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lndia Country Coordination Mechanism (CCM) Secretariat
for the Globa! Fund to Fight AIDS, Tuberculosis and Malaria

The Global Fund, also known as The Global Fund to fight AIDS, Tuberculosis and Malaria
(GFATM), is a Geneva based multi-lateral funding organization aimed at eliminating and
controlling AIDS, TB and Malaria.
At the country level, the Global Fund grant is governed by a multi-stakeholder body referred
Country Coordinating Mechanism. The lndia Country Coordinating Mechanism (lndia-CCM),
is chaired by the Secretary (HFW), MoHFW. lndia-CCM coordinates the grant and provides
it with national oversight and ownership through the Programme divisions and its Oversight
Committee.

For further information, please refer to the lndia CCM website: www.india-ccm.tn

ICCM secretariat invites applications for the posts of:
1. Coordinator (One position) for lndia CCM Secretariat, Ministry of Health & Family

Welfare, New Delhi.
2. Programme Officer, (One position) for lndia CCM Secretariat, Ministry of Health &

Family Welfare, New Delhi.
3. Administrative Assistant, (One position) for lndia CCM Secretariat, Ministry of Health

& Family Welfare, New Delhi.

. Detailed TORs are attached.

. Place of Posting: Delhi

Appointment will be purely on contractual basis for a period of one year and will be

extended further on basis of satisfactory performance every year depending on availability
of funds. Please send your updated CV via email by EY FeQr-uary,!024.to, iccmse-ct-
mohfw@gov,in (CoS)

Note: Please specify clearly the post applied for in the subject line of the application
email and send separate emails in case you are interested in more than one position
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India Country Coordination Mechanism (CCM) Secretariat
for the Global Fund to Fight AIDS, Tuberculosis and Malaria

The Global Fund, also known as The Global Fund to fight AIDS, Tuberculosis and Malaria
(GFATM), is a Geneva based multi-lateral funding organization aimed at eliminating and

controlling AIDS, TB and Malaria.
At the country level, the Global Fund grant is governed by a multi-stakeholder body referred
Country Coordinating Mechanism. The lndia Country Coordinating Mechanism (lndia-CCM),
is chaired by the Secretary (HFW), MoHFW lndia-CCM coordinates the grant and provides
it with national oversight and ownership through the Programme divisions and its Oversight
Committee.

For further information, please refer to the India CCM website: www.india-ccm.in

ICCM secretariat invites applications for the posts of:
1. Coordinator (One position) for lndia CCM Secretariat, Ministry of Health & Family

Welfare, New Delhi.
2. Programme Officer, (One position) for lndia CCM Secretariat, Ministry of Health &

Family Welfare, New Delhi.
3. Administrative Assistant, (One position) for lndia CCM Secretariat, Ministry of Health

& Family Welfare, New Delhi.

. Detailed TORs are attached.

. Place of Posting: Delhi

Appointment will be purely on contractual basis for a period of one year and will be

extended further on basis of satisfactory performance every year depending on availability
of funds. Please send your updated CV via email by... ... February,2024.to, iccmsect-
m-o_hfw@99y,111

Note: Please specify clearly the post applied for in the subject line of the application
email and send separate emails in case you are interested in more than one position



1. Coordinator, lndia CCM

Terms of Reference

Role & Responsibilities:

coordinator' lndia-ccM will be respo-nsible for the smooth operation and management ofthe secrerariat of trre rnoia-count,v cooioinriing M".f anlsm (ccM) ior the Grobar Fund
lT#3.t; JPfl:iiTll **k; ) ;; ;; ;;,;.,,ln th e ro,owi ns ru nctio ns u nder 

