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  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

              Project Director Regular post on 
deputation  

A senior IAS officer with work 
experience as District 
Collector. 

1 Overall In-charge of the programme 
2. Policy issues at the State level 
3. Planning, monitoring and supervision 
through field visits  
4. Monthly review meetings of AAP and  all 
interventions Financial matters.   
5. Human Resources at State & District levels 
– filling up of vacancies, preparation of 
training plans and monitoring the quality of 
training  
6. Sanctioning funds for various interventions 
7. Donor Coordination - on regular basis. 
8. Liaison with other departments and sectors 
for mainstreaming  
9. Other functions as illustrated in LoU 
10. Ex-officio secretary of Governing body of 
SACS 

 

 
 
 

     



2 | P a g e  
 

  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
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        Additional Project 
Director 

Regular post on 
deputation 

Senior officer from the State 
Health Services 

1.  In-charge of all technical Divisions at 
SACS 
2. Advise PD on all technical matters 
3.  Monitoring & Supervision of implementing 
units 
4.  Overall in-charge of Capacity building and 
training of personnel 
5.  Overall in-charge of Preparing AAP,  
Procurement Plan & monitoring progress. 
6.  Support PD on effective functioning of 
SACS 

      STI Division  
  

      

        Joint Director(STI) Regular post on 
deputation 

MBBS with 5 years of public 
health experience.  
In case of candidates with 
Post graduate diploma in 
Preventive and Social 
Medicine or Community 
Medicine or Skin and VD/ 
STD/ Dermatology 
Venereology Leprology or 
MBA in Health Management or 
Master in Public Health or 
Master in Health 
Administration,  experience 
may be relaxed to two years.  
Good computer skills. 

"1. Management and administrative 
facilitation of the STI programme in the state 
as per operational and technical guidelines of 
NACO 
2. Responsible for physical, financial and 
facilty target achievement in the programme 
as per approved annual action plan and 
monitoring of physical and financial 
achievements  
3. Prepare annual action plan for STI/RTI 
service delivery in the state (both NACO and 
NRHM components) 
4. Ensure and monitor delivery of quality 
STI/RTI services through government, private 
and TI, NGO supported STI/RTI clinics  
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      Proficiency in data 
management.   
 
 
Work experience must be in 
health programmes, HIV/AIDS 
or others including experience 
in field based implementation. 

5. Visit 25% of all STI clinics every quarter 
and submit report of the same to Project 
Director for which the incumbent shall tour for 
at least 8 working days in each month 
6. Review and oversee quality of STI/RTI 
service delivery to the HRGs through regular 
coordination with JD (TI),  TI NGOs and TI 
programme officers in the state 
7. Review and oversee STI/RTI service 
delivery through organized public and private 
sectors 
8.  Responsible for appointment and capacity 
building of counsellors in the designated STI 
/RTI clinics and extension of support to the 
designated clinics and regional STI centres 
as per annual action plan  
9. Facilitate the improved coordination 
between NACP and NRHM at state and 
district levels through regular coordination 
meetings, provision of technical assistance 
and oversight to STI/RTI service delivery at 
sub-district level  
10. Facilitate capacity building training of 
service providers and monitor the quality of 
training thereof  
11. Streamline and strengthen CMIS 
reporting from designated STI clinics, TI 
clinics and NRHM  
12.  Conduct of periodic review of the 
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      programme at state level to improve service 
delivery through public sector and TI NGOs  
13.  Maintain logistics of colour coded drug 
kits and RPR test kits being supplied through 
NACO for the designated STI Clinics  
14.  Establish and maintain referral linkages 
between STI/ RTI services to ICTC/ HIV-TB/ 
ART and Regional STI centres  
15.  Take up any other work as assigned by 
the Project Director from time to time. 
 

