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Essential

Qualification :

e MBA - HR from any recognized university/

Assistant Data AICTE approved institution in India.

1 | Officer — Grievance | » Working knowledge in Microsoft Word/Excel.

Redressal Desirable

e At least 1 year post — qualification experience
in handling HR/Grievance related work with
government/ private agency.
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TERMS OF REFERENCE
General
Position Assistant Data Officer- Grievance Redressal
No. of Post One (1)
Location State Health Society, Bihar
Duration of Contract The recruitment will initially be for a period of eleven

months which shall be extendable upto three years

subject to following conditions:

(A) Performance is found satisfactory  after
objective review of work performance

(B) Sanction of the post in RoP under NHM

(C) Availability of fund.

The contract may be further extended beyond three
years subject to fulfilment of criteria (a), (b) and ©)
mentioned above.

Eligibility Criteria

Category : 01 (Single)

Maximum Age : UR (Male) - 37 Yrs., UR (Female) - 40 Yrs.,BC/EBC (Male/Female)-40 Yrs, SC/ST
(Male/Female)-42 Yrs as on 1% August, 2018. 10 years relaxation in age will be
admissible to disabled candidates.

Essential :

Qualification:
* MBA - HR from any recognized university/AICTE approved institution in India.
e Working knowledge in Microsoft Word/Excel.

Desirable :

* At least 1 year post — qualification experience in handling HR/Grievance related work with

government/ private agency.
; Other information/Requirements/Conditions

Purpose of Assignment :

e The Assistant Data Officer-Grievance Redressal will be responsible for data management of
Grievance Redressal at all levels. He will also be responsible for any other health related data work.
He will also carry out any other responsibility as assigned by Executive Director, SHSB.

Summary of Roles and Responsibilities :
The main duties and responsibilities of Assistant Data Officer-Grievance Redressal will include but
will not be limited to the following :
* Discharge such other duties and responsibilities which may be assigned/directed by the Executive
Director, SHSB from time to time.
* Compilation of grievances/complaints received from all sources either online or offline.
* Maintain the records of all the complaints (resolved/pending).
e Arranging acknowledgement of the grievances/complaints received in timely manner by
online/SMS/post.
* Put up all the complaints with his noting/comment in a timely manner to the Data Officer.
* Any other work as assigned by the Executive Director, State Health Society, Bihar.

Reporting to: Executive Director/ any other Concerned Officer of SHSB.

Remuneration/Compensation
Consolidated remuneration of Rs. 35,000/~ per month.

Agreement

Selected candidate will have to sign a contractual agreement with SHSB.
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