
Terms of Reference 

Consultant - Administration 
  
 National Health Systems Resource Centre (NHSRC), New Delhi on behalf of Secretariat of the 
Interim Commission for Allied and Healthcare Professions, Ministry of Health & Family Welfare 
is seeking applications from qualified candidates for the above-mentioned post purely on a 
contractual basis. 
 
The National Commission for Allied and Healthcare Professionals Act, 2021 has recently been 
passed for the purpose of regulation of standards of education and services by Allied and 
Healthcare Professionals in India. In pursuance of the provisions of the same, the Interim 
Commission for Allied and Healthcare Professionals has been constituted to carry on the functions 
till a regular National Commission is constituted. Qualified professionals from various categories 
to be recruited to support the Secretariat of the Interim Commission. 
  
Number of Positions: 01 (one) 
  
Reporting Officer: Secretary, Interim Commission for Allied and Healthcare Professions 
  

      Role & Responsibilities: 

 Procurement of Goods & Services, Vendor Management and Management of out-sourced support 
services. 

 Undertake regular evaluation and also ensure that such service organisations are compliant to 
existing labour laws, rules and regulation such as PF, ESI, etc. 

 Coordination of printing and translation of reports and papers 
 Supervision of office support staff and management of vehicle fleet 
 Office Procedure – File maintenance, meeting schedules, facilitating travel plans, managing 

appointments, routine correspondence, drafting and noting, 
 Coordination and liaising with other departments and organisations such as MoHFW, National 

Institute of Health Family Welfare, Transport Department, etc. 
 Facilitatory support for conduct of meetings, workshop, consultation, etc. 
 Supervision of Security & Fire Fighting arrangements and supervising the new work, installations 

& commissioning of new project including repair & expansion work. 
 Facilitate process of selection of printers and designers and execution of supply order for 

publications and Warehouse management. 
 Any other work as assigned. 

  
Qualification, Experience and Competencies:  

 M.A./ M.Com 
 Minimum 10 years of post-qualification work experience in Administration, of which at least 5 

years in Government, Quasi Government or Government funded autonomous institutions. 
 Excellent administrative, organizational and planning skills with attention to detail. 
 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. 
 Excellent writing and verbal communication skills. 
 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: Upto 55 years (as on the date of receiving the application) 
  
Work Location: New Delhi with requirement of occasional outstation travel and regular local travel. 
  
Contract tenure: Till 31st December, 2023 and Extendable. 
  
Remuneration Range:  Rs. 50,000/- per month (consolidated) 
  
Other Benefits: In addition to the remuneration mentioned above, the applicants are entitled to 10 days 
Consolidated leave, reimbursement of tickets to and fro for on-duty visits.  

How to apply: Candidates are requested to fill in 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 09-May-2023. 
  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

lac) vkSj LokLF; lsok O;olk;ksa ds fy, varfje vk;ksx ds lfpoky;] LokLF; vkSj ifjokj 
dY;k.k ea=ky; dh vksj ls jk"Vªh; LokLF; ç.kkyh lalkèku dsaæ¼,u,p,lvkjlh½] ubZ fnYyh] 
iwjh rjg ls vuqcaèk ds vkèkkj ij mi;qZDr in ds fy, ;ksX; mEehnokjksa ls vkosnu vkeaf=r 
djrk gSA 

Hkkjr esa lac) vkSj LokLF; lsok is'ksojksa }kjk f'k{kk vkSj lsokvksa ds ekudksa ds fu;eu ds 
mís'; ls gky gh esa jk"Vªh; lac) vkSj LokLF; ns[kHkky is'ksoj gsrq vk;ksx vfèkfu;e] 2021 
ikfjr fd;k x;k gSAmlh ds çkoèkkuksa ds vuqlj.k esa] fu;fer jk"Vªh; vk;ksx dk xBu gksus 
rd dk;Z djus ds fy, lac) vkSj LokLF; ns[kHkky is'ksojksa ds fy, varfje vk;ksx dk xBu 
fd;k x;k gSA varfje vk;ksx ds lfpoky; dk leFkZu djus ds fy, fofHkUu Jsf.k;ksa ds 
;ksX; is'ksojksa dh HkrÊ dh tkuh gSA 

