Terms of Reference
Admin Assistant

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: 06
Roles and Responsibilities:
1. Facilitating meetings with external partners, maintaining meeting schedules, and managing
appointments.
2. Drafting letters, notes, agenda. Minutes of meetings, taking dictations, etc.
3. Creating forms and formats as and when required.
4. Maintaining electronic and paper records ensuring information is organized and easily
accessed.
5. Handling and prioritizing all incoming and outgoing correspondence (e-mails, letters,
packages, etc.) and sorting in respective folders.
6. Prioritizing agenda and assisting in planning appointments,
7. Assisting in preparing presentations or reports as required.
8. Undertake any other activities/ tasks from time to time as assigned.
Essential Qualification: Graduate Degree in any of the following B.A/BSC/B.COM/ or its
equivalent/Diploma / Degree in secretarial practices
Experience (Years):
e Minimum 1 year of post-qualification experience as an admin assistant
e  Preferably in Government
Desirable:
Certification course in MS office.

Preference will be given to candidates having experience in Government, Quasi Government
departments, or Government funded autonomous institutions

Good typing speed 35 wpm.

Excellent writing and verbal communication skills
e Proficient in drafting notes and letters in English
Age limit: upto 45 years.
e In the case of retired Govt. servant, the official should be retired from level 8 or above and as
per DOPT guidelines
e Age: In case of retired Govt. servant as per DOPT guidelines (Induction age should be up to 62
Years).
Remuneration Range: Rs. 60,000/- per month.
For Retired Persons: 60,000 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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