Terms of Reference
Consultant- Administration

National Health Systems Resource Centre (NHSRC) has been set up under the National Health
Mission (NHM) as an autonomous registered society, to channelize technical assistance and capacity
building support to the states for strengthening the public health system. The NHSRC is also
mandated to contribute to health policy / programme design and evaluation.

Since its inception in 2006, NHSRC has been a repository of knowledge and a center 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 the
next rung of the professional ladder. Vast exposure to the Ministry of Health and Family Welfare, and
its processes 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, 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.

The Position reports to Principal Administrative Officer and is on a Contractual basis. To begin with
Two years and extendable based on the Performance.

Roles and Responsibilities:

e Procurement of Goods & Services, Vendor Management, and Management of outsourced
support services.

¢ Negotiate with vendors to achieve the most favourable terms

e Supervision of office support staff and management of vehicle fleet

e Office Procedure — File maintenance, meeting schedules, facilitating travel plans, managing
appointments, routine correspondence, drafting & noting,

e Coordination & Liaisoning with other departments & organisations such as MoH&FW,
National Institute of Health Family Welfare, Transport Department, etc.

e Supervision of Security & Fire Fighting arrangements and supervising the new work,
installations & commissioning of new project including repair & expansion work

o Facilitate the process of selection of Printers and Designers and Execution of Supply Order
for publications and Warehouse management.

e Coordination of Printing & translation of reports & papers

e Initiation of File Notes, Draft Letters, Office Orders, Work Orders, Contracts, Agreements,
SOPs and other Correspondences.

e Handling RTls, Complaints, Grievances etc.



e To manage PAQ’s calendars and set up meetings as directed.

e Maintain electronic and paper records ensuring information is organized and easily
accessible.

¢ Undertake regular evaluation and ensure that such service organizations are compliant to
existing labour laws, rules & regulations such as EPF, ESI, etc.

e Handle and prioritize all outgoing or incoming correspondence (e-mail, letters, packages

etc.), sort in the respective folders.

To prioritize agenda and assist in planning appointments, board meetings, conferences etc.

Assist to prepare presentations or reports as assigned.

Assist in compiling, proofreading, and revise drafts of documents and reports.

Ensure efficient and effective administrative information and assistance.

Planning and organizing Official events with attention to financial and time constraints.

Coordinate with the organizers, agencies, and vendors to ensure the smooth execution of

the events, both internal and external.

e Do final checks before the start of the event (e.g. tables, technology, event supplies) to
ensure everything meets standards

e Undertake any other assignments, which may be assigned from time to time by Division
Head.

Qualification & Experience:
For achieving above-mentioned deliverables, the applicant is expected to possess the following
qualifications & Experience —

Qualification —

o Essential: B.A. / B.Com/ BBA (Bachelor of Business Administration)/BBM (Bachelor of
Business Management)/BMS (Bachelor of Management Studies) with a master’s in business
administration (MBA)/PGDM from a recognized institute (Regular Course only).

« Desirable: Bachelor's degree in management/ Certificate or Diploma in Secretarial Practice
or Office Procedure/ Certificate Course in Computer Applications / Certificate Course in Office
Administration.

Experience-
Minimum 5 years of post-qualification experience.

Desirable:
1. Certification course in MS Office.

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

Age: Below 45 years (maximum age will be counted from the last date for receiving the
applications).

Work Location: New Delhi; Opportunity to gain hands-on experience of the public health canvas of
states and districts. Travel to states and districts may be involved.



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

Contract till 315t March 2027 with further extensions of similar duration (subject to satisfactory
performance.

Candidates selected in this interview could be considered for other vacant positions at NHSRC
requiring similar skill sets and at 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. Last date for receiving applications is 20t October 2025



