Terms of Reference
Consultant-Administration, NHSRC

National Health Systems Resource Centre (NHSRC) is a technical support institution under the
National Health Mission (NHM), Ministry of Health & Family Welfare. NHSRC works closely with the
MoHFW and the States for Health Systems strengthening and supporting implementation of
interventions under the NHM. Work at the NHSRC is organized around seven divisions, namely —
Community Processes & Comprehensive Primary Care, Healthcare Financing, Healthcare
Technology, Human Resources for Health, Knowledge Management Division, Public Health
Administration and Quality and Patient Safety.

Since its inception in 2006, NHSRC has been a repository of knowledge and a centre of excellence
for its agenda. This organization has professional linkages with a plethora of domestic and
international bodies involved in the field of Public Health. There have been a number of personnel
who have served with NHSRC and gained invaluable experience enabling them to graduate to next
rung of professional ladder. Vast exposure to Union Ministry of Health and Family Welfare and its
processes and State Health Department is a unique feature of NHSRC.

If you have a commitment to health equity and excellence, here is a unique chance to work with a
team committed to shaping the public health landscape in India. The position offers you an
opportunity to participate in the process of strengthening health systems, improving health service
delivery and enabling positive health outcomes, through hands on implementation assistance at
National, State and District levels. Working with a transdisciplinary team, you can discover, adapt,
co-create and disseminate solutions to multiple challenges related to service delivery systems,
universal primary health care, human resources for health, community processes, health financing,
quality of care and patient safety, public health planning and health promotion. This is an
opportunity to support health systems strengthening at scale, learn from district and sub district
implementation, undertake knowledge translation, and enable realization of the vision of universal
health coverage.

NHSRC intends to recruit Consultant Administration purely on contractual basis.

Role & Responsibilities:

e Assist in organizing all events of NHSRC & MOHFW such as Meetings, Workshops, Trainings,
Retreats, etc.

e Assist in Planning the event, coordinating with the empaneled vendors such as hotels, restaurants,
event management companies, Car rentals companies, etc.

e Ensuring timelines of each event are strictly met and the highest level of quality is maintained.

e Oversee all preparations of the events from planning, identifying venues, to all paperwork of the
events including approvals to final payments.

e Supervision of support staff as designated by the Principal Administration Officer for the event.

e Organize meetings with the vendors as and when required. Draft Minutes of the meetings.

e To ensure timely empanelment of Hotels, Restaurants & Events Management Companies to cater to
the requirements of NHSRC & MOHFW.

e Prepare contract documents for the Vendors ( New & Renewals).

e Renewal of contracts of the empanelment Vendors mainly Hotels, Restaurants & Event Management
Companies, etc., strictly by following the due process.

e Negotiating best available rates, availability of space/rooms/ cars, etc from the vendors. Undertake



vendor visits as and when asked.
e Ensure all written approvals are in place before proceeding with the task assigned.
e Any other work as assigned by the Principal Administrative Officer.
e Undertaking minor procurements in accordance with GFR (General Financial Rules).
e Assisting in the preparation of SOPs (Standard Operating Procedures) and tender documents.

Competencies and Experience:

» Postgraduate in Tourism / Social work /Mass Media/ Arts and any other stream (Regular Courses
Only).

Work experience for minimum Five (5) years of post PG/master’s qualification in the area of

maintaining finance systems in health/social sector

» Should have knowledge of Accounts / Govt. Rules and Regulations/ Purchase-related procedures.

» Thorough knowledge of GFR is mandatory

» Thorough knowledge of Gem for procurement is mandatory

» Computer literate with knowledge and experience of MS word & Excel spreadsheet and Power
point.

» Knowledge of Registry Procedures and Travel / Fleet Management.

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

» To be able to meet stringent guidelines at short notices and operate in an evolving environment.
Excellent administrative, organizational and planning skills with attention to detail.

e Excellent verbal & written communication skills.

o Ability to undertake and complete multiple tasks under pressure and should be a team leader.
o Preference will be given to candidates who are residing in Delhi/NCR only.

o Formal Educational Qualification may be relaxed for deserving candidates.

Desirable Certification Course in:
¢ Post Graduate Diploma in Event Management
o Event Management Certification
e Diploma in Event Management
e Vendor Management and Procurement Certification

Age Limit: 50 years (As on last date of receiving applications)

Work Location: New Delhi; Opportunity to gain hands on experience of public health canvas of states
and districts. Extensive Travels to the States and Districts as per need.

