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 organized around eight divisions, namely — Community Processes & Comprehensive
Primary Care, Healthcare Financing, Healthcare Technology, Human Resources for
Health, Knowledge Management Division, Public Health Administration, Quality and

Patient Safety, IT Division.

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 a Consultant - Human Resources (one post) on a purely

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, Medical and Accidental Insurance,

Campus Placement etc.

Assist the Human Resource Manager in managing all HR functions and overseeing
all HR activities of MoHFW.

Preparing Terms of Reference / Job Advertisements / Tender Documents / SOPs
/ HR Policies, as and when needed.

Undertake recruitment / Probation/ Exit Management/ Issuing Relieving Letter of
consultants for MoHFW.

Attendance, Leave Management and Payroll Processing.
Undertake and assist in the Annual Performance Appraisal exercise.
Responsible for Contract Renewal of the Consultants.

Preparing Contract Extension and Probation Confirmation Letters.

Coordinate for Induction of New joiners of MOH&FW.

Conducting Reference Checks, Preparing Offer Letters & contract documents.
Managing MIS / Trackers / Database / Dashboards.

Creating forms and formats — as and when required.

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

Assist in preparing presentations or reports as assigned; prepare minutes of
meeting if required.

Undertake any other assignments, which may be assigned from time to time by the

Human Resource Manager, Principal Administrative Officer, NHSRC.

Qualifications & Experience:

Only full-time regular bachelor’s degrees (minimum 3 years) and full-time regular
Postgraduate qualifications (minimum 2 years), wherever applicable, shall be
considered. Diploma, certificate, Executive programmes, and qualifications

obtained through distance, online, part-time, correspondence mode, etc shall not



be considered. Only post-qualification experience shall be counted.
(A) Essential Qualifications & Experience

Graduation in any stream along with a regular MBA in Human Resources from a
recognized university/ institution with minimum five (5) years of post-qualification work
experience in Recruitment & other HR functions.

(B) Desirable Qualifications

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

e Working experience in Government / Social Sector is desirable

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

e Excellent verbal & written communication skills.

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

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

Written Test Condition: If the recruitment process includes a written test, a minimum
qualifying mark will be 70%. In case 2 or more candidates qualify with the same marks, all

such candidates will be considered.

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

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.
*Fee offered within the band Rs. 60,000/- to Rs. 1,20,000/- 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: Initial Contract till 31st March 2028 (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 applicationformat only. The last date for receiving applications
is 11t November 2026



Tgs 61 vt (Terms of Reference)
TWIHTETAT — AT ST
TSET TAELY YTl TATE g, (NHSRC), TSI Ty AL (NHM), Tarey vd 9Rar sedmor
FHATETT (MOHFW) & 37Tl Teh deheiiehl HEANRT HEAT &1 NHSRC Fareed YuTfordil &l gg aellat ol

NHM & 37aeTa 3wt aifafafeRy & sRifeadsr & G819 & T #3703 3R T GIhRT & a1 fAeeaT
S AT &1 NHSRC T &R 3176 FeITelt H i g—aerieh IishadTe v sarveh Jraffie Taeey

CEHTS, TARLY fAAUINUT; Ty S@HTS WA, Tareed & AT AlTd GAT; AT Tetiel e,
cileh TATELY YR, I[0TaT Ud AT FRET; T Felm Fiedifaehr (IT) Ferme|

q¥ 2006 H TATHAT o dTe; & NHSRC AT & Toh HgeaquT ohgs 3R ScpSel TN o 9 H faehfad gam
g1 ek TATELT & 817 H PRI 37eieh IS 3 ITARIASEIT TTATIT o AT STh SATTATTASR T & |
TET I HY Teh 3Fedeh IRART A TgH e 31e77a AT foharm &, a8 3o 37T IAVaR g # 3119 9t &
HIE AT §1 FET TAELT U9 IRAR FAT0T HATAL, 3D RN TAT Ao Ty faHmT &

Y GTeh T T 1A Fal T 3HeT37d NHSRC T Teh fafRIse faRIvar g1 afe 39 Fareea gareTer 3R
3chsedl & id ufdeey §, df IRA & dlleh T & TIEY I 95l Tollel & faT FATT T3 & g
I FA T Ig Th TAfASE 3rqa B

I U TS, T 3R fel TR R FraTeadst Gl TcgeT IgaieT vel id BT T guTTferat st
A Sellel, TARELT a3t T ST T 0Tl FUR 3N dgcR Fareed aRUMH UIed File i
ST 3 H1eT et &7 378 et e ¢ | fafdest farwaransit arely &1 & are e atah 39 JaT Yeraelr
vroniferdt, ATdHiAe Grauffe Fareed S@aTe, T & [T Hleld HHIU, AT Tishansi, Ty
faraNoT, SErel T F[uTedT, AT FIETT, oieh T Aletell R Ty Had= & Faferd Tetfaat &
AT Whafet, 3og HaTTot, Aoty e ie slel o JRIRT F¥el 7 ATEleT & Thel § | TG SATTH T
TR EAELY YOOI 1 Jg i, Torell 3 39-Torell T o hraleadst @ €, 71 1 eJagR 7 3ueh
Y & AT AIEHIA TIELY SHalal & 8T S It F Geaer o7 &7 3aa B

NHSRC quTd: HfdeTese HTUR 9T WRIALEIAT — AleTd HHTET & Teh (01) UG TR 7l el gl 8



TRIALETAT — Al HHTE, FAleTa FHTUT (HR) 33197 & Fars Heatolel 1 Gl Tere aam/ael| saa
§7ciT, AT FHHATRAT T FIHAR JGUT UF IRTT (3TASITS9T), TfAETOT, TIrad v Afadr va uferamsit &
HIATeage H HgAT, RAThcaT Td GEICAT SAT T HUH Torgac 3711 S 2fHe g

