Terms of Reference
Secretarial Executive — 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 next rung of professional ladder. Vast exposure to 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 PAO, NHSRC and is on Contractual basis.

NHSRC intends to recruit Secretarial Executive purely on contractual basis.
Roles & Responsibility:

1. Facilitating meetings with external partners, maintaining meeting schedules,
managing Coordinating with internal teams and external IT vendors/partners;
scheduling and facilitating meetings, demos, and technical discussions.

2. Drafting official communication, technical notes, meeting agendas, and minutes;
maintaining proper documentation.

3. Processing IT-related work orders, vendor invoices, procurement files, and
maintaining leave/attendance records of section staff.

4. Assisting in preparation and updating of IT policies, SOPs, RFPs/tender
documents, and compliance reports.

5. Managing IT-related MIS, trackers, databases, dashboards, and ensuring timely



updates.

6. Designing and maintaining digital forms, templates, and reporting formats as

required.
7. Setting up review meetings, and coordinating schedules.

8. Supporting IT and administrative functions of the division; ensuring proper filing

(electronic & physical) and easy retrieval of records.

9. Handling and prioritizing IT-related correspondence (emails, tickets, letters,

packages, etc.) and ensuring timely redressal.

10.Assisting in planning and logistics for IT workshops, training sessions,

conferences, and review meetings.
11.Preparing and formatting presentations, technical briefs, or reports as required.
12.Facilitating official travel arrangements for IT staff/division as needed.

13.Any other IT/administrative tasks as assigned by the PAO & IT-Manager.

Qualification and Experience:

Graduate Degree (Regular) in B.A./ B. Com / B.Sc. / BCA with a Master’s Degree
(Regular) in MA/ M.Com / M.Sc. / MCA

Minimum 3 years of post-qualification experience. A relaxation of up to 2 years in the
required experience may be allowed if the experience is found to be relevant.

Desirable:
1. Certification course in MS Office.

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

Skills:
1. Good typing speed (35 wpm).
2. Excellent administrative, organizational and planning skills with attention to detail.
3. Computer literate with knowledge and proficiency in MS office, Excel and Power
point.
Should have some working knowledge of GEM/Procurement/Tender.
Knowledge of Filing, Indexing, and Document Management.
Excellent writing and verbal communication skills
Proficient in drafting notes and letters in English with focus on spelling,
punctuation, grammar and other language skills

No o s

Age Limit: 40 Years and below

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



Remuneration Range: Between Rs. 40,000/- to Rs. 70,000/- per month

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

Other Benefits: In addition to the remuneration 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 an appropriate level.

How to apply: Candidates are requested to complete 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 3™
November 2025
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gfRareT FRIFRT - yeanra

TSERT TARLY YUTTRIT THTY g, (NHSRC) T TSEIT FARELY fAIST (NHM) & 39T Teh T
Uolihd HEAT & & A TAMUS o2 arm §, difh Al A Adsiioleh T YUllel &
TRATFARIVT ] AeheiiehT HERICT 3 &THAT THATT T FHIA TeTeT T ST Heh| NHSRC I
ALY AfA/HrA! & AT 3R Hediehet H TR1ETe 31 7 811 1R diar I g

2006 # TATYAT & §TE A, NHSRC e ol $SR X 391 TaisT & feIT Scohsedl &7 she W@l | 59
TS B ALY Ud AR TR IR ATd31Hdh WA &7 A Jdfad 3 ufafSda Iyl
F URIAR FEH W €| NHSRC H FRRA F$ FAINT I8l A gy 374 AT e 3793
HATAATID ST1aq D 3T UTISH deb Ugd & | WA Ud URAR HedToT HATed 2T 37!
UfehuT3l &1 ATUD 3{Hd YT BT NHSRC &l U faQy ggar ¢ |

e 3T TAEL FATAT IR 3cpsedm & 9fd Jfaaets &, o Ig 3T AT Ueh 3efer 37aav &
foh 3T R A Ardsiiae Fareed aigry 1 3R S aTell &1 & /I &1 i | TE UG TSN,
T 3R TSell TR O EarEy YoTTell EIehiuT, Ty AdT faekoT & FUR 3R HHRIcHS
I GRUTH AT el o {oTT hrileadisl eI Falel el 1 HaE JaTel Hicl ¢

59 Ug & ATCIH ¥ AT Sgfavgeh A & T AT AT faaor gomel, ArdsifAs gafas
ALY SWHTS, TIRLY A & FAU, HHACAS G, Tareed faador, qoradr
SGHT, Aol oleh FIELY ATl IR T Fadel & Hafed faffesr goifaat & gamume
Qrsiet, o] eicl et Tg-TTHTOT it 3R HTSHT it b1 I T Heel & | TG UG TAELY YOIl
& g, foem vd 39-fotell ¥R Friieadst & @E@a, A6 3f]dre e 3 ardsfifies
EATELY Aol sl G5C el AIehR &hlel ohl HAHT JaTel T o |

I8 UG PAO, NHSRC T Ufdafed @ 3R quid: Hidercds (Contractual) 3TUR W &1 &1
TR YU FATIT B (NHSRC) AT BTABRT bl el guid: AfdeTdHD TR TR
=T AT6T ol



