Terms of Reference 

Project Analyst / (Three Positions)
National Health Systems Resource Centre (NHSRC), New Delhi on behalf of Ministry of Health   & Family Welfare is seeking resumes from qualified candidates for the above mentioned post purely on contractual basis.

Roles and Responsibilities:
 To assist the RCH (DC) Division in the Ministry in their overall execution of RCH Programme. 

· To Support / assist work for RCH Programme.

· Enter data, quality check of State PIPs.

· Maintain and update database. 

· Draft internal notes for the officers of the Division

· Support the officers of the division for internal and external communications

· To devise an action plan for monitoring implementation of projects.

· Desk review of implementation of projects.

· To obtain monthly physically and financially progress reports on ongoing projects.

· To liaise with state government and obtain monthly progress reports and other 

information /data required by Donor Coordination.

· To provide secretarial assistance to the officers in Donor Coordination Division including data entry work.

· Any other jobs assigned by the DC Division.

· Delivery of all the above tasks in a time bound manner
Eligibility- 

· Bachelor degree in any Discipline.
· At least 5 years experience of administrative assistance in government sector at national / state levels, willingness to work long hours and ability of multitasking. Preference will be given to candidates who have worked in NHM / RCH at National or State level.

· Key priority areas of work will be to support / assist work in RCH division, quality check of State PIPs, maintain and update of database, draft internal notes for the officers of the division, obtain monthly physically and financially progress reports of ongoing projects and any other jobs assigned by the DC Division.

· Good knowledge of written and spoken English  and working knowledge of Hindi is must have computer knowledge in MS Office and other applications
· Formal educational qualification, experience and age could be relaxed when there is a published work of high quality or whenever there is work experience of specific relevance 

Age: Upper limit 45 years as on 1/4/2016
Remuneration Range: Between 0.30 - 0.50 lakh per month   
Location: Delhi
Resume must reach by 4 p.m. on 4-Jun-2016 by email to project.analyst@nhsrcindia.org  or by post / by hand to HR Manager, NHSRC, NIHFW Campus, Baba Gang Nath Marg, Munirka, New Delhi -110 067. 

Note: 

· It is mandatory to mention Age, Year of Passing the Degrees, Current and Past Employment dates on your resume, without which it will not be accepted. 

· Please ensure to mention exact position applied for on the envelope (in post) and subject-line (in e-mail), without which resumes will not be accepted.

· If a candidate wishes to apply for more than one position then the individual is required to submit separate resumes for each position on the particular email id as mentioned in the ToR. 