  Dy. Director  
(STI) 

Regular post on 
deputation 

M.B.B.S. with 3 years public 
health experience with   
In case of candidates with 
Post graduate diploma in 
Preventive and Social 
Medicine or Community 
Medicine or Skin and VD/ 
STD/ Dermatology 
Venereology Leprology or 
MBA in Health Management or 
Master in Public Health or 
Master in Health 
Administration, exp. may be 
relaxed to 2 years.   
Work experience must be in 
health programmes, HIV/AIDS 
or others including experience 
in field based implementation 

1.  Work closely with the STI focal person in 
SACS (JD/DD) for management and 
administrative facilitation of the STI 
programme in the state with specific 
emphasis on the private sector and TI NGO 
as per operational and technical guidelines of 
NACO 
2. Responsible for physical, financial and 
facilty target achievement in the programme 
as per approved annual action plan  
3. Coordinate closely with the STI and TI 
focal person in SACS for providing onsite 
mentoring and supportive supervision of TI 
STI service providers for HRG and ensure 
quality of STI/RTI services through TI NGO 
supported STI/RTI clinics  
4.  Foster partnership with and ensure and 
monitor delivery of quality STI/RTI services 
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      Good computer skills. 
Proficiency in data 
management.   
 

through organized public sectors like 
Railways, ESI, Armed forces, PSU, and the 
organized and unorganized private sectors 
through the professional associations  
5.  Visit 25% of all STI clinics every quarter 
and submit report of the same to Project 
Director for which the incumbent shall tour for 
at least 12 working days in each month 
6.  Hold regular coordination meetings with 
JD (TI), TI NGOs and TI programme officers 
in the state 
7.  Hold regular coordination meetings with 
the representatives of organized public and 
private sectors  
8.  Facilitate capacity building training of 
service providers and monitor the quality of 
training thereof  
9.  Streamline and strengthen CMIS reporting 
from TI clinics and private sector 
10.  Participate in periodic review of the 
programme at state level to improve service 
delivery through public sector and private 
sectors 
11.  Maintain logistics of colour coded drug 
kits and RPR test kits being supplied through 
NACO for the TI Clinics  
12.  Establish and maintain referral linkages 
between STI/ RTI services to ICTC/ HIV-TB/ 
ART and Regional STI centres 
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for NACP –IV.  
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        Divisional Assistant Contractual Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

      Basic Services Division        

        Joint Director(Basic 
Services)  

Regular post on 
deputation 

Regular medical post on 
deputation from State Govt./ 
Department/Organization of 
the rank of Joint Director. 

1.Monitor and supervise the implementation 
of ICTC/PPTCT/HIV-TB programme in the 
state.  
2. Plan and supervise the implementation of 
scale up plan for ICTC services to the level of 
CHCs, 24 hrs PHCs and Private Sector 
Health Institutions.  
3. Make field visits to ICTCs in the state, 
especially to poorly performing centres. 
4. Organize quarterly review meetings of 
District Supervisors and all Counsellors of 
ICTCs. 
5. Liaise with senior officials of the National 
Rural Health Mission (NRHM) and conduct 
coordination meetings regularly.  
6.Liaise with the State TB officer and conduct 
meetings of the State HIV-TB coordination 
committee every quarter. 
7. Supervise the selection and training of 
counsellors and LTs for ICTCs. 
8. Supervise the selection and training and 
posting of district coordinators for ICTCs in A 
and B category districts. 
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      9. Monitor the quality of training/capacity 
building being imparted in institutions of 
excellence identified by NACO for training of 
counsellors and LTs from the state.  
10. Prepare the state annual physical and 
financial plan for ICTCs 
11. Make annual forecast of  rapid test kits 
and consumables and prophylactic 
Nevirapine required for ICTCs  
12. Ensure 100% timely reporting in SIMS for 
all ICTCs 
Data quality monitoring for consistency, 
correctness and completeness 
13. Supply chain monitoring of HIV Rapid test 
kits & other consumables required for ICTCs 
including service delivery point wise 
monitoring for variances & reporting to DAC 
on monthly basis 
14. Coordinate with other division of SACS 
like CST, TI, STI & RNTCP 
15. Assist the Project Director in preparing 
replies to Legislature/Parliament Questions, 
reports to various Departments of the State 
Government including the Health and Family 
Welfare, Department on issues pertaining to 
ICTC/PPTCT/HIV-TB. 
16. Supervise the work of the Assistant 
Director (ICTC) and other members of the 
ICTC team 
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for NACP –IV.  
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      ICTC         

