
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. 
 
Role & Responsibilities: 

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

everything meets standards 
 Procurement of Goods & Services, Vendor Management, and Management of outsourced 

support services. 
 Negotiate with vendors to achieve the most favorable terms 
 Supervision of office support staff and management of vehicle fleet 
 Office Procedure – File maintenance, meeting schedules, facilitating travel plans, managing 

appointments, routine correspondence, drafting & noting, 
 Coordination & Liaisoning with other departments & organisations such as MoHFW, National 

Institute of Health Family Welfare, Transport Department, etc. 

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

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

 Coordination of Printing & translation of reports & papers 
 Initiation of File Notes, Draft Letters, Office Orders, Work Orders, Contracts, Agreements, 

SOPs and otheCorrespondencees. 



 Handling RTIs, Complaints, Grievances etc. 
 To manage PAO’s calendars and set up meetings as directed. 
  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 PPF, ESI, etc. 

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

Education and Experience: 
 
Essential: 
 Bachelor’s in Arts/ Hospitality/ Office Administration/Business Administration/ Marketing/ 

H.R. with Masters in Office Administration / Finance / HR/ Marketing / Masters in 
Hospitality Management, Hotel Management, or related areas. 

 Minimum 5 years of relevant work experience in handling government /Corporate 
Events/ working in hotel of repute. 

 

Desirable: 

 Certificate in Secretarial Practice / Certification in Vigilance / Certification in RTI Course 

 Experience in Government, Quasi Government or Government funded autonomous 
institutions  

 

Competencies: 
 Excellent administrative, organizational, and planning skills with attention to detail 
 Excellent written and verbal communication skills are required. 
 Excellent Presentation skills required. 
 Ability to work independently. 
 Must be proficient in MS office ( word, excel, PowerPoint). 
 Capable of working with multiple stakeholders independently. 
 Experience coordinating for large-scale events. 
 Ability to work under strict deadlines. 
 Computer literate with knowledge and experience of MS word & Excel spread sheet and 

Power point. 
 Should have knowledge of Accounts / Govt. Rules and Regulations / Purchase related 

procedures, GFR, GEM, 
 Knowledge of Registry Procedures and Travel / Fleet Management 
 Proficient in drafting notes / Official Letters in English & Hindi, handling routine 

correspondence independently 
 To be able to meet stringent guidelines at short notices and operate in an evolving 

environment 
 
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 Rs. 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 31st March 2024 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 5th December 2022. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
lanHkZ 'krsaZ 

dulYVsaV & ç'kklu 
jk"Vªh; LokLF; ç.kkyh lalk/ku dsaæ ¼,u,p,lvkjlh½ dh LFkkiuk jk"Vªh; LokLF; fe'ku  ¼,u,p,e½ ds varxZr Lok;Ùk 
iath—r laLFkk ds :i esa dh xbZ gS rkfd lkoZtfud LokLF; ç.kkyh dks etcwr djus ds fy, jkT;ksa dks rduhdh lgk;rk 
vkSj {kerk c<+kus ds fy, leFkZu miyC/k djk;k tk ldsA ,u,p,lvkjlh dks LokLF; uhfr@dk;ZØe fMtkbu vkSj 
ewY;kadu esa ;ksxnku djus dk Hkh tukns'k çkIr gSA 
 
o"kZ 2006 esa vkjaHk ls gh  ,u,p,lvkjlh vius ,tsaMs ds fy, Kku dk HkaMkj vkSj mR—"Vrk dk dsaæ jgk gSA bl laxBu 
ds lkoZtfud LokLF; ds {ks= esa layXu vusd ?kjsyw vkSj varjjk"Vªh; fudk;ksa ds lkFk O;kolkf;d laca/k gSaA ,sls vusd 
O;fä gSa ftUgksaus ,u,p,lvkjlh ds lkFk dk;Z fd;k vkSj vewY; vuqHko çkIr fd;k ftlls is'ksoj eafty dh vxyh 
lh<+h ij Nykax yxkus esa l{ke gq,A LokLF; ,oa ifjokj dY;k.k ea=ky; ds lkFk dk;Z djus ds O;kid voljksa ds lkFk 
,u,p,lvkjlh dh çfØ;k,a bldh vuwBh fo'ks"krk,a gSaA 
 
