Terms of Reference

Senior 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.

Roles and Responsibilities:

e Thorough knowledge of Government e-Marketplace (GeM) and General Financial Rules
(GFR).

e Preparation, processing, and management of RFPs / tenders.

« Vendor management including selection, coordination, and performance monitoring.

e Sound knowledge of Government Office Procedures, including file maintenance, noting,
drafting, and correspondence.

« Initiation and drafting of file notes, letters, office orders, work orders, contracts, agreements,
SOPs, and other official communications with minimal guidance.

e Coordination and liaison with MoH&FW, NIHFW, Transport Department, and other
Government/External organizations.

« Facilitation of inter-departmental coordination for smooth administrative functioning.

« Coordination with organizers, agencies, and vendors to ensure smooth execution within
financial and time constraints.

« Conducting final pre-event checks (venue setup, technology, supplies) to ensure standards
are met.

« Post-event coordination and follow-up documentation.



« Facility management including supervision of outsourced staff, security services, fire safety
systems, generators, and lifts.

Supervision of security and fire-fighting arrangements.

Fleet management, including coordination and monitoring of vehicles and related services.
Leadership skills with experience in managing a mid-size team.

Familiarity with labour laws and compliance requirements.

Regular evaluation of service providers to ensure compliance with labour laws and statutory
provisions such as EPF, ESI, etc.

Handling RTls, complaints, grievances, and related correspondence as per rules.
Preparation and implementation of Standard Operating Procedures (SOPs).

Knowledge of ISO standards (desirable).

Proficiency in MS Office (Word, Excel, PowerPoint).

Assisting in preparation of presentations, reports, and official documents.

Providing comprehensive administrative information and assistance to senior officers.
Undertaking any other assignments as may be assigned from time to time by the PAO /
Competent Authority.

Qualification & Experience:
For achieving above-mentioned deliverables, the applicant is expected to possess following
qualifications & Experience —

Qualification —

Bachelor’s in business administration (BBA), B.Com, B.A., B.Sc. in any stream along with M.B.A.
/M.A./M.Com with relevant experience in administration. (Regular Courses only)

Experience-
Minimum 10 years of post-qualification experience.

Desirable:
1. Certification course in MS Office.

2. Preference will be given to candidates having experience in Government, Quasi Government
departments or Government funded autonomous institutions.

Age: Below 55 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. 90,000/- to 1,50,000/-
*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 315t March 2028 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 27t January 2026.



Heat fr ardt
aR~s AAEHR — FATHT

TSI TIRELYT YUTToT THT ahe, (NHSRC) T TATIAT ITSEIT TIELY FALIS (NHM) & 3ideTd Uah T
USiiehel HEUT o & H T 1S B, TSIhT 3682 Aol {oieh FAELT YUTTell h1 GG el o] AT I ceheilehl
BT Td &THAT [AATOT HEANT YEToT T & | NHSRC 3l TITEY AT qUT HRIHAT & AT Ud HedidheT
H IRTETeT St T T lca i BT aram g

a¥ 2006 F FATTEAT & TRET W NHSRC 370e FHTAaTT & Ha T Fawdlt 7 71T & 85K Ud Sl &g & &9
#H A ad g3 el SH TTAT & Aol Teleh TAELT & 817 H SR 3761 TSI T ARSI HEATT h
AT oo SATGATS T TAMUT &1 NHSRC & HIY 1 Y Yeh 37aieh hlfeehl of Tgl H 3HeT ]8T
31Tord T €, T 35 319e) STaATAS Siided H 3T TAX deh T3] 96T T 9T U §31T%I FAEg
Td YRER HedT0T HATT TUT 3HDT hrA-TThAT3T A SATIh TedaT 3e]37d NHSRC T Ueh fafrse faisar
gl

3R 3T FEELT HATAA T el & Tid Tdeed 8, Al T§ AR H idolioleh T IRGeT
TR ¢t o forv ufceeyr T 19 o AT I e T Ueh [ATAISE AW & | Tg g TS, T TF et
TR T GceT HRAT-adeT A1 & ATCTH § TARLY TUTTIAT & Gleol, T FaT faeior & gur
JUT ThRTcHD TARLT YRUTAT I T&TH Fellel I ITshdT H TEATRIAT T ITE Y&TeT HT ¢ | T -
fasereh &1 & A2 1 Y g, Ao faawoT gonfer, FTasifae qrfAs Ty SwaTd, TRy Ald
T, HIHCTRI FishAT3, T [aquIToT, CWeTer & I[0TadT, Hiael ioieh Ty [@dlsle Ud Ty
Hatel @ HTT 3eieh GoilTcldl & FHTUTT Tholel, 3og 3] ioid s, Hg-TAHOT el TUT 3eTehT THR
YA T HTE UTCA G| g 3TTER SATIeh TR I TARELY Ul GElahoT & ANTeT &, fSTelr v 39-
TSrell TR R Hrdieaael @ WG 9T e, ATA-377d16 T A Teled TUT FasHi i feh TaeeT shalst Hi
IReFeTaT I HTRR el H TGTIH g1 |

Ig UGS TIToT SRITHToTeh TR i Fictafeet e qam HidercHesh 3R 9 g1 | TR &9 & g ferd
1 3afer ar gy r gief, o U eleT o 31TER 9T 79T ST ST HohelT 6 |