        Dy. Director (ICTC) Contractual MBBS with PG 
Degree/Diploma in Community 
Medicine/PSM/Community 
Health Administration or 
equivalent in public health 
fields  with  minimum 2 years 
experience after MBBS 
including PG Degree/Diploma 
duration 
OR 
MBBS with 5 years 
experience, preferably in 
public health care systems 
OR  
M.Phil (desirable PhD) degree 
in Psychology/Social 
Work/Sociology/Clinical 
Psychology/Medical 
Microbiology with minimum 3 
years  experience after  M.Phil 
or 2 years experience after 
PhD 

1 Monitor and supervise the implementation 
of ICTC/PPTCT/HIV-TB programme in the 
state. 
2. Plan and supervise the implementation of  
scale up plan for ICTC services to the level of 
CHCs, 24 hrs PHCs and Private Sector 
Health Institutions. 
3. Make regular field visits to ICTCs in the 
state, especially to poorly performing centres. 
4. Organize quarterly review meetings of 
District Supervisors and all Counsellors of 
ICTCs. 
5. Liaise with senior officials of the National 
Rural Health Mission (NRHM) and regularly 
conduct coordination meetings. 
6.Liaise with the State TB officer and conduct 
meetings of the State HIV-TB coordination 
committee every quarter. 
7.Organize steering committee meetings 
every quarter for Global Fund projects. 
8.Organize quarterly review meetings of 
Project Coordinators and Outreach Workers 
of all NGOs doing outreach work for 
PPTCT/HIV-TB. 
9.Supervise the selection and training of  
counsellors and LTs for ICTCs. 
10.Supervise the selection and training and 
posting of district coordinators for ICTCs in A 
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for NACP –IV.  
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      and B category districts. 
11.Monitor the quality of training/capacity 
building being imparted in institutions of 
excellence identified by NACO for training of 
counsellors and LTs from the state. 
12.Prepare the state annual physical and 
financial plan for ICTCs 
13.Make annual forecast of  rapid test kits 
and consumables and prophylactic 
Nevirapine required for ICTCs  
14.Assist the Project Director in preparing 
replies to Legislature/Parliament Questions, 
reports to various Departments of the State 
Government including the Health and Family 
Welfare Department on issues pertaining to 
ICTC/PPTCT/HIV-TB. 
15.Supervise the work of the Assistant 
Director (ICTC) and other members of the 
ICTC team such as PPTCT M & E Officer, 
HIV-TB Consultant, NGO Coordinator. 
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Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

        Assistant Director 
(ICTC) 

Contractual PG degree in 
Psychology/Social 
Work/Sociology/Clinical 
Psychology or M Sc in 
Microbiology/Medical 
Microbiology with minimum 2 
year experience in relevant 
field after PG Degree 
 
Desirable: Experience in 
Counseling and Human 
Development or Experience in 
Laboratory Service 

1. Monitor ICTC/PPTCT/HIV-TB programme 
in the state and prepare monthly reports. 
2. Coordinate the establishment of ICTC 
services upto the level of CHC, 24 Hrs PHCs 
and Private Sector Health Institutions in 
collaboration with NRHM. 
3. Coordinate the training of counsellors and 
LTs. 
4. Organize quarterly meeting of counsellors 
of all ICTCs. 
5. Establish good ‘in’ and ‘out’ referral 
systems in the ICTCs. 
6. Supervise the functioning of District ICTC 
Supervisors. 
7.Coordinate the establishment of mobile 
ICTC to cover tribal and difficult to reach 
areas. 
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Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

       PPTCT Dy. Director(PPTCT)  Contractual MBBS with PG 
Degree/Diploma in Community 
Medicine/PSM/Community 
Health Administration or 
equivalent in public health 
fields  with  minimum 7 years 
experience after MBBS 
including PG Degree/Diploma 
duration 
  
OR 
  
M.Phil (desirable PhD) degree 
in Psychology/Social 
Work/Sociology/Clinical 
Psychology/Medical 
Microbiology with minimum 3 
years  experience after                
M. Phil or 2 years experience 
after PhD 