Remuneration Range: Between Rs.60,000/- to Rs. 1,20,000/-

*Fee offered within the band will be commensurate with qualification and experience

Other Benefits: In addition to the renumeration mentioned above, Consultants of NHSRC are entitled
to Free Accidental insurance, Subsidized Medical insurance, Mobile bills reimbursement, Laptop
reimbursement (As per NHSRC Policy), 30 days Consolidated leave, fully paid Maternity leave (For
Female Consultants) as per Government of India policy, performance linked increments, TA/ DA and
per diem for on-duty visits.

Duration of Contract: Initial Contract till 31st March 2027 (with further extension subject to



satisfactory performance)

Candidates selected in this interview could be considered for other vacant positions at NHSRC
requiring similar skill sets and at an appropriate level.

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 17" June 2025.



Hest Y et
HATEHR- FATHA, TS TIRLT YoITell FHUA $g (NHSRC)

TSI TARLT YuTlell @I g (NHSRC), TS Tareew fAeer (NHM), TOeT U9 9RaR Hedror
HAITIT & 37d9d Teh dehellehl TgTaar €T &1 NHSRC TOreed H31ad a2 [3ffesr usat & argr fAee
TAELY GUllell & Fg& Selld Td NHM & el Felfold Hrdshdl & fohaleadsl & deheilehl HEANT Farled
T &1 NHSRC &I &1 dId YH@ THEI & ATCTH & Felfold 8Tl g, Toleld HHerds Tishdl Td GHa
WIATAS TAELT SEHATA, TR Tod, EOELT WA, TaRey & fU AlTd Faeed, A Yot JHTT,
Hrdsiioleh FARLT YRIHA TUT IOTEHT T AN FR&T A ¢

a¥ 2006 H YT TAGAT & URAT ¥ ALY T YUl HATE g (NHSRC) # & Ueh Hgedqor
HER UG 39T HRAET # 3cFsedl 1 &g @1 &1 T& TEAT HGolfeleh FELT & &8 7 FRId 3o T8
Td ARSI IS & MY TGS HEANT TG Acdfhdl §e¢ I@ar &1 NHSRC & Jar & are 3%
HIAAT o I I AT TR B, TS88 3o¢ 39el cAaddeh Sfiael # ITacl TR oeh Falid del H
HERIAT TRl §1 T TeY g YRAR FedvT HAeT U9 Tod Taeey faomer fr sRigunfeal & sads
9% Td 3HeIHd NHSRC &I Teh fafdrse faQivar gl

I 3T FEELT FARAT AR 3cpsedt & 9fd gfdeey &, aF 9Ra # ardafas waeey aRgea &1 3R
& & WA Th OF & WY F e FT g T AT 3w §1 I8 9 A9 T8, T v el
TR W GcF&T HAadel Fedlel & ANIH @ TAELT YU HT Fgo Fellel, FTARLT Jar faekor & gur
oflel Ud HhRIcHS TAELT YROMH AT Fel hl GfshdT H $19T ol T G el Hl &

s a'g’-ﬁm a9 & TOT FF Fd gU, 3T Jar faawer yonfedl, aadif@s wuafas @y cua,
T & # Hd JHUS, IS Yihdl, TRy fa0uivor, S@sel 1 JurEdr Td A G,
Hrasiioleh FARLT Aol TUT T Wcdgel & Faftd fafaer Feifaat & qarae @ielel, 30¢ 3t
A, TE-TAAT Il U9 JHIRA el H TeHR §F Fohd &1 Ig A o hdel TARLT YUTlell &l &5
A W Ggo e A ATET &I g, dfeh e TR R hdleayed @ d@s, AT 3eqdic $1 dgrar &t
aur AaHlfAS TAELT FHaksT & a8 I UItd H TgANT el H1 4 g

NHSRC # FellghR TR 9 W Afder IR | g fAgfea & s

AT v Rt

NHSRC Td T@R2Y U4 YRAR HedvoT HAT (MoHFW) & T3ft wRispaAl i Sodh, FIATET, gfreor,
Rére 3nfe & 3mae & ggradar &=

FAHH HI Aolall T IR gled, Weke, sdc Haoidie FUAAl, dR ed FUEAT e I d9a arer
fahan3it & Ay H-ag Tfd e




Jcdeh HRHH H FAT-HHAT HT H56 § UTolel GiATRAd Al AR ITaas Iuradm §e1C G|

FIRA H Tl JIRAT Fr FIRET W, TEF A T FT IS, T IFETE FEET FRATS,
3efAesT 3R 3ifaw sqaramer enfder &)