;fn vki LokLF; fu"i{krk vkSj mR—"Vrk ds fy, çfrc) gSa rks ;g Hkkjr esa lkoZtfud LokLF; ifj–'; dks fn'kk nsus 
ds fy, çfrc) Vhe ds lkFk dk;Z djus dk vuwBk volj gSA ;g in vkidks LokLF; ç.kkyh dks etcwr djus] LokLF; 
lsok forj.k esa lq/kkj vkSj jk"Vªh;] jkT; ,oa ftyk Lrjksa ij dk;kZUo;u lgk;rk ds ckjs esa vuqHko ds ek/;e ls ldkjkRed 
LokLF; ifj.kke çkIr djus dh çfØ;k  esa Hkkxhnkjh dk volj miyC/k djkrk gSA fofHkUu {ks=ksa esa dke djus okys ny 
ds lkFk dk;Z djds vki lsok forj.k ç.kkyh] lkoZHkkSfed çkFkfed LokLF; ns[kHkky] LokLF; ds fy, ekuo lalk/ku] 
lkeqnkf;d çfØ;kvksa] LokLF; foÙkiks"k.k] ns[kHkky dh xq.koÙkk] lkoZtfud LokLF; fu;kstu vkSj LokLF; laonZ~/ku laca/kh 
vusd pqukSfr;ksa ds lek/kku [kkstus] viukus] lg&ltZu vkSj çpkj&çlkj dj ldrs gSaA ;g ftyk vkSj mi ftyk 
dk;kZUo;u ls lh[kus] Kku ds vknku&çnku vkSj lkoZtfud LokLF; lqfo/kk miyC/k djkus ds lius dks lkdkj djus esa 
leFkZ gksus ds tfj, LokLF; ç.kkyh dks etcwr djus ds fy, leFkZu miyC/k djkus dk volj gSA 
 
bl in ij vuqca/k vk/kkj ij fu;qä O;fä ç/kku ç'kklfud vf/kdkjh dks fjiksVZ djrk gSA ;g in 'kq: esa nks o"kZ ds 
fy, gS vkSj dk;Z fu"iknu ds vk/kkj ij c<+k;k tk ldrk gSA 
 
Hkwfedk,a vkSj mÙkjnkf;Ro % 
& foÙkh; vkSj le; laca/kh ck/kkvksa ij /;ku nsus ds lkFk vkf/kdkfjd vk;kstuksa dh ;kstuk cukuk vkSj mudk vk;kstu 
& vkarfjd vkSj ckgjh nksuksa Lrjksa ij vk;kstuksa dk lqxe lapkyu lqfuf'pr djus ds fy, vk;kstdksa] ,tsafl;ksa vkSj osaMjksa 
ds lkFk leUo; 
& lc dqN ekudksa ds vuqlkj gksuk lqfuf'pr djus ds fy, vk;kstu 'kq: djus ls igys vafre tkap djuk  ¼vFkkZr 
est] çkS|ksfxfd;ka] vk;kstu ds fy, vko';d lkexzh dh vkiwfrZ½ 
&  oLrqvksa vkSj lsokvksa dk [kjhn] osaMj çca/ku] vkSj vkmVl‚lZ~M lgk;d lsokvksa dk çca/ku 
& lokZf/kd vuqdwy 'krsaZ çkIr djus ds fy, osaMlZ ds lkFk lkSnsckth djuk 
& dk;kZy; lgk;d dfeZ;ksa dk i;Zos{k.k vkSj okguksa ds csM+s dk çca/ku 
& dk;kZy; çfØ;k & Qkby vuqj{k.k] le;lhek dk ikyu djuk] ;k=k dh ;kstuk,a lqxe cukuk] vi‚baVesaV dk çca/ku] 
fu;fer i=kpkj] elkSns rS;kj djuk vkSj uksfVax 
& LokLF; ,oa ifjokj dY;k.k ea=ky;] jk"Vªh; LokLF; ifjokj dY;k.k laLFkku ] ifjogu foHkkx bR;kfn vU; foHkkxksa 
vkSj laxBuksa ds lkFk leUo; vkSj laidZ 
& lqj{kk vkSj vfXu'keu O;oLFkkvksa dk i;Zos{k.k vkSj u, dk;Z dk i;Zos{k.k] ejEer vkSj foLrkj dk;Z ds lkFk ubZ 
ifj;kstukvksa dk laLFkkiu vkSj pkyw djuk 
& fiaVlZ vkSj fMtkbulZ ds p;u dh çfØ;k lqxe cukuk vkSj çdk'kuksa ds fy, vkiwfrZ vkns'k dk fu"iknu vkSj HkaMkjx`g 
çca/ku 
& eqæ.k dk leUo; vkSj fjiksVZ ,oa dkxtkr dk vuqokn 