Heat fr ardt

Hellgh X — URMMHT

TS TITELY YOI HATENT ahe, (NHSRC) T TATTAT ISERT TAELY fALIT (NHM) & 33T Teh T
Uoileh HIETSE & §G H &1 315 8, [T 36227 AT A AdsTioieh FAELY YOIl i & dellel &
dehatlehl TETIAT 3R &THAT [AATOT GHAA 3T TeTT & | NHSRC &l TATELY Alfd Td FHIAshAT o fodAToT
TUT ATt H ANTeToA &= ol Y &TRca BT a7 & | el 2006 H 3HTAT FATTAT o STe; & €T NHSRC 1T T
HSR TG 379 HIAETT H Scehtedl chg 6T ¢ | TH TEAT o YA HIE Aldolfoleh FAELY o &7 H R
37oTeh TSEIY UG 3TARTSET HaTSa1 & TATAT & | NHSRC H R 31aieh TAAW AT of TgT S il U FegaTe
31e797a o foram &, FoTEdY 3o 379Y cATaanfAeh STaet ST 31Tell FIET IR 33T Eled T 3TTAT 1o 37|
TIELY Td TRAR FHoAT0T HATT AT SHehT HIAYUTTel o HIY SATTh HeT8Td NHSRC i Teh Tafarse faQrsar
gl

3TN 3T H FARELT FHTAT T 3chSecl o Fich AAGeH &, Tl R H Aidolioteh Ty GRGed i 3T
& & FATIA A & A1 1 FH¥e T Ig Teh Agea ol TE g | T TS 1! T, o T FoTell T
W YcTeT HRiTeads] HERAT & HEIH & TAELY JUTTell 1 o6& hilel, TALT Qar3it i 3mqfed & gur
AT T HehRTcHh FaTeed IRUTH G et o FTohar 3 Tl Selel ol ITaER FeTeT el | 9g-
ﬁmawésmummgamwwwﬁw&mmmwwa@m, AT 8
AT AT, WW ALY TAUIVOT, WM Y IOTET, Aol {eich TIRLY ATt T
ALY Hatiel @ Gt faffest Il faal & AT GioTet, 3¢ 3911, He-TAATOT el T ST el
A ATET S| Fg HTE TR 3 VAT T T JOTTell GEEIARI0T H TEANaT i, el va 39-Frer
TR R FRATaIT & et ATl IR UT el TUT ATGH AP TaRLT hast i IRSeTAT ol AR Hl
H Ga&TH JeATTI |

Ig Ue, TuTeT Ferrafas rfterdY 1 gfdafed s qur quid: dfderce TR 9 g1 | IRTHS 3rafer e
gy $r g1, o 1 [AsuTesT Taveae ITT SieY U 3179) ST ST TehdT ¢

IWeI AT va fFAeIiaT :
o TEI3 UF HaT3Ht Hr TG, Fashar TSt AT HISTHRT Y IS TETIF HaTHT 1 FaiereT |

o ﬁmﬁé?mﬂwygcp\ﬁ NRREIGETG %T:i;dldcl AT

o FHRITAT UG T&TH hl ST UG dTgeT 93 &l JaT |



HIATera FishdT — 3TTIT HEROT, S HRIhH, AT ATTA3T & Fiawr, g ferat &1 yeer,
fafaa TR, siftesr va Aifea|

3 TAHRN UG IS ST FIELY Ud IRAR FHedT0T HATAT (MoH&FW), ITSEIT FITELT U
IRER ST GEUTT, IRageT [FHmT 31fe & O1Y IH-9T Ud TUh |

G&TT U JHTAAHA SHGEAT Y [HAIRTAT TAT 7T 1, SECIOINeT U AT HSiFeH oh harIfeiar,
FFAT U9 aTdR 1 Fr e |
EITeT G ToTeh JTTEHRT (PAO) o helST T TetieT hiall Ud SeTeh IaRMeIHR Soeh fortiRe ahder|

golargliolen Td I NehTS ol HERUT &hdaT, Alieh G AT Td FoIst & § 3TcTets
Wl

[GRIGCEICEETG] HN%@%W%WWWW Tt A H el faAt va
fafazaT S EPF, ESI 371TE T ITeieT X TET &1

T3t gt Ua Uit d TR ($-Ad, 99, Yot 31fE) Sl IrafAeRdT & 3MUR W HHTAT U 306
HeTE PBest & gaffehe e |

