Term of Reference
Administrative Consultant - IDSP (NHM Flexipool), MoHFW

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

Position: 01

Role and Responsibilities:
1. To deal with all administrative matter pertaining to Central Surveillance Unit, IDSP.
2. Assisting Programme Manager-cum Administrative in routine work of administration.
3. Assisting any other senior officer as per requirement of the programme.
4. Monthly performance report to be prepared for appraisal
5. Performing other duties as required in the interest of the program

Essential qualification: Graduate with minimum post qualification experience of 5 years in
Administration preferably in health sector.

Experience: 5 years in Administration preferably in health sector.

Desirable:
e Excellent analytical, oral and written communication skills
e Proficient in computer applications (MS Word, Excel, Power Point), email and internet etc.

Age limit: Below 45 years, in case of retired Govt. servant as per DOPT guidelines (Induction age
should be up to 62 Years).

Remuneration: Rs 35,000/- (Rupees Thirty five Thousand) per month consolidated.
Reporting Officer: HoD, IDSP, NCDC, Delhi
Place of Posting: CSU, IDSP, 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 14-January-2025.
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