
Terms of Reference 
Technical Assistant (TA) 

 
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. 
 

Education Qualification 1. Graduate in any discipline with proficiency in proficiency   in   data 
management, communication, computer & internet usage. 

2. Diploma in Office Management 
3. Knowledge & proficiency of MS Word, Excel, PowerPoint 

Years of Experience 5 years’ experience of working in government programmes/ projects as 
Technical Assistant/Programme Assistant / Analyst. 

Age Below 40 years 

No. of Post One (1) 

Remuneration (Consolidated)  Rs. 30,000/- Per Month 

  

Roles and Responsibilities:   

• To facilitate the activities of the NHM Facility Centre. 
• Assist in Workshops, Seminar, Review Meeting which organized by NHM-II Division like MSG, EPC, CRM, 

and other national level meetings at regular intervals.   
• Assist in documenting and regular follow-up on action points agreed upon during various meetings related to 

TOR.  
• Assist in preparation of State Resource material for Common Review Mission teams visiting to State / UTs / 

other supportive supervision visits.  
• Assist in preparation of State wise Teams for CRM States and follow up with the Teams, correspondence 

with other divisions of Ministry and State/UTs regarding NHM progress.   
• Secretarial support for Preparation of reports for different Offices of Government of India, Parliament etc.   
• Assist in correspondence related to routine verbal / written enquiries relating to NHM including electronic 

communication.  
• Assist in set up spread sheets, database files, and tables ensuring appropriate presentation style. 
• Provide assistance to the Deputy Director and Assistant Director for Collation and organization of data and 

information coming from the States.   
• Assist in office management for NHM.  
• Matters related to PFMS. 
• Assist in Coordination with other sections for obtaining the information related to NHM.  
• Any other tasks/activities as assigned by supervisor. 
 
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 23-Aug-2022. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

jk"Vªh; LokLF; Á.kkyh lalk/ku dsanz ¼,u,p,lvkjlh½] ubZ fnYyh LokLF; ,oa ifjokj dY;k.k ea=ky; ¼LokLF; ,oa ifjokj 

dY;k.k ea=ky;½ dh vksj ls fo’kq) :i ls vuqca/k vk/kkj ij mi;qZDr mYysf[kr in ds fy, ;ksX; mEehnokjksa ls vkosnu 

vkeaf+=r djrk gSA 
  

1- fdlh fo"k; esa Lukrd ds lkFk vkadM+ksa ds çca/ku] lapkj] daI;wVj vkSj baVjusV mi;ksx esa çoh.krk 

2- dk;kZy; çca/ku esa fMIyksek 

3- ,e,l oMZ] ,Dlsy] i‚ojikbaV dk Kku vkSj çoh.krk 

rduhdh lgk;d@dk;ZØe lgk;d@fo'ys"kd ds :i esa ljdkjh dk;ZØeksa@ifj;kstukvksa esa dk;Z djus dk ikap o"kZ dk 

vuqHko 

 

40 o"kZ ls de 

,d ¼1½ 

 

#i, 30]000@& çfr ekg 

1- ,u,p,e QSflfyVh dsaæ dh xfrfof/k;ka lqxe cukuk 

2- ,e,lth] bZihlh] lhvkj,e tSls ,u,p,e&II çHkkx }kjk vk;ksftr dk;Z'kkykvksa] lsfeukj] leh{kk cSBd vkSj fu;fer 

varjky ij vU; jk"Vªh; Lrj dh cSBdksa esa lgk;rk 

3- Vhvksvkj laca/kh fofo/k cSBdksa ds nkSjku lgerh okys dk;Z fcanqvksa ds çys[ku vkSj fu;fer Qksyks&vi esa lgk;rk 

4-jkT;@dsaæ 'kkflr çns'kksa ds fy, ;k=k djus okyh lkekU; leh{kk fe'ku Vheksa@vU; leFkZd i;Zos{k.k ;k=kvksa ds fy, 

jkT; lalk/ku lkexzh dh rS;kjh esa lgk;rk 

5- lhvkj,e jkT;ksa ds fy, jkT; okj Vheksa dh rS;kjh esa lgk;rk vkSj Vheksa ds lkFk Qksyks vi] ,u,p,e çxfr ds laca/k 

esa ea=ky; ds vU; çHkkxksa vkSj jkT;@dsaæ 'kkflr çns'kksa ds lkFk i=O;ogkj 

6- Hkkjr ljdkj ds fofHkUu vf/kdkfj;ksa] laln bR;kfn ds fy, fjiksVZ dh rS;kjh ds fy, lfpoky;h; leFkZu 

7- bysDVªksfud lapkj lfgr ,u,p,e ls lacaf/kr fu;fer ekSf[kd@fyf[kr iwNrkN laca/kh i=kpkj esa lgk;rk 

8- leqfpr çLrqfr 'kSyh lqfuf'pr djus ds fy, LisM 'khV~l] MsVkcsl Qkbysa vkSj rkfydk,a cukus esa lgk;rk 

9- jkT;ksa ls vkus okys vkadM+ksa vkSj lwpuk ds feyku vkSj O;ofLFkr djus ds fy, mi funs'kd vkSj lgk;d funs'kd dks 

lgk;rk miyC/k djkuk 

10- ,u,p,e ds fy, dk;kZy; çca/ku esa lgk;rk 

11- ih,Q,e,l laca/kh ekeys 

12- ,u,p,e laca/kh lwpuk çkIr djus ds fy, vU; vuqHkkxksa ds lkFk leUo; esa lgk;rk 

13- i;Zos{kd }kjk lkSaih x;k dksbZ vU; dk;Z@xfrfof/k;ka   

 

  mEehnokjksa ls v‚uykbu vkosnu lgh rjg ls Hkjus dk vkxzg fd;k tkrk gS tks ,u,p,lvkjlh 

dh oSclkbV http://nhsrcindia.org ij miyC/k gSA vkosnu dsoy fu/kkZfjr v‚uykbu Ák:i esa gksus ij gh Lohdkj 

fd;k tk,xkA vkosnu ÁkIr djus dh vafre frfFk 23-Aug-2022 gSA 

 

 
 

http://nhsrcindia.org/