"ro,J

1' Provide support to all functions under lndia-ccJV through regurar meetings. capacitv-
SHitH:?:;:1r,,., 

of induction t,.rining, 
'.giJrrr workshops Jno reao the team of rndia2' Liaison with the various stakeholders- ccM members from ail constituencies (Government,Development partners, civil socrety K.t po;;irtio1., private s..ioirno peopre Affectedwith Diseases etc), the Global rrno clr.ilrJnt prr.rpar Recipients (NACo, crD andf|f,"o' and Non-government nrincipain..ip,.nt. to faciritate smooth function of rndia3 Management of ccM processes including updating list of members. finalizing the electionof civil society representatives, preparingihe ,g.no, of meetings, preparing minutes and

il',lii?l?:ifff,J:,H:33# within oerlneJti,il ri,it, D;;;;;;iair meetinss and a,4' 
SetnX']'tt 

the work or oversignt committee and other committees/sub committees of rndia5 Facilitate and manage the p:^?,1:tron, deveropment and submission of the nationarproposalto the GFATM for allocation cycles announced by the Cinina'*ith supportfor therollowing: a) To coordinate and riaire *iih ,rr'rir[.r.,rro.o- Ccrvr';;;;.^ deveropmentpartners 
.,,gove,rnmell programmes, non-government partners and communityrepresentatives by calling nroao consuttation.irj.o....,lmenting 

feedback received fromthem guiding the propotlt J"r.topr.nt pio..*. il Maintain comprete documentation ofthe proposal development process. c) Provide tecnnicat srpportll ;;;;, sub committees_for the review of proposars sulmittei by p;;i;;i Reciprents (pRs) and recommendations
l',.'* I'.i r:: i :[ il fl 3j: I f 1n* 
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deveropment throush ;r,il;;;", i, ,..irg.;;il on,".[:,J,,Ti,,f:irr?l:;l[.,T, ru.fi.JJFacilitate the provision or telnnrcal and potiJy i;ili to the proposar, incruding riaison with
lx?,;,i:'n'rations 

that are l.ro,ns p,..pr,.riio,["i* p,.oposar deveropment in rerevant
6' Manage all correspondence of lndia ccM secretariat as well as keep track of thedisbursement of fund installments to the pn;, il#tne GpATMlni-to'ii. sub-recipients

fitsffi;5;;3lj',tt tre reports. seek clarifications/feedback and disseminate information
7 ' Facilitate the leadership role of lndia for the 1 1 constituent countries at the rever of the

' [/
V
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GFATM Board and the Committees of the GFATM Board with a SEAR constituency

membership to clearly and strategically represent the concerns and priorities of lndia and

the Constituency countries in all matters related to the GFATM.
8. Coordinate the preparation of position and policy papers on key public health aspects of

HIV/AIDS, Tuberculosis and Malaria epidemics and control programmes for the lndia CCM

with respect to lndia and the SEAR Constituency countries and related GFATM Policy and

Strategy issues for the MOH&FW, Gol official representing the SEAR Constituency at the

Policy and Strategy Committee of the GFATM Board.

9. Track all GFATM related information and keep the lndia-CCM and its website and the
various Principal Recipients updated on all changes and developments. Document all

problems and solutions, policy concerns and formulations; best practices and success

stories related to allthe GFATM Grant Cycles in lndia.

10. Ensure updating the website of the CCM and tracking GFATM related information. make
proposals for the improvement of the website. and liaise with the CCM members on

communication. .

11. Oversee and take charge of all activities of the Programme Officer in case of her leave
12. Any other duties and responsibilities assigned by the Supervising Joint secretary/Member

Secretary lndia CCM/GFATM focal point in the lndia-CCM

Educational Qualification and Experience:

. Post graduation in Preventive Social MedicineiCommunity Medicine/ Community Health
Administration/ Public Health/ Health Care Management/ Social Work from a

recognized university or institutton.

. Minimum 5 years post-qualification work experience in health sector in the area of
programme management with Govt / Private/ NGO/ other organizations working in

health sector/ health projects at National or State level.

The essential qualification may be relaxed in cases of experienced candidates or if
there are no candidates available with the prescribed qualification.

Desirable:

. Experience of working with Global Fund projects will be considered an added
advantage.

. Experience of working for HIV/AIDS, TB and Malaria programs in govt. or non
government sector preferably at National level.

. Experience of working at national level in public health programme at least for one
year will an added advantage.

