT H 5 a¥ &l 3]s |
sifaeTe 3R 3Tefe

1. 97, A1cH, ToisT 3R SoHT & HRITA T AHET AR FET; el o, AT

2. STEdT ATSIERT & ATY St & GIAUT TGTeT T, Seh A5Gl T Tetiel iall AR HATSCHEH hl
HHTAT |

3. P ATCAT T AT AT, SAAISH I I AT R FTHTIT F Faariar & forw srgeprar

RIS T JaereT FAT|

SUH3TR (HTAT=E T forars) & 3eTaR BIEr-aAe Tleer |

Sl & BRI (TA3NTH) T §EATER & TIT T el ¥ T8l FedTiied T

AT 3R Tl A tead T g Hia|

$USRYTeTeT Sl sl HHTLAT|

TE3T (HATeTh FdTeleT Isha) 3R AT gEdrdsil I daRT H TgrIr |

. TH3SUH (Feeiel FIT JUTTEN), S, STl 3R S2raS o1 Jetre |

10. T3 & SrolsT T TaEieT el AR [HEATTAR Sk IMASTeT L=

11.3elareiioleh 3 TS Glell TG o RIS TATT [T, TG G TR el fob STeTeh{T cqaieerd
3R 3mETeR | 39U |

12. 981 37TY-STTo1 ATeT TR (S3T, T, Yehot 31T1E) ohl HHTOIAT 3R ITATHRT ST, 3R 3o¢ 3ugFdl
Ples] H HATCY FHIel

13. USisT Fel shl GrAfAehdT ol 3R AT, s daehl, Traera JiTfe; St ATl # Ferddl e

14. JTARYHATTHAR TEJNRIOT IT RUAIE IR et & FIIT el

15. |IGSTIT & forT AT cxaem T Flaem Fere F=|

16. T3t garT AT 7T freT 8t 317 1 ol 3T

© © N o O b~

gifed:

1. THUY TR & T fhehersT S|

2. TR, 3 ALY Ta8TT9TT AT TR EaRT T WIS T HEATeAl 7 317379 TG arel
3FICaR & WA fAendr &) Sreey|

Hierer:
1. 371 ersfier ¥1s (35 2rsg ufd [As1a) |
2. 3 YR, HITGaTcHD 3T ST shierer, faaTor 0 €2TeT &l & &1 |
3. UHTH 3T, TeFdel 3R 9TaR caT$e # AT+ 31 G&TdT & 1Y el HIaw |
4. 37R13CH I S HIFHBISN 1o gl ATfg U]
5. wisfoidr, 39T 3R GEdTdST JatieT &I AT |
6. 3chST oI 3R Af@H TR lerer




7. ada, TR FaEsT, areior 31X 31 ST hivrel W &A1 ¢l & AT 3136 7 Aley 3R ux
forga 7 erer

FIE: TATITHIH AT, 7S ool

3T HAT: 45 a¥ AR 368 A (3Tde I 3HTHH AT & HTAR) (9T 3FHICaR &l Y A 5 a9 T
e &r Sea)

F T 75 Teoll; Tl AR TSTell & Ardstioten TAELY SHheTd ¥ T cATAGTR TTeTd JTCe et &l
379EX | Tt 3R St v amam enfAaT ey ahdr B

qrfsrfaes @A 40,000/ T & 70,000/- . ST H
* 35 & Sfiev &Y 571 et BT TTIAT HN HHT F ST

I AT W Sfeafld TRATAS & ATARFd, TATIUHIRE & Follgeh HFA GeTaT ST,
Rararcd Fafercar s, Ararger forel gfaqfd, euerd gfaqfd (taTamasmET sifa & 3Tar), 30 & &t
FATR 37aehTel, HRA AIHR I A1l o 3THR UT ActeT aTell Aled 3aehiel (HigeT HelleehRT & o),
&t 3MenRe 3T gEfe, AT 1T/ e a7 3R 8 R g & forw wfafeeT o & seR §

3regaer oy Jrafey: 37IeEr 31 A 2026 e FHTST AT & 3R TIEAR & A1 ( HATToToTeh Te el &

31ef1eT)

3 HRTlch # TAfd 3FHIGaRT 1 TATIUEIRE # Teh 30gFd T W FAW ST G
TARISHAT aTel 31 R Ui & forw TaaR frar ST ashar & |

e FA FY: 3T A 37 § o 3 3ieTarssT 3rdcsT e &7 A U AL ST TATITHIRH JqHISE
(http://nhsrcindia.org) IX 39eTsY §| 3TdesT dhad UTRT TS 3desT TFT & & &hR fFY
SIRIAY| 3TTdesT UTed adet &t 3ifas fafdr 1 Seadr 2025 &