Hdeg Uq gIfdea :

o ITAHC S - ATfheTald (GeM) TUT A BISA 1T & (GFR) T HFIh TG HIATcHD
AT
RFP / TATACET3iT I amsY, T80T Ud JaereT |
3T e, TTaH I3, GH-ad 2T T62Te HI IR aiFaAfad g
QI FIATerT TTHAT3T &7 T A1, Foraet wiger GHwoT, fewqur (i), Fretar
RIR 3T U9 99maR A §
eATH HIICRTST H BIgel AlCH, I, HdTerd IS, 1Y 3MC, eI, FHS, SOPs T
37T TR TUYUT T ITHIUT T ToIaTHeT |




TAELY U9 YRAR HedT0T HATTT (MoH&FW), TSI TATELY UG IRAR ATl FEATT

(NIHFW), IRageT Ta8ITeT 2T 31 QTHRIT /AT HEATHT & A1 THead Ud I |

o RN FrAT & FATE Wl g HR-TAHTINT THea Y FITH Sl |

o 3MISTeR, TS TAT Ud JE1 o AT THaT Y [ad 1T Ud THI-HIAT o Ha wrdshaAt &l
el fersaresT Jlafad Fer|

o FHRIHHA U Y HTAH ATRT 1 ST (FUel SHSEAT, deheitenl FaitT, HIHAT 311S) T ATeleh
1 gfct GiATRET LT |

o FEHAIRIT GHAY Ud eTach Jiferdiaior|
forge r IR enfAer 81

o I&T Ud JTTARNAT STEUT3T T qIeToT|

o JIgs Y&, [GH aTgal U Hafid Bar3it &l GHaY Ud fIaRTeAT|

o FEYH AR I ETH & T T HeJ8Td Tig TeTel aAccd 4T |

o HHFIIAl T 3eTUTeleT TR AT T ST |

o Qa1 YeTdr3it 1 [ TAd FHedtene, dlfeh EPF, ESI 3T diTfoleh YTareiTeil Aigel 413 shisfeil sl
3FedTeret G fRad foram o dah|

o RTI, RIS, 3Tde Td T AT TAIR HT fATATTIR AEAROT|

e Standard Operating Procedures (SOPs) T IR Td fehdTeadaT |

e SO HATAhI T AT (AT |

e MS Office (Word, Excel, PowerPoint) H EeTdr|

o SEIfaE, wfddesl v 3= JfAehRer gEcTdsl Sl Sy & dga|

o IR~ HTURIRAT I HHIY FRATA I FIT T HRICT Tl el

o TUTH YATHAH ATVHRT (PAO) / T&TH TITUHRY SaRT HAY-HHY I HIY 3T 31 1T T

forsuresT|

AT T 3T :
3RIerd Aot arced! & gardl fsareet 3 3rearft o ool deaar va srgera amafara §—

eriore Aegar:

e TN YATHA H TATdS (BBA) / B.Com / B.A. / B.Sc. (FhdT &ff Tawr & Grr g MBA /MLA. /
M.Com YRITHT & HetIeT &7 # YIH e 3eTe7a Higd (harel HATAT ITaTsha HI= glal)

3o : Q&I TUTeh YFIAT Wl e & IR w3l 10 a%‘ra?raxrérsﬁaqal
CIGGICE

e MS Office H YHTUTT UTSTha |



o G/ TR, 3T-ATHH fIHTEN 312raT TR SanT fadl e T HEATl 7 R 7o
3@ aTer AT 1 rafAsdr & arwet|

3T WIAT : 55 T I e (3T T IVTAT 3TdeeT et i 3ifere A & 3reTar i sirwef) |

T T : 75 Teeoll; Tl vd TSTell & ATdeiioleh Fareed URGeT H YcgaT R 371e7d HTocl el
3AER | IMARIhATAR AT Td el hr I 3raferd graf |

qiisfAe AT : 290,000/- ¥ 21,50,000/- 9fa#TE|

* e R o T o o o o fdres w1 freiRoT 3ragrelf & AetfOre Qegdr Td 3e7sra
W%&TWI

3o TS : UG ercT ITRATAH oh 3TN NHSRC o HelTgehR1 i fol:2eh geiesTT s, Rarareh fafecar
oTAT, AraTS el et Tiergfcl, Auera gfaqfct (NHSRC N & 31678R), 30 f&=T 7 HATSh sraenrer, iRd
DR I ATl & ITHR YT deled Aige HcJed AehIRT (hd ol ATgell AR 8d), F&eT TR deiet
a‘_?‘:ﬁT, HNHWW%@WW(TA/DA)WWW@H diem) 9&TeT TohaT SITTaT|

reTaer Y AT YRk 3eTaer hY JTafer fEetieh 31 AT, 2028 Th WM, i foh TAsuIE s Telloofeteh 91w
STl UX 37T9Y 9615 ST Gohal &

AeTlceh R H Tl 373G & NHSRC 7 HHTT shiRrel 1 HTaRIhell alel 31 Rerd Tal o) oY, 3ugeret
TR R, AR frar ST asar g

3TdeT FI FX: H&u‘féﬁu’ma@fm%%a‘ NHSRC T asdTSe (http://nhsrcindia.org) X 3T TS
3TTdEe U &l TEI-TeT $1X | 3TAe shdol TR TAdST YRy H &1 TR fahT ST6ar| 3dest ured
$¥aT F 3fa#d fafdr 27 ST 2026 &