& Qkby uksV~l dh 'kq#vkr] elkSnk i=ksa] dk;kZy; vkns'kksa] dk;Z vkns'kksa] vuqca/kksa] le>kSrksa] ,lvksih vkSj vU; i=kpkj 
& vkjVhvkbZ] f'kdk;rksa] ijs'kkfu;ksa bR;kfn dks laHkkyuk 
& ih,vks dSysaMlZ dk çca/ku vkSj funsZ'kkuqlkj cSBdksa dh O;oLFkk 
& O;ofLFkr lwpuk lqfuf'pr djus ds fy, bysDVªkfud ,oa dkxth fjdkMZ dk vuqj{k.k vkSj vklkuh ls lqxE; 
& fu;fer ewY;kadu djuk vkSj lqfuf'pr djuk fd ,sls lsok laxBu ihih,Q] bZ,lvkbZ bR;kfn ekStwnk Je dkuwuksa] 
fu;eksa vkSj fofu;eksa dk vuqikyu djrs gksa 
& ckgj Hksts tkus okys ;k vkus okys lHkh i=kpkj dks laHkkyuk vkSj çkfFkfedrk ds vuqlkj O;ofLFkr djuk  ¼bZ&esy] 
i=] iSdsTl bR;kfn½ vkSj lacaf/kr QksYMjksa esa NkaVuk 
& dk;Zlwph dks çkFkfedrk ds vuqlkj rS;kj djuk vkSj vi‚baVesaV] cksMZ dh cSBdksa] lEesyuksa dh ;kstuk cukus esa lgk;rk 
djuk 
& lkSaih xbZ çLrqfr;ka ;k fjiksVZ rS;kj djus esa lgk;rk 
& nLrkotksa vkSj fjiksVZ ds ladyu] çwQjhfMax vkSj elkSnk la'kksf/kr djus esa lgk;rk 
& dq'ky vkSj çHkkoh ç'kklfud lwpuk vkSj lgk;rk lqfuf'pr djuk 
& dksbZ vU; vlkbuesaV djuk tks le;&le; ij foHkkx çeq[k lkSai ldrs gSa 
f'k{kk vkSj vuqHko % 
 
vfuok;Z 
& कला/आितÃय/कायाªलय ÿशासन/Óयवसाय ÿशासन/िवपणन/मानव संसाधन म¤ Öनातक के साथ कायाªलय ÿशासन/िव°/मानव 
संसाधन/िवपणन/आितÃय ÿबंधन, होटल ÿबंधन, या संबंिधत ±ेýŌ म¤ पराÖनातक। 
& ljdkjh vd‚jiksjsV vk;kstuksa dks laHkkyus/çfrf"Br gksVyksa esa dk;Z djus esa U;wure 5 o"kZ dk çklafxd dk;kZuqHko 
 
okaNuh; 
& lfpoky;h; vH;kl esa çek.ki=@lrdZrk esa çek.ki=@vkjVhvkbZ dkslZ esa çek.ki= 
& ljdkjh] vnZ~/k ljdkjh ;k ljdkj iksf"kr Lok;Ùk laLFkkuksa esa vuqHko 
 