1. Monitor and supervise the implementation 
of PPTCT programme in the state. 
2. Plan and supervise the implementation of  
scale up plan for PPTCT services to the level 
of CHCs, 24 hrs PHCs and Private Sector 
Health Institutions. 
3. Make regular field visits to ICTCs/PPTCTs 
in the state, especially to poorly performing 
centres. 
4. Organize review meetings of District 
Supervisors and all Counselors of ICTCs. 
5. Liaise with senior officials of the National 
Rural Health Mission (NRHM) and regularly 
conduct coordination meetings. 
6. Ensure that PPTCT line list is maintained 
at all facilities in state and reporting is done 
on periodic basis at district & state level.  
7. Monitoring and analysis of data related to 
PPTCT programmatic indicators to be done 
on regular basis. 

        Assistant  
Director(PPTCT) 

Regular post on 
deputation 

PG degree in 
Psychology/Social 
Work/Sociology/Clinical 
Psychology or M Sc in 
Microbiology/Medical 
Microbiology with minimum 2 
year experience in relevant 
field after PG Degree 

1. Monitor PPTCT programme in the state 
and prepare monthly reports. 
2. Coordinate the establishment of PPTCT 
services up to the level of CHC, 24 Hrs PHCs 
and Private Sector Health Institutions in 
collaboration with NRHM. 
3. Coordinate the training for PPTCT 
counselors and LTs. 
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Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

       
Desirable: Experience in 
Counseling and Human 
Development or Experience in 
Laboratory Service 

4. Facilitate organizing meeting of 
ICTC/PPTCT counsellors of all ICTCs. 
5. Establish good ‘in’ and ‘out’ referral 
systems in the ICTCs/PPTCTs. 
6. Ensure that PPTCT line list is maintained 
at all facilities in state and reporting is done 
on periodic basis at district & state level. 
Monitoring, supervision & analysis of data 
related to PPTCT programmatic indicators to 
be done on regular basis. Regular reporting 
to be ensured. 
 

  Divisional Assistant contractual    Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential. 

 
Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

        REGIONAL PROGRAM 
OFFICERS 

contractual (to be hired 
by DAC) 

MBBS with PG 
degree/diploma in Community 
Medicine/ PSM/ MPH/ 
MBA/MHA with minimum 3 
years experience after PG 
Degree or 5 years experience 
after PG Diploma, at the state 
level in any national health 
programme. 

1. Support the SACS in implementation of 
ICTC/PPTCT/HIV-TB programme in the 
states assigned.  
2. Assist SACS in planning scale up of ICTC 
services to the level of CHCs, 24 hrs PHCs 
and Private Sector Health Institutions. 
3. Make field visits to ICTCs in the state, 
especially to poorly performing centres. 
4. Participate and mentor SACS / DAPCU / 
Facilities during review meetings of District 
Supervisors and all Counsellors of ICTCs. 
5. Facilitate coordination with senior officials 
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Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      of the National Rural Health Mission (NRHM) 
and SACS. 
6. Facilitate coordination with the State TB 
officer and SACS for meetings of the State 
HIV-TB coordination committee. 
7. Assist SACS in monitoring the quality of 
training/capacity building being imparted in 
institutions of excellence identified by NACO 
for training of counsellors and LTs from the 
state. 
8. Support SACS in preparation of state’s 
annual action plan (physical and financial ) for 
ICTCs 
9. Facilitate SACS in annual forecasting of  
HIV Rapid Test Kits and consumables and 
prophylactic Nevirapine required for ICTCs 
 

Blood Safety  Division       
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for NACP –IV.  

 Terms of Reference  

      
 

        Joint Director (Blood 
Safety)  
 
Earlier designation - 
Joint Director ( Blood 
Safety & Quality 
Assurance) 
 

Regular post on 
deputation 

MBBS with 5 years of  
experience in blood 
transfusion services/  public 
health. In case of candidates 
with Post graduate degree in 
Transfusion Medicine/ 
Pathology/ Microbiology/ 
Public Health experience may 
be relaxed to 3 years  
Good computer skills.  
Proficiency in data 
management.   