R T ATATARAT AT TUT AT, SIS SSehi, ATl 3Tie T el dellel H FgAT
SHaT|

TN 31aT RUTE IR &t § HgT Il el

e&drdsit v Ratet & AHlCT S Hehfold e, TS Shiat TUT TN el H FEAT et

SRITH o FHAT31 T HGTIAC ﬁ§%m@qmwﬁms AT

ﬁﬁwuﬁm—%ﬁm&ﬁwwmwﬁgvmmﬁmwmml



o 3MTAISThI, TSl Td Tashell3it & H1Y A oY TTclReh Td STgT hIIshaA! oh FaTS Fellelel i
AT |

o FHIUHA URH glel W qd A SI1<I T (S8 A, Aehoilehl STTEUT, 3T AIHA) ATlh Toft
AUV TR ATl & 36767 &l

o JHITEYET GaRT GHI-HHIT W AT STTed dTel 31 1T ol Tolage] el |

o TS g fOiex Ua fSATSaR o =gt & Gisha sht Fare SaTrell T 3Tl 31Me2T (Supply Order) T
for~uTe g e Jae|

o RUIE Td GEATA T SIS Td 377dIE hl FHea |

o WISH AICH, 3TUC U, AT TG, I 3MTCR, 3otr, HASI, HleTeh HhIRAYONTAT (SOPs) Ud
o 3T TATAR &I YH Td Tl |
o ppIRANINE, RIFTIA! Td r3-a1aeaAT &l fararor|

AT T T :

SR a1 ical T it & 318l o urH el e Jearalr va 31gera gler 3feid g -

Ferfores FeTrar -

o gt : v/ Npid,/ N.dU (cTITT YT H TATdH) / &).8.TH (ST Y8 H TATdh)
/ NTHTH (TS 3T H TTdeh) & 1 fndt ATeTar e a7 8 7w/ s sree
(hael fAafad araTsha) i 3arfer|

o TGN : YU H TATa 1 3l / IR 3r9-ama 3ryar e 9fohar 7 TATOTIT A7 fSeaitAT /
TG JHTNET H FHATUTTS YISh# / HATerd TR H FHUTIS S|

oI :

S



* TYAAH 5 qY T SUTE WIS oh SR Tecl ol 3T]37d BI=ll TRV

* MS Office H JHTUTTT GIGThHH |
* TN, IEU-TIHRT TAHTIN 3T TR TATo N Tl HEATAT H 1Y 3e]37d Tt
arel 37T I a37dT & SuetT|

3T WAT : ITRHTH 3 45 T A HH Glall AT | 3T T AVTAT 3TdeeT ol §1at bl 3iTeiaT f T & 31TaR
I ST

FEEI : 75 Gedll; TS Td forell & Hdaiieies Ty TRERT 1 Ycgal 3787 ITCc e I AT |
T3t vg forelt hr aram giEafad gt goar &1

qifisfas Aoit : 60,000/- & 21,20,000/- & S|

IEHRET 0N 3 JicTateT g 33T &1 JITIAT U Hf37d & Hafwd JeTed 1847 STTeaTT]

g TS : STkl ATRATAH o AR, NHSRC & TeATGRRT b fe:Qeh 1TehEaeh AT, RImreh ex o
FIfercdira e, Ararger forer gfagfd, duerd gfaqfc (NHSRC T A & 31TaR), 30 fet 1 TATehd 3raehrer,
AT FelTgehRT 8] TR TR I #Ifcl oh HTAR YT dcfeT Figel Hced ITaehrel, JeRlel 3T arideh
e, AT TR GR IR AT 7T (TA/DA) Ud W STSUH (Per Diem) FeTe fohT STTaT |

3reTaer Y AT : 3T 31 AR 2027 e HI B, TUT 1Y {AsTCeT HATSTeTeh UIT STt T FHTE 3rdTer
& TIT 31T SGTAT ST ThaTT| 3T TTETcPR & ATEIH F TATId FIFIAT 0 NHSRC H FATH hired Fir
3MTERIHAT dlel 3T ReFd T W, ITYFA TR W, fAaR fham ST AT &

TAesT Fr gfehar : gt o H?:I)ﬂﬂ g f& I NHSRC &7 dsdTST (http://nhsrcindia.org) 9T 39esY
3TATSeT 3TdcsT T T HEl-TeT I | 3TTdcsT shad TR s Ied 7 €Y TR fhT Siruar| 3mdesT
9TCd X T 3ifaH fAfr 20 3rerga 2025 &