n{krk,a 
& mR—"V ç'kklfud] laxBukRed vkSj fu;kstu dkS'kyksa ds lkFk foLrkj ij /;ku 
& mR—"V ys[ku vkSj ekSf[kd dkS'ky vko';d gSa 
& mR—"V çLrqfr dkS'ky vko';d gSa 
& Lora= :i ls dk;Z djus dh {kerk 
& ,e,l v‚fQl esa çoh.krk vfuok;Z gS ¼oMZ] ,Dlsy] i‚ojikbaV½ 
& Lora= :i ls vusd lacaf/kr i{kksa ds lkFk dk;Z djus esa l{ke 
& cM+s vk;kstuksa ds fy, leUo; dk vuqHko 
& l[r le;&lhek ds rgr dk;Z djus dh {kerk 
& daI;wVj lk{kjrk ds lkFk ,e,l oMZ vkSj ,Dlsy LçsM 'khV vkSj ikoj ikbaV dk Kku vkSj vuqHko 
& ,dkmaV~l@ljdkjh fu;eksa vkSj fofu;eksa /[kjhn laca/kh çfØ;kvksa] th,Qvkj] thbZ,e dk Kku gksuk pkfg, 
& jftLVªh çfØ;kvksa vkSj ;k=k/¶yhV çca/ku dk Kku 
& vaxzsth vkSj fganh esa uksV~l@vkf/kdkfjd i=ksa dk elkSnk rS;kj djus] Lora= :i ls fu;fer i=kpkj laHkkyus esa çoh.k 
& vYi lwpukvksa ij l[r fn'kkfunsZ'kksa dk ikyu djus vkSj mRlkgtud okrkoj.k esa dk;Z djus esa l{ke 
 
mez % 45 o"kZ ls de ¼ vf/kdre mez dh x.kuk vkosnu çkIr djus ds fy, vafre frfFk ls dh tk,xh ½ 
 
dk;Z dk LFkku % ubZ fnYyh] jkT;ksa vkSj ftyksa ds lkoZtfud LokLF; ifj–'; esa dk;Z djus ds vuqHko dk volj 
jkT;ksa vkSj ftyksa dh ;k=k 'kkfey gks ldrh gSA 
 



ifjyfC/k dh lhek % #- 60]000@& ls #- 1]20]000@& ds chp 
bl cSaM esa çLrkfor Qhl ;ksX;rk vkSj vuqHko ds lekuqikfrd gksxhA 
 
vU; ykHk % mi;qZä mYysf[kr ifjyfC/k ds vfrfjä] ,u,p,lvkjlh ds dulYVsaV fu%'kqYd nq?kZVuk chek] lfClMh;qä 
fpfdRlk chek] eksckby fcy dh çfriwfrZ] ySiVksi çfriwfrZ ¼,u,p,lvkjlh dh uhfr ds vuqlkj½] Hkkjr ljdkj dh uhfr 
ds vuqlkj 30 fnu dk lesfdr vodk'k] iw.kZr% losru ekr`Ro vodk'k ¼efgyk dulYVsaV ds fy,½] dk;Z çn'kZu ls tqM+h 
osru òf)] Vh, @Mh, vkSj MîwVh ds nkSjku ;k=k ds fy, çfrfnu 
 
vuqca/k dh vof/k % 31 ekpZ] 2024 rd vuqca/k ds lkFk leku vof/k dk foLrkj  ¼larks"ktud dk;Z çn'kZu ds fo"k;k/khu½ 
bl lk{kkRdkj esa pqus x, mEehnokjksa ij visf{kr leku dkS'kyksa ds vuqlkj vkSj leqfpr Lrj ij ,u,p,lvkjlh esa vU; 
fjä inksa ds fy, fopkj fd;k tk,xkA 
 
vkosnu dSls djsa % 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 çk:i esa gksus ij gh Lohdkj 
fd;k tk,xkA vkosnu çkIr djus dh vafre frfFk 5th December 2022 gSA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


