Terms of Reference
Secretarial Assistant — NPMU, MOHFW

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

Position: 02
Roles and Responsibilities:

1. To assist the Consultant (Tech), Consultant (Admn/Coord) and Jr.Consultant(Fin) in
day-today administrative and financial matters
To execute all secretarial work of the NCDC Cell
Typing, diary, indexing, drafting, management of files
All related work of Administration and Finance
5. Any other work assigned from time to time
Qualification & Experience

s WN

1. Graduate with one year diploma in Computer applications or Secretarial Practices
with Minimum 5 years experience as an Office Assistant/Secretarial Assistant.
2. Knowledge of Filing, Indexing, drafting and Document Management.
3. Excellent administrative, organizational and planning skills
Age Limit: Below 45 yrs. In case of Retired Govt. Servant as per DOPT guidelines.

Remuneration: Rs. 30,000/- per month consolidated. (each)

Reporting Officer: Jt. Director & OIC, NCDC New Branches, NCDC, Dte. GHS, MoHFW.
Place of posting: NPMU Division, NCDC, New Delhi.

Other Conditions of Service

1. They will be governed by the Contractual Service Agreement (CSA) to be signed at the time of
joining.

2. No TA will be paid for attending interview.
3. The positions are purely contractual and will continue on yearly requirement basis.

4. The employees will not be treated the employees of NCDC. They will have no claim for regular
employment under NCDC.

5. The appointee will not be granted any claim or right or preference for regular appointments
to any posts under the Government of India or any institutions funded by Government of
India.

6. He/She will not be entitled for any other allowance, financial benefits or concessions and
medical facilities apart from the consolidated remuneration.

7. They will not divulge any information, gathered by him/her during the period of assignment,
to anyone who is not authorized to know/have the same.

8. No medical facility shall be provided to him by the NCDC. The remuneration is deemed to



include an element to cover the cost of medical cover, if any.

9. The NCDC shall not be responsible for any loss, accident, damages/injury suffered by him/her,
whatsoever arising in or out of the execution of his/her work including travel.

10. During the terms of service, he/she shall not engage in any private business of professional
activity which could conflict with interest of the Government.

11. 30 days Annual Leave (2 %2 days each completed month) and 10 days C/L or sick leave will be
given during a year.

12. The service can be terminated by either side by giving one month'’s notice

It is mandatory to mention Age, Year of Passing the Degrees, and Current and Past Employment dates on
your resume with self-attested copy of relevant supporting documents, 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 07-January-2025.
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