 

lfpo] lac) vkSj LokLF; ns[kHkky is'ksojksa ds fy, varfje vk;ksxA 

 eky vkSj lsokvksa dh izkfIr] osaMj izca/ku vkSj ckgjh leFkZu lsokvksa dk izca/kuA 

 fu;fer fu/kkZj.k djuk vkSj ;g Hkh lqfuf'pr djuk fd ,sls lsok laxBu ekStwnk 
etnwj dkuwuksa] fu;eksa vkSj fofu;eksa tSls ih,Q]bZ,lvkbZ vkfn ds vuq:i gSaA  

 fjiksVZ vkSj isij dh NikbZ vkSj vuqokn dk leUo;uA 

 dk;kZy; leFkZu LVkQ dk i;Zos{k.k vkSj okguksa ds lewg dks laHkkyukA 

 dk;kZy; izfdz;k&Qkby j[kj[kko] lHkk vuqlwfpr djuk] ;k=k ;kstukvksa dks vklku 
djuk] fu;qfDr;ka laHkkyuk] fuR; i=kpkj] Mªkf¶Vax vkSj uksfVaxA 

 vU; foHkkxksa vkSj laxBuksa tSls jk"Vªh; LokLF; ,oa ifjokj dY;k.k ea=ky;] jk"Vªh; 
LokLF; ifjokj dY;k.k laLFkku] ifjogu foHkkx vkfn ls leUo;ou vkSj laidZA 

 cSBdksa] dk;Z'kkyk] dalyVs'ku vkfn ds vk;kstu ds fy, ljy leFkZuA 

 lqj{kk vkSj vfXu'keu O;oLFkkvksa dk i;Zos{k.k vkSj u, dk;Z] ejEer vkSj foLrkj 
dk;Z lfgr ubZ ifj;kstuk dks yxkus vkSj 'kq: djus dk i;Zos{k.k djukA  

 fizaVj vkSj fMtkbuj ds p;u dh izfdz;k dks lqxe cukuk vkSj izdk'ku ds fy, 
vkiwfrZ vkWMZj dk fdz;kUo;u vkSj os;jgkÅl izca/kuA 



 lkSaik x;k vU; dksbZ dk;ZA 

 ,e-,@,e-dkWeA 

 ;ksX;rk i'pkr~ iz'kklu esa U;wure 10 o"kZ dk dk;Z vuqHko ftlesa ls de ls de 5 
o"kZ ljdkjh] v)Z ljdkjh ;k ljdkjh fuf/kc) Lok;Rr laLFkk esa gksA 

 fooj.k ij /;ku nsus ds lkFk mRd`"B iz'kklfud] laxBukRed vkSj ;kstuk dkS'kyA 

 dEI;qVj lk{kjrk ds lkFk ,e,l oMZ vkSj ,Dlsy LizSM'khV vkSj ikojIokbaV dk Kku 
vkSj vuqHkoA  

 ys[kk@ljdkjh fu;e vkSj fofu;e@[kjhn lacaf/kr izfdz;kvksa] th,Qvkj, thbZ,e dk 
Kku gksuk pkfg,A 

 jftLVªh izfdz;kvksa vkSj ;k=k@lewg izca/ku dk KkuA 

 mRd`"B ys[ku vkSj ekSf[kd lapkj dkS'kyA 

 uksV~l dks Mªk¶V djus@vaxzsth vkSj fgUnh esa vkf/kdkfjd i=ksa esa izoh.krk] Lora= :i 
ls fuR; i=kpkj laHkkyukA  

 vYi lwpukvksa ij dM+s fn'kkfunsZ'kksa dk ikyu djuk vkSj ,d mHkjrs i;kZoj.k esa dke 
djukA   

55 o"kZ rd ¼vkosnu izkIr djus dh frfFk ds vuqlkj½A 

ubZ fnYyh ds lkFk vfu;fer ckgjh ;k=k vkSj fu;fer LFkkuh; ;k=k dh vis{kkA  

31 fnlaEcj]2023 rd vkSj c<+ ldrh gSA 

% :i;s 50]000@& izfr ekg ¼lesfdr½A 

mi;ZqDr mYyf[kr ifjyfCèk ds vfrfjDr]vkonsd 10 fnu ds lesfdr vodk'k] 
M~;wVh foftV ds vkokxeu ds fVdV dh izfriwfrZ ds gdnkj gksaxsA 

mEehnokjksa ls vkxzg fd;k tkrk gS fd v‚uykbu vkosnu lgh rjg ls 

Hkjsa tks ,u,p,lvkjlh dh oSclkbV ¼http://nhsrcindia.org½ ij miyCèk gSA vkosnu 
dsoy fuèkkZfjr v‚uykbu çk:i eas gksus ij gh Lohdkj fd;k tk,xkA vkosnu çkIr djus 
dh vafre frfFk  gSA  

 