1. Management and administrative facilitation 
of the Blood Transfusion Services 
programme in the state as per operational 
and technical guidelines of DAC/NBTC 
2. Responsible for physical, financial and 
facilty target achievement in the programme 
as per approved annual action plan and 
monitoring of physical and financial 
achievements for blood collection, voluntary 
blood donation, component separation and 
sero prevalence of TTI 
3. Prepare annual action plan for Blood 
Transfusion services in the state (in 
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for NACP –IV.  

 Terms of Reference  

      
 

        Dy. Director (Blood 
Safety) 

Regular post on 
deputation 

 MBBS with3 years of  
experience in blood 
transfusion services/  public 
health programmes  
 
In case of candidates with 
Post graduate degree in 
Transfusion Medicine/ 
Pathology/ Microbiology/ 
Public Health, experience may 
be relaxed to 2 years .   

coordination with State Blood Transfusion 
Council and State RCH officers) 
 
4. Work closely with SBTC to ensure proper 
functioning of the Regional Blood Transfusion 
Centres to create blood access through 
networking and linkages with blood banks 
and blood storage centres of the region 
5.  Fixing specific targets of voluntary blood 
collection for each DAC supported Blood 
Bank and monitoring achievement by 
involving District Collectors, IRCS, NGOs, 
CBOs, Voluntary Organisations 
6. Ensure and monitor delivery of quality 
blood transfusion services through DAC 
supported Blood Banks and ensure 
adherence to guidelines 
7. Liaise with State Drug Authority for 
licensing of Blood banks and renewal of 
license 
8. Work closely with State RCH officer to 
facilitate set up of Blood Storage Centres in 
First Referral Units  
9. Visit 25% of all blood banks every quarter 
and submit report of the same to Project 
Director for which the incumbent shall tour for 
at least 8 working days in each month 
10.  Responsible for appointment and 
capacity building of counsellors,  and 
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Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      laboratory technicians in the DAC supported 
Blood Banks  
11. Extension of support to the DAC  
supported Blood Banks as per approved 
pattern of assistance in Annual Action Plan  
12. Procure commodities for DAC supported 
Blood Banks as per approved pattern of 
assistance 
13. Facilitate capacity building training of 
service providers and monitor the quality of 
training thereof  
14.  Streamline and strengthen SIMS 
reporting from DAC supported Blood Banks 
15.  Conduction of periodic review of the 
programme at state level to improve service 
delivery  
16.  Maintain supply chain and logistics of 
commodities supplied under the programme 
through DAC to the DAC supported Blood 
Banks   
17. Establish and maintain referral linkages 
between Blood Banks to ICTC/ DSRC/ OPD 
for referral of seropositive donors  
18.  Submit periodic reports on Blood safety 
activities  to DAC 
19. Take up any other work as assigned by 
the Project Director from time to time. 
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        Assistant  Director 
(Voluntary Blood 
Donation) 
 
Earlier designation - 
Consultant (Voluntary 
Blood donation) 
 

Contractual • Recognized PG degree in 
social science / sociology / 
social work 
• At least 3 years experience 
in organizing voluntary Blood 
donation  
• Preferably regular voluntary 
blood donor 
• Knowledge of donor 
motivation, donor recruitment 
and donor retention. 
Knowledge of local language . 