76T FISICRI & AT 6T BT A1 Td JITAT BT, S5 HIUHH Bl §-T0
G, 3T SHHT a1 S16301 318 | faghdT31l/aTeieR] & J1Y I9-99 JTUd BT
TTY &) S5, 3AT U4 dob-1h! It 311 o1 I9g [Ferfzor ud J=amed o1l

XA TDHRUT §TY IGATI

3TSCI-ISEN B 37N, faddT I Ud oha 319l T FRARUT &A1 adT
3T SHIfeh! HY STahIRI/EFRY Feil 31freig FemRd o1l

et fifaal , aF® T UfesaTy (SOPs), RFP/Tender GXTdat 37 31 UTeA
e GUR B3 31R 3193¢ A N TETaT BTl

Sl A Taferd MIS, 2hd, 3eTed, 3RTE1S T Ude BT 3R IHT W 37Use
FAfFda sl

Ma™HATRIR B5ea wid, cmaie 3k Raifén gy B3ea &1 ga ¥911
IGATI

THYET S5D! (Review Meetings) BT AT HAT 3R AT &I AT-99 JARad
&I

YT T 3MSeT 3R RIS Hraf § AU AT, ST BT el e A HIROT
@aaci-e U wifdad) 31k st g wiftd gffeaa ol

3Sd) A Jaferd gaar &0, fede, ux, St 3nfe) o1 ysaq ud urufiesar fHefzor
BT YT FHTGY FEaROT AT BTl

3MSd) HrdTAT3T, UfieoT T, @A Ud AHeTHS dob! Hl IisHT 7d
HTRITIT H &GN HAT

HTEIHATTAR Y], A 1h] §Th a1 RUTE IR AT 371R I9F907 H=A7|
TG DT AR 3TSCT HIHGT/THT D1 STEHTRD YT AT H HegIT BT

o.0.31. (PAO) 371R 3TTSET USTeIas gIRT 3T fed 319 3MSd /U2 A o praf & e
HETI



QAT Ud 379

gterfore arar:
FTde 3Ift (Frafia ureaes SR N,/ Nem / A / A, 37k ArasrR 570
(Frafira UTeaesm) 39 UHU. / UHSIH / UA.0TH] / THI T

YFdH 3 9N &l Pdd IURId BAId H1GgH 8l gfe Hd grifiies urm S1dr &, @
AEWH UG H fUdan 2 auf Hl e USH HI ST Adhdl B

Jis=g gy«
e TH.UY. 3iTfthT ¥ YHTUTUF (Certification Course) &MY BT T4 Bl

o PRI, HI-TBRI fGUT 4T ARBRT 3T UTWd WA TRYET H S 3H{Hd
TG ITed 3HICaRT 1 aadT <1 Sgl

Hﬁ?lﬁ:
o 3T T A CISU (HH A HH 35 2T Ufd fA=e)

o URITHAM®, HMSATHD 3R A1 § B 3PHE &HATY, & fIaxoT IR eam|
o HCR ATERAT, faIy F9 A MS Office, Excel 37k PowerPoint ¥ G&fdTl

e GEM/Procurement/Tender &1 SATcH ST BT IS 14|

o Wrsfein, $3fTTT 37R AT Ue e &t ATl

o 3T fifEd 31k A IAR il

o 3 ¥ A1gH 3R UF TR &3 ¥ g, 5 ad=, farm e, saresvor 37k e
PITA BT &4 QT SATU|

3TY HHET: 40 99 T



&1 T1: 72 oy, 350t 3R Sl & ArdsT-d W UGy ol ATl 19d U
P BT AT

=Y |ET: 240,000/- ¥ €70,000/- 9fa #A18
(ST deiel ARTATHR IR 37737e o ITaN feTRe fehar sirwa|)

3o TS : UG ercd TTRATHE o JTTAReFT NHSRC & HATGhRI i fol:2[eh GeieaIT AT, Rarae
Fafercar s, Aars e fSer gfaqfd, duera giagfd (NHSRC #fer & 311am), 30 feT &1 F#feha
37T, AR TIHR T AT o HTHR UT ActeT Aige HJed AT (hael ATl HellgehRT
&), FedeT TR Acf=l gefer, T TR FaTe & JT1 $7T (TA/DA) T TicifeeT 87T (per
diem) 9&TeT T ST |

3rearer Y 3rafer : gRI egaer ieatien 31 A, 2027 T WM, TG Y TASUIEH TATToTelh
qTT SiTeY 9 313Y S&TAT ST HehdT 2 |

ATeTTcehR A TATAT TFATAAT T NHSRC F HHTST hieTeT hT T2 TehdT arel 31T RNeFd gei g o,
3YYFd TR W, AR fonar 511 Gehel1 8

mﬁﬁzﬁéﬂﬁﬁwgﬁ?aNHSRC@[W@E(http:unhsrcindia.org) W 3qeTsT
ITAATS 3TdEeT U I TEI-TeT FX | 3T dhad AR s IET 7 & TdeR fhT
STTAT | 3TTdee uTed et ot 3ifas fafdr 3 9« 2025 B