Knowledge and skills:
. Computer proficiency with high level of familiarity with commonly used packages like

MS Word, Excel, Power Point
. Ability to function collaboratively and productively in a multi- disciplinary

environment/ multiple sectors/agencies, especially in health and related sectors



. Possess team working capability

. lnterpersonal and management skills with ability to work in a deadline-driven
environment

. Ability and willingness to travel extensively

. Excellent writing and verbal communication skills

. Fluent in English and Hindi.

Remuneration: Rs. 91,4401- per month (Consolidated)

Age: Upper limit 63 years as on the last date of receiving application.
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2. Proqramme Officer. ICCM

Terms of Reference

Role & Responsibilities:

Programme Officer will assist in the smooth operation and management of the
Secretariatoflndia-Country Coordinating Mechanism (CCM) for the Global Fund for AIDS,

Tuberculosis and Malaria by performing the following functions under the close
guidance of Coordinator and Focal point lndia CCM.

1. Provide support to the lndia-CCM by calling and organizing regular meetings,

assisting in capacity-building for the CCM, including organization of induction
training and workshops, and liaison with the various CCM constituencies and their
representatives, including GFATM, Local Fund Agent, the Government Principal

Recipients (NACO, CTD, NVBDCP)and the NGO PR's '
2. Support CCM processes-, facilitating work related to election process of lndia CCM,

preparing the agenda of meetings, preparing minutes and circulating them to the
CCM within defined time limits. Document all meetings and allmatters relating
to grant implementation in lndia.

3. Facilitate the work of Oversight Committee and other committee/sub
committees oflndia CCM, prepare agenda of the meeting, preparing minutes

and circulating them to all concerned within defined time limits.
4 Support Coordinator for the preparation, development and submission of the

nationalproposal to the GFATM for allocation cycles announced by the GFATM with
support for the following:
a) To coordinate and liaise with all stakeholders- CCM members,

development partners, government programmes, non-government
partners and community representatives by calling broad consultations and

documenting feedback received from them guiding the proposal development
process.

b) Maintain complete documentation of the proposaldevelopment process.
c) Provide technical support to various sub committees- for the review of

proposalssubmitted by Principal Recipients (PRs) and recommendations to the
lndia-CCM on eligible proposals or nomination of the Principal Recipients (PRs)

and disease expert committees to review final funding proposal etc.
d) Support proposal development through participation in meetings with

proposed Principal Recipients ( PRs)
5. Support coordinator to keep track of the disbursement of fund installments to

thePR'sfrom theGFATMand to sub-recipients from the PR's.
6. Maintenance of finance related work of lndia CCM, verification of bills and vouchers

(TA/DA, website, vehicle related) and preparation of compiled financial statement
(costed work plan, statement of expenses) including audits of lndia CCM Secretariat

7. Maintenance of HR related matters, leave record, administrative and financial matters
of lndia CCM Secretariat.

8. Oversee and take charge of activities of Administrative Assistant, lndia CCM during
periods of leave.

9. Any other work as assigned by Focal Point, lndia CCM.
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Educational eualification and Experience
' Master's Degree 9r Post graduate diploma in-- public Health or Health careManagement or social sliences from a L"ogni."d university or institutionwith relevant work Experience
' Minimum two years post-qualification work experience in health sector in thearea of programme management with bovt./ private/ NGo/ other

ilTlJiill:i|"r5"*,.n in neirtr rerateJ rierdJ hearth projects at Nationar/

The essential qualification may be relaxed in cases of experienced candidates or ifthereare no candidates avairLbre with ilre pccnblo quarification.

Desirable:

' Experience of working for HIV/A'DS, TB and Mararia programs in govt. ornon government sector preferably at NatLnaiL""r
' ffi';l: 

of working with Grobar Fund projects wiil be considered an added

Knowledge and skills:
' computer proficief 

!y wilh high rever of famiriarity with commonry usedpackages likeMS Word, fxc6t, power point -r '.1

' Abirity to function,coraborativeiy and productivery in a murti_disciprinary

::Ji:?3," 
nt/m u rti p re sectors/aiencies, urpl.irj rv i n h ea rth a nd rerated

. Possess team workingcapability
' lnterpersonar and manag"r"ni skiils with abirity to work in a deadrine,drivenenvironment
. Ability and willingness to travel extensively
' Exceilent writing and verbar communication skiils. Fluent in English and Hindi.

