Terms of Reference

Consultant - Human Resources

National Health Systems Resource Centre (NHSRC) is a technical support institution under the
National Health Mission (NHM), Ministry of Health & Family Welfare (MoHF&W). NHSRC works
closely with the MoHF&W and the States for Health Systems strengthening and supporting the
implementation of interventions under the NHM. Work at the NHSRC is organised 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 Improvement.

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 Union Ministry
of Health and Family Welfare and its processes and the 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 the 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 the realization of the vision of universal health coverage.

NHSRC intends to recruit Consultant - Human Resources (one post) purely on a
contractual basis.

Roles & Responsibilities:

The Consultant - Human Resource will ensure the proper functioning of the HR (Human
Resource) Section including recruitment, onboarding, training, and providing support in
implementing the organization’s policies and practices, etc.

Job Responsibilities:

¢ Providing support in managing all HR functions at the NHSRC office and overseeing all HR activities
of its branch office at RRC-NE, Guwahati.

¢ Providing support in developing an Annual Work Plan for the HR Section at the beginning
of the year and preparing Action Taken Report and Annual Work Report.

e Preparing SOPs and policies based on the decisions in Secretariat meetings and ensuring
their implementation.

e Create various Forms & Formats as and when required.

e Preparing Terms of References / Job Advertisements / Tender Documents/ Request for
Proposals, etc.

e Supporting talent acquisition and recruitment processes for NHSRC and RRC-NE.

¢ Conducting Reference Checks, negotiating with the candidates and preparing Offer Letters
& Contracts.



Onboarding of new joiners (Consultants, Fellows, and Interns).

Conducting timely Induction and orientation of new joiners.

Leave and attendance management of NHSRC personnel.

Facilitating the Annual and Mid-Year Performance Appraisal exercise and sharing the

feedback with the NHSRC personnel.

e Facilitating annual campus recruitment exercise for various technical divisions of the
organization.

¢ Handling HRMIS and generating reports as and when required. Gathering and analyzing
data, like time to hire and staff turnover rates, etc.

¢ Maintaining personnel files and records in electronic and paper form.

e Preparing annual training calendar and identifying different institutions / Trainers &
organizing trainings for NHSRC & RRC-NE personnel.

e Providing support for internal and external ISO Audits of the HR Section by updating and
filing all records in a timely manner.

¢ Coordinating with empaneled agencies for medical/ accidental insurance on a regular basis.
Advertisement agencies for publishing job advertisements in newspapers, etc.

e Processing of advertisement bills, honorarium vouchers, and other bills related to the HR
Section.

¢ Organizing staff welfare events as and when required.

¢ Ensuring statutory compliance of the organization.

e Any other task as assigned by the HR Manager & Principal Administrative Officer.

Qualifications & Experience:
(A) Essential Qualifications

e Regular MBA / PGDBM in HR from a recognized university/ institution with a minimum of 05
years of post-qualification work experience in overall HR functions.

(B) Desirable Qualifications

¢ In addition to the above, a Diploma/ Certification in Computer Application to cover MS Excel,
Word, PowerPoint, database management, Access Diploma/ Certification in Business
Management would be desirable.

o Working experience in Government / Social Sector is desirable

¢ Knowledge and experience of governmental recruitment, documentation, filing &
correspondence process in Human Resource Management will be preferred.

e Excellent verbal & written communication skills.

¢ Ability to complete multiple tasks under pressure and should be a team player.

¢ Formal educational qualifications & Experience could be relaxed for suitable candidates

Age Limit: 45 years & below (As of the last date of application)

Work Location: New Delhi

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 remuneration mentioned above, Consultants of NHSRC are
entitted 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 2024 (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 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 2" August 2022.



e o
$Igcec — WHT G

U TR YOTell WM &g (TTUaUERIRE) TR U4 IRAR Sl #el & IS ared e
(TTUaUH) & STl ddeiie] AT G & | UUAUERIRE] WRed JUTell Bl Holqd d) IR TAUaUH &
JTTT FRIBA & BAFGIT § I PR B folv WRY TG GRIAR BT FATeT MR oA & A1 Feyal
AR R B G 8| TICIUERE § ard A1d T — SRS e ok e meifid ST, e
TS oo, WaRey SRgwTe Wi, Ry @ fol A1 WNRE, S UEE UEE, iR ey
RITE SR U] GIR & gaila aiRerd 2 |

gy 2006 H 3R W & TIVAVHARY! 3T Tols & foly S BT 9R 3R Ieptedl Bl &g &l & | 39 I
& A4S AR @ &5 H o e B IR RIS et @ 9 anaaie |dy g | W oG
&fth & e TUavaeRdl @ |1 SR 631 iR 3Fed 3T WTa o Tt URTaR |foTel &1 arTell g
R BT M H HeM gU| W U4 URAR HedoT HAe 3R o8 WReY [T & A1 $1 & &
AU AR S AT TIVATHARE! B UhATY ST SRS faRIvamy 2 | afe oy ware fwerdr ik S
& foY fdeg & a1 I8 9Rd ¥ Ardoie WRe IRgY @ Q2 o1 & oy ufiag E9 & 91T BRI B B
3IOT AR 2 |

