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Prototype for Post Advertisement

Name of the Position: Clerical Assistant (RRTC Coordinator):1 Position
Location: Name of the Medical College........ccvveeerevercrrnnnnnne Districti.ccrasaiosess

Reports to: RRTC Nodal, Deptt......cuvieeeccrrencnenecnnne Medical College........ccccvuur.. District..........

Background

.................................... Medical College is collaborating with Uttar Pradesh Technical Support Unit-
( UP-TSU) India Health Action Trust (IHAT) in the Regional Resource Training Centers (RRTC)
Program, aiming at capacity building of FRU Doctors of Public Health Facilities in 75 Districts of
Uttar Pradesh to improve maternal and new born health outcomes.

............................... Medical College invites applications for the following position from
competent and committed persons -

\Job Summary

Clerical Assistant (RRTC Coordinator)- RRTC Program: He/She will support Nodal Officer

Regional Resource Training Centre, ......c.cooeee. Medical College.This support will include
following key responsibilities-

Key Responsibilities:

e Work closely with the supervisor/other faculty members/programmatic linkage on setting
program priorities and directions.

e Participate in development and preparation of reports/documents.

e Provide support in all trainingof doctors from selected facilities under the program which
will include training calendar, batch formation, coordination with Specialists/ Medical
Officers, coordination with faculty Master Trainers and all logistic arrangements for the
training.

e keep record/data of all trainings and Specialists/ Medical Officers posted at each facility

e Prepare calendar for on-site mentoring visits to selected FRUs.

e Support in issuing training/mentoring visit letters to CMSs, Government and UPTSU-IHAT

e Coordination with Faculty and CMSs foron-site mentoring visits.

e Responsible for all logistics for on-site visits including carrying of all required resource
material/ check lists/mannequins.

e Undertake visit to FRUs with faculty for logistic support.

e Assist in establishing skill lab and will be responsible for its up-keep.

e Maintain all records of field visits.

 keep all expenditure statements and financial records.

¢ Prepare quarterly expenditure report.