Remuneration: Rs. 60,g60/_ per month (Consolidated)

Age: Upper rimit 63 years as on the rast date of receiving apprication.

V

6



-t-

3. Administrative Assistant. ICCM

Terms of Reference

Role & Responsibilities:

Administrative Assistant will provide office and secretarial assistance in the smooth
operation and management of the Secretariat oflndia-Country Coordinating Mechanism
(CCM)for the Global Fund for AIDS, Tuberculosis and Malaria by performing the following
functions under the close guidance of Coordinator and Focal point lndia CCM:

1. Keep custody of all files and assets of the lndia CCM Secretariat and maintain all

records pertaining to all activities conducted therein.
2. Support the CCM Secretariat for all routine administrative tasks such as filing, phone

calls, documentation, minutes of meetings and dissemination of information.
3. Support to organize CCM meetings including the venue, attendance, documentation.
4. Support the CCM Secretariat team in all activities related to Round call for proposals,

CCM Elections, Orientation and workshops.
5. Support to for CCM Audit activities
6. Support for all tasks pertaining to Maintaining and updating the database of all the

GFATM Grant Rounds to lndia, stakeholder list- CCM members, GFATM, Principal

Recipients etc.
7. Maintain all CCM related files, letters and correspondence and provide the CCM

Secretariat Team administrative and office support
8. Responsible for regular updating lndia CCM website on the basis of approved records

9. Support for all tasks pertaining to Updating and maintaining CCM website processing

all bills there of
10. All Procurement-related activities of the lndia CCM Secretariat.
11. Support the CCM Secretariat team for coordinating with Administration division of

MoHFW and NIC for smooth function of E,office of ICCM Secretariat as well as

issuance of links for virtual meetings and ensuring all compliances.
12 Support Programme Officer in maintaining TA/DA bills/ Vouchers of CCM members,

Vehicles (ICCM Secretariat) preparing expenditure reports and maintaining CCM

accounts books
13. Any other work as assigned by Focal Point, lndia CCM.

Ed ucational Qualification
Graduate from a recognized institute or university

Desirable
Diploma or certificate in Office Administration from a reputed institute

Experience
Five year's prior work experience in related field

Knowledge and Skills
o High degree of proficiency in office procedures, typing and machines

(photocopier, fax fr ./etc) V
)
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lndia Country Coordination Mechanism (CCM) Secretariat
for the Globa! Fund to Fight AIDS, Tuberculosis and Malaria

The Global Fund, also known as The Global Fund to fight AIDS, Tuberculosis and Malaria
(GFATM), is a Geneva based multi-lateral funding organization aimed at eliminating and
controlling AIDS, TB and Malaria.
At the country level, the Global Fund grant is governed by a multi-stakeholder body referred
Country Coordinating Mechanism. The lndia Country Coordinating Mechanism (lndia-CCM),
is chaired by the Secretary (HFW), MoHFW. lndia-CCM coordinates the grant and provides
it with national oversight and ownership through the Programme divisions and its Oversight
Committee.

For further information, please refer to the lndia CCM website: www.india-ccm.tn

ICCM secretariat invites applications for the posts of:
1. Coordinator (One position) for lndia CCM Secretariat, Ministry of Health & Family

Welfare, New Delhi.
2. Programme Officer, (One position) for lndia CCM Secretariat, Ministry of Health &

Family Welfare, New Delhi.
3. Administrative Assistant, (One position) for lndia CCM Secretariat, Ministry of Health

& Family Welfare, New Delhi.

. Detailed TORs are attached.

. Place of Posting: Delhi

Appointment will be purely on contractual basis for a period of one year and will be

extended further on basis of satisfactory performance every year depending on availability
of funds. Please send your updated CV via email by EY FeQr-uary,!024.to, iccmse-ct-
mohfw@gov,in (CoS)

Note: Please specify clearly the post applied for in the subject line of the application
email and send separate emails in case you are interested in more than one position