 1. Management and administrative 
facilitation of the Blood Transfusion Services 
programme in the state with specific 
emphasis on voluntary blood donation as per 
operational and technical guidelines of 
DAC/NBTC 
2.  Responsible for physical, financial and 
facility target achievement in the programme 
as per approved annual action plan  
3. Develop State Level Strategies for 
promotion of VBD & phasing out of 
replacement blood donation based on 
DAC/NBTC guidelines. 
4. To prepare Quarterly Camp Schedule for 
DAC supported blood banks as per their 
requirement  
5. Visit all DAC supported BCSU each 
quarter to monitor the voluntary blood 
donation 
6.  Conduct field visits to poor performing 
districts of the state to develop dist level 
strategies for improving VBD  
7.  Monitor the blood bank counselors with 
respect to donor screening, counseling and 
motivation  
8.  Coordinate actively with State Blood 
Transfusion Council, state chapter of IRCS, 
Red Ribbon Clubs, Voluntary Organizations, 
Associations of Voluntary Blood Donors, 
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Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      Organizations of Donor Motivators, Youth 
Organizations and others to conduct 
awareness activities on Voluntary Blood 
Donation to improve donor  motivation, 
recruitment & retention 
9.  Hold quarterly coordination meetings with 
incharges of DAC supported blood banks and 
camp organizers to facilitate VBD 
10.  Facilitate release and monitor the 
financial expenditure (VBD camps, IEC, 
donor refreshment) for organizing the camps. 
11.  Facilitate capacity building trainings on 
Donor Motivation, retention and recruitment  
12.  Support JD/DD in streamlining and 
strengthening SIMS reporting from DAC 
supported Blood Banks 
13.  Participate in conduction of periodic 
review of the programme at state level   
14.  Maintain supply chain and logistics of 
commodities supplied under the programme 
through DAC to the DAC supported Blood 
Banks   
15.  Establish and maintain referral linkages 
between Blood Banks to ICTC/ DSRC/ OPD 
for referral of seropositive donors  
16.  Submit periodic reports on Blood safety 
activities  to DAC 
17.  Take up any other work as assigned by 
the Project Director from time to time. 



19 | P a g e  
 

  Category of the 
Position  
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        Astt Director (Quality 
Manager) 
 
Earlier designation - 
Quality Manager 
 
 

Regular post on 
deputation 

   M.Sc/B.Sc (Microbiology, 
Biochemistry, Biotechnology, 
Biomedical Sciences, Zoology, 
Medical lab Technology, 
pharmacy ) with 5 yrs 
experience if B.Sc and 3 yrs 
experience  M.Sc.  

1. Management and administrative facilitation 
of the Blood Transfusion Services 
programme in the state with specific 
emphasis on quality and standards of blood 
transfusion services as per operational and 
technical guidelines of DAC/NBTC 
2. Responsible for physical, financial and 
facility target achievement in the programme 
as per approved annual action plan  
3. Liaise with blood bank Medical 
Officer/CMS of the hospital/state drug 
authority for reviewing the status of licensing 
of blood banks and facilitate their periodic 
renewal 
4. To prepare Quarterly Visit Schedule  for 
DAC supported blood banks by Core Blood 
Bank Committee including blood bank 
experts, representatives of SBTC & State 
Drug Control Department   
5. Visit 25% of DAC supported blood banks 
each quarter to monitor the adherence to 
standards, blood access, linkages and TTI 
sero-positivity 
6. Conduct field visits to poor performing 
districts of the state   
7.  Monitor the blood bank technicians with 
respect to performance of all procedures and 
tests as per protocols  
8.  Coordinate actively with State Blood 
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Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      Transfusion Council, State Drug Control 
Department and Blood Banks to identify 
areas of constraints in blood banks for 
licensing purpose and recommend necessary 
corrective measures 
9.  Facilitate release and monitor the financial 
expenditure for organizing capacity building 
trainings of service providers in blood banks 
10.  Facilitate state level procurement of 
commodities for DAC supported Blood Banks 
11.  Support JD/DD in streamlining and 
strengthening SIMS reporting from DAC 
supported Blood Banks 
12.  Participate in conduction of periodic 
review of the programme at state level   
13.  Maintain supply chain and logistics of 
commodities supplied under the programme 
through DAC to the DAC supported Blood 
Banks   
14.  Establish and maintain referral linkages 
between Blood Banks to ICTC/ DSRC/ OPD 
for referral of sero-positive donors  
15.  Submit periodic reports on Blood safety 
activities  to DAC 
16.  Take up any other work as assigned by 
the Project Director from time to time. 
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        Divisional Assistant Contractual Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

      Lab Services Division       

        Assistant  Director (Lab 
Services) 