Ay TRfE IRISRT canrT fiise derae sAaiar fI cav@ Fe|

IMARIFAATAR fAha13it & T doch AT FAT TUT Sooh & fReAeH IR |

NHSRC Td MoHFW &I H@egeshdi3il & 3IER gled, Wene 3R sde Adedc Hual & @7d W
AAforeor giATRad Y|

fasharait & T 3egetr gEFardsl TN T (AT AR FAdeon) |

UTeT aTel fashali3il o 3fegetil 7 Adieiienor AT & 3HTaR e

fashar3lt @ Fafad &, TU/HAYHR H THIAT e T TIceid e, IaRIhATAN fdshel Tl &
foreTor |

| 91T HF AT T ol § Ted @ @ sregAles gARHT e

grard gRmrafee RSN qarT Y 9 3T HR |

A & AT (GFR) & 3606R B¢ %3 H1d S|

HAleTh GRATTT 9ishar3it (SOP) 3R fAfder gearaalt 1 daRT H HgRIAm e

AT UG e

o TWied /| FATSS /| A HfEAT / For A1 FA 30T &F FH TR 3Uf (Faa FafAa
STFHH) |

o TALYAATGH &1 # I qomell & gaered & &1 # TATRAVARSY UM & a6 wgeTadl aid
(5) @St T HIA eI |

o @/ TR AT va fafawaAr / @l aetl gframsit &1 A 3maTe|

o TARY fad Aga (GFR) & gl A 3ifaard|

o Tlg & fAU W& $-ArheTaH (GeM) & quT A A |

e MS Word, Excel TIsfic 3R PowerPoint # &tJeX |I&RAT Ud 3737 3MaRTh|

o IGET ufhar 3R amT / e YSYA T AT

o f&Er 3R 3N & Ay / TR U7 & YIFYUT H g&7dl;, AT YAaR & TadT & T TAHTAA ST
&THTI

o FHA TAT H FE&d Al & qU ¥t &1 &7 T AR Sgad aRkaesr # & FeT $T garan




3chSC TS, HarsalcAs 3N Arster-fdor deely snterer; a3 W e &t $r 31ed|
gaTaemel Afge AR faf@a dag sterd

gard # Teh & 310 Hraf @l qul el & &THT 3R Aqgeashdl & §T H HE Ao H A9l
feeel/uadism &7 & e et arel 3FAGaRT &I wrafAsar & et

39ged 3FAGART & v Aerfores Aegar v el 7 IravTerdar ge & S Hehdll 8

FSAT YATOIT IISTHH:

e 34T AATHT H TATAHRIR f3TalAT

e 3dc HaotHe JHTUIT

o 3dc HaotHe H fEraler

o faohdl yausd Ud @ Ulshar Hatl YATUIT IISTsha
3mg AT 50 a¥ (3rdes yred gl oA Ay & 3ER)

FA TYA: oI5 Cooll; TSAT UG FAUGT & HIAolelh TAELT & T TGN HST Ued el T AT
TRl AR Tl Td SfeTdel S ehrdeh I Jufard|

AT WA 60,000/- T & 1,20,000/- ¥ 9faAE & &I @l

SfreiRa AT @ & siar & o arelt ofl, et it Avaar va g F aeTew @t

I AN 3WFd Sfoci@d TiisfAs: & HaRed, NHSRC & HEhR fo¥:3eh gtﬁcm A,
Rarre Rfecar e, Aesa e gfagfd, duem gfaqfd ( NHSRC #ifd & 3[ER), 30 et &
TR FaHIer, qUT ddel dTell HAlded TG (Afgell HellgehRl & fdU) #HRT SR & A &
3TN, FeRlel MR acdel gefer, Infeeies am=msit & fav amr smy fae omr ik gfafesr sam
% ghaN Bl

dfaer $r 3rafr: 31 AR 2027 d& TfAer, T & divelds Y6l & YR W AW 39 & T
aear gl

sH A18TchR H ddfd 3FAIGART @ NHSRC & ¥#H &ierer d¢ 3R 3”a Tax Fr 3maegsar are
3T ReFa vel & fov [aR Far 31 &ar g1

e HF/ FL 3R @ 3y § F I HiAensea rde WE dor F @ H S NHSRC dsdrse
(http://nhsrcindia.org) 9T 39eleY g1 3AcsT Fdel fUIRA 3fidarssd 3MdesT UFT 7 & TEhR 7Y
SIRIET| 3Mmdeet gred e i 3ifaer fafd 17 S7 2025 B