IT UG ATYD] WY HUTCll H HOqd Hel, TR HaT fdarvr § FER &R ICR, 99 va e 'R ®
BIAFGAT WERAl & AR H 3FMd & AEH W AHRCAD WReT YR U &) @l Ufshar  H AFeR &l
AR JUART T & | [T &3 § BH B 9l ol & A1 PRI DR AT WAl (AR YOI, A
Il Ry I, ¥aRed @ [ofY Ad e, WIS Ufsharel, wrey faxuiyor, SeMie &l ora
Tg M e, Ardee wRe M SR varey daged deefl oM gRIfl & |HRE @ior, SO,
WE—Gold & | ] TIR-JAR IR el © | Ig AP R R TR YUTell T Aolqq e H Gl o,
fSTe ofR - Su—FoTell PRI & e, 19 BT 3FAIG H AT TRl ddb Ygdr AR AHIMNS TR Have
& SRCPIV FI AHR G H Ferd G BT R AT ¢ |

TITAUHSTRY] Y[ ®U ¥ e 3R | hidece — AMd GARH (U6 U8) W WAl 3l 5906 ¢ |
YfAIY 3R e -

— TICAUHRY! BRIferd H 1 U9k SR & Hae § FHe Sueiel o1 3R JRIARA-TS, TarRre! |
5 ARG BRI B T4l TAAR (Al o7 sraelid

— 9 B IRY H TIR JRE P forv aiffe s Jror Aafid oxd § THeF Suael )T SR @ TS
HRAs & Rurd qen aiffe af RUIE IR e

— a8l H Fofal W R i 3R A TR @A T G BRI GARad S

— JMIIHATAR fafder B 3R I60 GRd HT
— ¥ I & IR fagioE / ffaer St & sRamal @ v aE s TR e




— TCUEARET 3R SRIARA—TTg & forg wfern aiferyrgor ok ofell wfcharatl # |wels vl

— eH WY HR1, SRIGART | aIqdid 3R FHAT AT 3R HER ole” AR ATae TIR Gl
— U ST @1 ST (GeIece, Well 3R geH)

— U ST & G W Y9 3R AR DRl

— TICUEARE] BiHdT & rqeprel 3R SuReIf o JaeH

— g 3R 9Y & 7 H UG oAb AN GUH T AR TACIUHIRYl BHAT & A1 Hiedd Arel
AT

— e & fAfdy Ta-ial Wl & forg arftfer afveR il aparm g &

— TERIRUASTEUH HHIAHT SR SEeIHaraR RUiC Giord &A1 | 8RR &= B Y 3R RIh Gobel DRIAR
X O S Thal BRAT R fA9elgur e

— Selagie 3R BTG WU H AR WIgd 3R Rebre SFRE

— qIfY® TRET defe’ TUR HRAT 3R TAUAUERIRYT U4 RSIRUI-U-s ®Hal & fory faf= derml ¢
TRt BT UgTTE AT SR TRIETOT ST BT

— JHIEg e A 99 Rars @ 3Erdd iR BIgfel @ WiRT TR YR & forv 3ridRe iR ares) amsuaan
RGT TRIET & foIv Tmeie SuaTel axAT

— T R ffdcar e gded 91 & fou Ue § wiiel ToiRil & |1 9Hd RAT | FHER Ul
geTe # RIGAR Ao JaiiRid - & fofy Ao iRl 9 @ue |

— fogmue 3, A I & a9eR AR TR WM A9l o fadll BT U eRer

— JIIIRAT B W Ch HeATT HIAHA AT BT

— ST BT TG SFUTer GHad Hem
— BIE 3T B Tl IR Yagd IR Te IR AGN |Ig Feell &

Afed I AR I
IEERE AR

— A W fovafderey /WM 9 ek ¥ fRfig vHdiv /deieideg & 9 9fte angdr & SWRid
T TIAR BT H AT 05 Y DT AFHT



B AT

— SP® & 3N, THUE Taid, ds, UlaRuise, S vee Hadl dwe] SyanT # e /|,
[T eer d vea fSwiHr /|ichaem ey ¢ |

— IR /THIG &7 F BRI FT 9T a1 7 |

— RGN W, Yol HI-G FEE Jau H BIfelTT 3R TAMER Hishal &1 19 SR 3 aie=1d eI |
— IGE HfEd 3R foaRed HarR sred

— SO H By SR G aRA DI AT SR S & Y BRI PR DI & B A1iey |

— YYD SHIGIRI BT JMTEING AG AAT R oF9d ¥ B & o Fal 2 |

3TY WM : 45 99 3R HH  (71deA W B @1 3ifw Ry 1 )

B BT M : TS el

uRafer @ 4 @ %, 60,000 /— I B. 1,20,000/— b §

39 I ¥ IRAIAd B AT iR 3T & FAUIaS Rl

A M : SUYh Soollgd YRS & AN, TITIUHARE & dHidece MYedh GoeAdl dMI, Aleasiyth
fyferean §, Aragel 9 @1 ufagfd, efuey ufaufd (TToauaemRal @ it & S 9R), ¥R WREHR & Al
& SFTAR 30 a7 BT FHldhd Sfgapre, quld: Hade AR Agdrel (Aleell deifece @ o), $11 HaeF d el
I glg, AT /SN R S & SR AT 6 forg Ffifed

Y D @ : AR Ty 31 A, 2024 T (FAVOG BRI FEeA & A= ol fGR)

39 R H T U SHIGAR] W e G9H SIvel & TR 3R T TR W TIUaUHsRal ¥ 3
R uel @ forg fam fbar s |

IS DN PN : IFGARI A 3MFATS Mde el INE ¥ ¥R Bl MUE fHAT Tar 8 S TIvaUae=e o
aER:ﬂs_C' (http://nhsrcindia.org). UX SUcT&€l 2| e dadl EiRa RIERIERICIEY ¥ M W B WeR fhar
ST | 3Tde W )T &1 3ifa [T 2 August 2022 2|




