Terms of Reference
Multipurpose Assistant (AMR), PM-ABHIM, 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: 01
Roles and Responsibilities:

To assist in day-to-day work of the unit including secretarial assistance

Office management including file maintenance & processing

Communications to programme sites, states, departments

Managing appointments & maintaining meeting schedules and recording minutes of meetings
Facilitating travel plans

Documentation.

Any other work/activities assigned from time to time

Noukwne

Essential qualification:
Graduate Degree from a recognized University/ Institute

Experience (Years):
1. Minimum three years’ secretarial experience preferable in health programme
2. Must have working knowledge and experience in Computer Application

Desirable:
Typing speed 40 WPM minimum Stenography speed 80 WPM, Knowledge of filing, Indexing, drafting
and document management

Age limit: Not more than 30 years
Remuneration Range: Rs 30,000/month consolidated. No other allowances permissible

Reporting Officer: Additional Director & Head (AMR Program), National Centre for Disease Control,
Ministry of Health and Family Welfare.
Place of posting: Division of National AMR Containment, NCDC, MoHFW, New Delhi.

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 f
ormat only. The last date for receiving applications is 14-January-2025.
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