
Terms of Reference 
Data Processing Assistant (DPA), MoH&FW 

 
National Health Systems Resource Centre (NHSRC), New Delhi on behalf of Ministry of Health & Family Welfare 
is seeking applications from qualified candidates for the above mentioned post purely on contractual basis. 
 
Eligibility  
Education Qualification 1. Possess B.Sc. (IT)/B.E.(IT)/BCA with 2 years of experience 

Or 
         B.A./B.Com. with 5 years of experience (contractual – not below   
         the level of DEO) in Government Organization (Centre/State) 
2. Computer proficiency with commonly used packages like MS-Word, 

Excel, Power Point & Web surfing. 
3. Willingness to travel to States and districts to provide technical 

assistance and ability to work on different assignments simultaneously to 
meet the timelines for assignments. 

Years of Experience 2 years or 5 years of experience as mentioned above 

Age Below 40 years 

No. of Post One (01) 
Remuneration (Consolidated)  Rs. 40,000/- Per Month 

  
Roles and Responsibilities: 
1. Preparation of Reports concerning the Physical, Financial and Demographic Status of all States and State 

profile. 
2. Verification and assimilation of PIP (Project Implementation Plan) of States and extracting out information 

required for various heads. Preparation of reports and financial statements on the same. 
3. Funds related Data collection from various divisions under NHM, Data verification and preparation of Final 

statements. 
4. Preparation of data of States for Monitoring and Evaluation of NHM activities progress in the states. 
5. Assisting Division in Parliament Questions, Public Grievance, RTI matters.  
6. Carry out speedily dispatch of the outward communication from this Ministry to various 

Ministries/State/Division under the NHM using available mode of communication. 
7. Support NHM Division/MIS manager/Web Designer in facilitating various activities of NHM. 
8. Technical write up for web designing matters. 
9. Any other job as and when assigned by Senior Officers. 
 
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. The 
last date for receiving applications is 13-Jun-2023. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

jk"Vªh; LokLF; Á.kkyh lalk/ku dsanz ¼,u,p,lvkjlh½] ubZ fnYyh LokLF; ,oa ifjokj dY;k.k ea=ky; ¼LokLF; ,oa ifjokj 
dY;k.k ea=ky;½ dh vksj ls fo’kq) :i ls vuqca/k vk/kkj ij mi;qZDr mYysf[kr in ds fy, ;ksX; mEehnokjksa ls vkosnu 
vkeaf+=r djrk gSA 

1- ch- ,llh- ¼vkbZVh½@ch- bZ- ¼vkbZVh½@chlh, ds lkFk 2 o"kZ dk vuqHko 
;k 
ch-,-@ch-d‚e- ds lkFk ljdkjh laxBu ¼dsaæ@jkT;½ esa 5 o"kZ dk vuqHko ¼vuqca/kh; & MhbZvks ds Lrj ls uhps ugha½ 
2- ,e,l oMZ] ,Dlsy] i‚oj ikbaV vkSj osc lfQaZx tSls lkekU; :i ls mi;ksx gksus okys iSdsTl ds lkFk daI;wVj çoh.krk 
3- rduhdh lgk;rk miyC/k djkus ds fy, jkT;ksa vkSj ftyksa dh ;k=k djus dk bPNqd vkSj vlkbuesaV ds fy, le;lhek 
dk ikyu djus ds fy, ,d lkFk fofHkUu vlkbuesaV ij dk;Z djus dh {kerk 
 

2 o"kZ ;k 5 o"kZ dk vuqHko tSlk fd Åij mYys[k fd;k x;k gS 
 

40 o"kZ ls de 
 

(01) 
 

#i, 40]000@& çfr ekg 
 

 
1- lHkh jkT;ksa dh HkkSfrd] foÙkh; vkSj tukafddh fLFkfr vkSj jkT; çksQkby ls lacaf/kr fjiksVZ dh rS;kjh 
2- jkT;ksa dh ihvkbZih ¼ifj;kstuk dk;kZUo;u ;kstuk½ dk lR;kiu vkSj lekos'ku vkSj fofHkUu 'kh"kksaZ ds fy, vko';d 
tkudkjh fudkyukA muds ckjs esa fjiksVZ vkSj foÙkh; fooj.k rS;kj fd;k x;kA 
3- ,u,p,e ds varxZr fofo/k çHkkxksa ls vkadM+s laxzg ls lacaf/kr dks"k] MsVk lR;kiu vkSj foÙkh; fooj.k dh rS;kjh 
4- jkT;ksa esa ,u,p,e xfrfof/k;ksa dh çxfr dh fuxjkuh vkSj ewY;kadu ds fy, jkT;ksa ds vkadM+ksa dh rS;kjh 
5- lalnh; ç'uksa] tu f'kdk;r] vkjVhvkbZ ekeyksa esa çHkkx dh lgk;rk djuk 
6- lapkj ds miyC/k ek/;e dk mi;ksx djds  bl ea=ky; ls ,u,p,e ds varxZr fofHkUu ea=ky;ksa / jkT; / çHkkx rd 
cfgxkZeh lapkj dk rsth ls laçs"k.k djuk 
7- ,u,p,e dh fofo/k xfrfof/k;ka lqxe cukus esa ,u,p,e çHkkx@,evkbZ,l çca/kd@osc fMtkbuj dks leFkZu djuk 
8- osc fMtkbfuax ekeyksa ds fy, rduhdh ys[ku 
9- ofj"B vf/kdkfj;ksa }kjk lkSaik x;k dksbZ vU; dk;Z 
 
 

  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 Ák:i esa gksus ij gh Lohdkj 
fd;k tk,xkA vkosnu ÁkIr djus dh vafre frfFk 13-Jun-2023 gSA 
 
 
 
  
 
 