ATa GITEM Ueeeh el T HR hT o TS dUT WRY U URAR ShedTuT BT (MoHFW) &
Geferd it HR nfafafdat &t AR & wgrdr &

AMATRATIIR T hi 1 (ToR), ARt & fagmu=, fAfder gxars, A dare ufthard (Sops)
3R AHg I9TeE il duR ST

MoHFW & tRmsferarsst &t ordl, gRdten s@fd (videM), dar goifed/ari-gicT weem aun
HIRIAfRT U (Relieving Letter) STRY e Heiell i e

IufRAfA, 3raeh1er TdeH 3R dd9-Usieh (URd) R ehen <hl ufehar U1

11 Shrd-frsaTe Fedich i Ufehar datferd et SR ITH TgaNT Tl

RTARTGIATSHT & SIaeT & AdiTehuT hl SRt AT

31sY T Jrafe g Haedht s iR uRdten srafdr &t gfe efelt usr dIR e

MoHFW H ¢ 21TfAeT g1 aTet shaRal & ufer/sifamienor (Induction) &t egaet & forg
=g AT

¥ S (Reference Checks) &eAT 92T Agferd U=dTa U (Offer Letters) Ud 3 AT
IR AT

TS T TUTTEA! (MIS), dehe, SITaY 37 S3UeTS ahl Use eheT
JTIGRATTIR HiH 3R UTET IR ATl

S I-ch AT HRTSH TG T IWERETE AT R T8 GRTHT Fe1 foh SRR geaaredd au
T & U g

10 1Y hrdl o AR Ui a1 RUlé R & # g1 AT 3R HTG=IhdT U4 WR d&ch!
Y ehrfaTs! et faeRuT (Minutes of Meeting) dOR &=ATI

H:a 1Y Useieh, T UMA e fAhTet NHSRC ZRT THI-9HY UR iU ST diet 3199 vl
hHAT

Arear 3R e

STl 19 81, hael A quiehiioleh Feldeh 3UME (FgeTaH 3 a¥) T HATAT qulehlicl FTcehlaT



QG (7geAad 2 a¥) W R fhar Sreen| fBSeatar, yaAoes, wellegfed qregshAl Ul giey,

JTAATSA, 3iehTTolh, TR 3T ATETAT T UTed JIId13 R AR AT fohaT ST | Shdel 3TaTH

QNeTTOTeh LTI ATeel FYet o ST TSIl 31egerd 1 &1 Tt Sirwam|

(A) Ffaard Fegar 3R repera

Rt AT urea farafaeTer/aTa & Y off fawr 7 Trae 3wl aur A garys 7 Hafad

MBA 2T 3UTTEI, |1 &Y TRk JYT WIT Shlel & d16 il U 3 HR ST # #gc# did (5) asf &

EARIGEE]

(B) dio=r IeTad

o JURIeRT IRYdT oh ATARET MS Excel, Word, PowerPoint, SCTa¥ Usie 3R Access ol THTBd s
JTet hRER Yheticher™ H fSwtar/gamors der fosma aase | fewtarn/vsmoras ais-ia git |

o IR & [ IS & H R ais-1a g

o UM JIEH U T HEfd GRhRY Wl Ufcharatl, STt Ieh?ul, el 3R TSR dhl ST
JUT 3T T dTet Sreaffat et urafAesar &Y smeeft

o i vd fifa Jarg Fiee Sape g a1l
o CITd H 3Fch hid QX o hl &THAT aUT & o 1Y AT s et T T[0T 84T @18
o IUYe AT o folg SfiuaTRen erfOen TvadT SR Srgwa Tl o1t # ge & 51 Hehdl! 81

f@a aden gath o

afe erclt wfshar 7 faf@a afier enfaer g1 &, af =geTas 3rée 37 70% &ierl A ar ar sifere srseft
AT 37 ITcd hieh 378dT ITod hd &, df 37 Tt 3reafeay v = fopar srwam|

3T AT
45 aY AT 3HY A (3T T HTH AR & 3He7aR) |
FRITAA

% feeell| Tl 3R TSl o olleh Ty URGeT A HeTod SATATRe HeTHT TTocl el T AR [HT |
Tt 3R et &7 It et s gehdr
AT



%60,000/- & ¥1,20,000/- & fAEiRd e & #Areter, 3r3-gf & Aagdr 3R 3efs7a & 3Heqed feam smeam|
Aoy A1H

3 At & 3fafkad NHSRC & wRaATErdT f:e[eh gerea i, R fafeear diem, Aesa
forer wfergfet, efger gfaqfc (NHSRC &I &ifd & 317dR), 30 &t & HA e Jraehrer, R THR Sl
AT o HTHR AfgT RIALSEIATHT o forw qot daer afed Alqea raenrer, HR-fsdres & 3T ddalgere
aar 3nfAeRe ki & forw I smndfae o (TADA) 3R gfafesT & =T (Per Diem) & 9T 8141
3reTarer Y Jrafer

TR 3Tefer 31 A 2028 deh TGN (HellNololeh h-TASUIE o 3R 9T $H 3TN TGIAT ST Hebll 8) |

SH HIETTchN H T 33T T NHSRC #H HHT hlRlel i HTaRTehal dlel TUT 3Tl FoR & 3T

Rerd get & forw oif foar fonar ST aehar £
e F HY
ATt @ 3T & o & NHSRC &1 a9 1S (hitp:/nhsrcindia.org) TR SUTstT 3ieTellge 3TdeeT I i

Ter-Ter 81X | 37TdesT hadl [UTRA 3ifaarssT 3des UwT & & TR fFT STTaT| 3Tae Ired adey &hr
3ifaer fAaf2r § 11 November 2026.