Regular    M.Sc  /B.Sc (Microbiology, 
Biochemistry, Biotechnology, 
Biomedical Sciences, Zoology, 
Medical lab Technology, 
pharmacy ) with 5 yrs 
experience if B.Sc and 3 yrs 
experience if M.Sc.. B tech 
(Biotechnology , Biomedical 
engineering) with 3 yrs exp 

1 Implementation of Quality systems in 
HIV/CD4 laboratories and Quality Assurance 
program.                                     
2. To assist JD (BS) in development of EQAS 
for Blood Banks and STI laboratories.                        
3. Supply chain/Inventory management of 
Lab test kits  ( HIV  serology kit,CD4, DBS 
collection kit, Whole Blood Collection kit)and 
consumables and equipment.   
4. To compile  quarterly EQAS data To 
ensure participation in EQAS of all 
laboratories (HIV, STI, Blood Banks, CD4 
laboratories).  To support JD (LS)  in  
preparing reports and documents.     
5. On site mentoring: To visit HIV labs for the 
purpose of mentoring and monitoring at least 
10 days in a month or more.       
6. To facilitate training and workshops for 
laboratory  staff.  
7. Any other work as assigned by  the 
controlling officer  
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      Care, Support  & Treatment  Division    

        Joint Director (CST) Regular post  MBBS with MD in any 
discipline with 3 years 
experience . Preference to be 
given  to candidates with MD 
in PSM /Community 
Medicine/internal medicine. 
OR 
MBBS with Masters/ Diploma 
in Public Health /Health 
management   or any other 
clinical discipline from a 
recognized university   with 5 
years experience in Public 
Health Programme  
 MBBS with diploma in HIV 
medicine/ Fellowship in HIV 
medicine  with 5 years of 
Experience in HIV sector   . 

1. All administrative and file work pertaining 
to CST services in the state including 
facilitating the staff appointment, salary, 
appraisals, officer orders to ART centres etc 
2.  To ensure implementation of CST 
Services as per prescribed Operational 
Guidelines for CoE, pCoE, ART plus, ART 
centres, LAC plus, LAC and CSC.   
 
3.  To ensure adherence to the highest 
standards of quality excellence in patient care 
and follow good clinical practices and ensure 
PLHIV are not discriminated in the hospital 
and are not denied admission/ care 
4.  To analyze the monthly ART centre 
reports from all the centres and send to 
NACO by the 1st week of every month as per 
the prescribed format 
5.  To analyze the monthly drug summary 
sheets from all the ART centres and send to 
NACO by the 1st week of every month as per 
the prescribed format and to manage SCM of 
ARVs & other commodities.  
6.  Supervision and monitoring of ART 
implementation in the State (should visit each 
ART centre at least once in 3 months and 
LAC /CSC once in 6 month). 
7.  To develop clear targets, with time lines, 
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      determine resource requirements and 
establish  the program management and 
information systems for scaling up ART as 
part of the comprehensive HIV/AIDS Care 
and treatment programme 
8.  Coordination with Principals/Deans of 
Medical Colleges and Medical 
Superintendents/Director of District 
Hospitals/Other Hospitals 
9.  Coordination with the Regional 
Coordinator (CST) in the planning and 
implementation of ART Services 
10.  Identification of sites for new ART 
centres as per NACO criteria 
11.  Identification of ART teams and 
organizes their sensitization on ART Services 
12.  Coordination of ART services with active 
participation of NGOs and PLHIV networks 
13.  Analyze  and forward data to NACO in 
prescribed format 
14.  To submit the monthly CST report to 
NACO 
15.  Organize training of various personnel 
involved in ART services 
16.  Focal point for supply and utilization of 
ARV drugs, relocations and monitoring of 
stocks of ARV drugs and coordination with 
NACO to avoid any drug stock outs or expiry 
of ARV drugs 
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      17.  Monitor procurement, supply and 
availability of OI and PEP drugs 
18.  Strengthening of linkages between ART 
centres and ICTCs 
19.  Establishment and monitoring of Link 
ART Centres following NACO criteria and 
guidelines 
20.  Coordinate within SACS with the Basic 
Services Division to ensure maximal linkages 
with ICTC, PPTCT (including EID) and HIV-
TB. 
21.  Monitoring of CSC in the State following 
NACO guidelines 
22.  Conduct quarterly review meeting of ART 
Centres and analyze data of all ART Centres 
23.  Member Secretary in SGRC meeting and 
ensure for conduction of quarterly SGRC 
meeting 
24.  Focal Point for Inter State and Inter 
District LFU Tracking activity as per NACO 
guidelines 
25.  Printing of registers, forms, records 
required for ART Centre and LAC as per 
Procurement guidelines of NACO 
26.  Work as SACEP member at COE/ART 
Plus member and must attend SACEP at 
COE every week and at ART Plus  centres 
once in fortnight 
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        Dy. Director (CST) Contractual University degree in Medicine / 
Nursing/ /Masters or diploma  
in Public Health or Health 
Management /Masters in 
Social Work or  in any other 
relevant field with minimum 5 
years of experience in Health 
sector. 

