
Terms of Reference  

Data Entry Operator (Mental Health Division, MoH&FW) 

 
National Health Systems Resource Centre (NHSRC), New Delhi on behalf of Mental Health 

Division, Ministry of Health & Family Welfare (MoH&FW) is seeking applications from 

qualified candidates for the above mentioned post purely on contractual basis. 

Qualifications & Experience: 

• Graduate in any subject. 

• Qualification & Experience of computer skills, internet, web surfing including data 
processing and interpretation using Excel software. 

• 2 years’ experience in Handling Data Entry in National Programmes being run by the 
Government at National/ State level. 

 

Job responsibilities: 

• Data entry, compilation, analysis and data management online on   reporting 
formats from districts and states. 

• Assist Consultants, Program Associates and Program Officers in Data processing, 
interpretation and report preparation. 

• Maintain the records which received from states and various Institutes regarding 
progress report and information. 

• Assist in Monitoring and Evaluation. 

• Develop data base from monitoring formats & reports. 

• Assist in organization of review meetings, workshops and training courses. 

• Logistics management of various publications, report related to Mental Health 
Programme and also IEC Material. 

• Any other job assigned as per programme need by the reporting officer. 

 

• Remuneration: Rs. 30,000/- pm (Fixed annual increase of Rs. 1500/- per year). 

• No. of Position: One 

• Age limit: Up to 35 years 

 

 

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            

19-March-2024. 

 

 

 

 

 

 

http://nhsrcindia.org/


ekufld LokLF; çHkkx] LokLF; vkSj ifjokj dY;k.k ea=ky; dh vksj ls jk"Vªh; LokLF; ç.kkyh 

lalkèku dsaæ ¼,u,p,lvkjlh½] ubZ fnYyh mi;ZqDr mYysf[kr in ds fy, fo'kq) :i ls vuqcaèk ds 

vkèkkj ij ;ksX; mEehnokjksa ls vkosnu vkeaf=r dj jgk gSA 

• fdlh Hkh fo"k; esa Lukrd 

• daI;wVj dkS'ky dh ;ksX;rk vkSj vuqHko] baVjusV] osc lfQZax lfgr MsVk çkslsflax vkSj ,Dlsy 

l‚¶Vos;j dk mi;ksx djds O;k[;k 

• ljdkj }kjk jk"Vªh;@jkT; Lrj ij pyk, tk jgs jk"Vªh; dk;ZØeksa esa MkVk ,aVªh dks laHkkyus 

dk 2 o"kZ dk vuqHko  

• ftyksa vkSj jkT;ksa ls fjiksfVZax çk:iksa ij MsVk çfof"V] ladyu] fo'ys"k.k vkSj MsVk çcaèku 

v‚uykbu 

• MkVk çkslsflax] O;k[;k vkSj fjiksVZ rS;kj djus esa dulYVsaV~l] izksxzke ,lksfl,V~l vkSj dk;ZØe 

vfèkdkfj;ksa dh lgk;rk djuk 

• çxfr fjiksVZ vkSj lwpuk ds lacaèk esa jkT;ksa vkSj fofHkUu laLFkkuksa ls çkIr fjd‚MZ dk vuqj{k.k 

• fuxjkuh vkSj ewY;kadu esa lgk;rk djuk 

• fuxjkuh çk:iksa vkSj fjiksVksZa ls MkVk csl fodflr djuk 

• leh{kk cSBdksa] dk;Z'kkykvksa vkSj çf'k{k.k ikBîØeksa ds vk;kstu esa lgk;rk djuk 

• fofHkUu çdk'kuksa] ekufld LokLF; dk;ZØe ls lacafèkr fjiksVZ vkSj vkbZbZlh lkexzh dk Hkh 

ykWftfLVd çcaèku 

• fjiksfVZax vfèkdkjh }kjk dk;ZØe dh vko';drk ds vuqlkj lkSaik x;k dksbZ vU; dk;Z 

 

•  #- 30]000@& çfr ekg ¼#- 1500@& çfr o"kZ dh fuf'pr okf"kZd o`f)½ 

•  ,d 

•  35 o"kZ rd 

 mEehnokjksa ls vuqjksèk gS fd ,u,p,lvkjlh dh osclkbV 

¼http://nhsrcindia.org½ ij miyCèk v‚uykbu vkosnu dks lgh <ax ls HkjsaA vkosnu dsoy 

fuèkkZfjr v‚uykbu vkosnu çk:i esa gh Lohdkj fd, tk,axsA vkosnu çkIr djus dh vafre frfFk         

 gSA 


