Terms of Reference
Consultant (Admin)

National Health Systems Resource Centre (NHSRC), New Delhi on behalf of the Ministry of
Health & Family Welfare is seeking applications from qualified candidates for the above
mentioned post purely on a contractual basis.

Position: 04

Roles and Responsibilities:
1. Dealing with day-to-day general administration.
2. Preparing and processing various proposals under the scheme.
3. Record Management.
4. Office Procedure — File maintenance, meeting schedules, facilitating travel plans, managing
appointments, routine correspondence, drafting, and noting.
5. Undertake any other activities/ tasks from time to time as assigned

Essential Qualification:

e Graduate degree with proven experience of handling general administration, establishment, HR
matters including financials for preferably 10 years in a Government/ Public Sector undertaking

e Having knowledge of Accounts / Govt. rules and regulations/purchase related procedures, GFR
and GEM functioning

e Excellent writing and verbal communication skills.

e Proficient in drafting notes / Official Letters in English & Hindi, handling routine correspondence
independently.

e For retired: Graduate, Retired at Level 12 and beyond Minimum 10 yrs experience in

administration

Experience (Years): Proven experience of handling general administration, establishment, and HR
matters including financials for preferably 10 years in a Government/ Public Sector undertaking

Age limit: Upto 45 years

However, in the case of retired Govt. servants as per DOPT guidelines (The induction age should be
up to 62 Years)

Remuneration Range: Rs. 60,000/- per month.

For Retired Persons: 1,00,000 per month or as per existing Norms, Whichever is lesser

Reporting Officer: OIC/PM-ABHIM.

Place of posting: NCDC, New Delhi.

It is mandatory to mention Age, Year of Passing the Degrees, and Current and Past Employment
dates on your resume, without which applications will not be accepted.

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. The last date for receiving applications is 31-December-2024.
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