1. Ensure implementation of CST Services as 
per prescribed Operational Guidelines for 
CoE, p CoE, ART plus, ART centres, LAC 
plus, LAC and CSC under guidance of JD 
CST 
2.  To compile the monthly ART centre 
reports from all the centres and help JD CST 
in analyzing the same. 
3.  Supervision and monitoring of ART 
implementation in the State  
4.  Compile  and forward data to NACO in 
prescribed format 
5.  Help JD CST in identification of ART 
teams and organizes their sensitization on 
ART Services 
6.  Help JD CST in coordination of ART 
services with active participation of NGOs 
and PLHIV networks 
7.  Organize training of various personnel 
involved in ART services under the guidance 
of JD CST 
8.  Establishment and monitoring of Link ART 
Centres following NACO criteria and 
guidelines 
9.  Responsible for printing of registers, 
forms, records required for ART Centre and 
LAC as per Procurement guidelines of NACO 
under the guidance of JD CST 
10.  Strengthening of linkages between ART 
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      centres and ICTCs 
11. Coordinate within SACS with the Basic 
Services Division to ensure maximal linkages 
with ICTC, PPTCT (including EID) and HIV-
TB under the guidance of JD CST 
12. To support JD CST in developing clear 
targets, with time lines, determine resource 
requirements and assist in establishing the 
program management and information 
systems for scaling up ART as part of the 
comprehensive HIV/AIDS Care and treatment 
programme 
13.  To compile the monthly drug summary 
sheets from all the ART centres and help JD 
CST in analyzing the same. 
14. Focal point for supply and utilization of 
ARV drugs, relocations and monitoring of 
stocks of ARV drugs and coordination with 
NACO to avoid any drug stock outs or expiry 
of ARV drugs 
15. Monitor procurement, supply and 
availability of OI and PEP drugs 
16. Supervision and  Monitoring of CSC in the 
State following NACO guidelines 
17. To undertake regular visits to service 
delivery points (share sites visited with JD 
CST and AD CST to avoid duplication for 
assessment of: o Facilities : ART Centres, 
Link ART centres & CSCs, Laboratories for 
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      CD4 testing including supply of CD4 kits. 
18. Strengthening Linkage between ARTC 
and CSC 
19. Any other duty assigned by JD CST.DD 
CST will work under guidance of JD CST. In 
the States where there is no  JD CST, DD 
CST will be the in charge of CST. 
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        Asstt Director (CST)  

earlier designation - 
Asst. Director(Nursing)  

Contractual University degree in Medicine 
or Nursing or pharmacy 
/Masters in Public Health or 
Health Management or Social 
Work or  in any other relevant 
field with minimum 3years of 
experience in Health sector. 
 
 

1.  To undertake regular visits to service 
delivery points (share sites visited with JD 
CST to avoid duplication for assessment of: 
• Facilities providing ART and HIV/AIDS care, 
• Laboratories for CD4 testing including 
supply of CD4 kits. 
2.  To assist JD (CST) in conducting regular 
review meetings of ART centre and State 
Grievances Redressal Committee (SGRC) 
meetings. 
3. To compile the monthly drug summary 
sheets from all the ART centres and help JD 
CST in analyzing the same. 
4.  Focal point for supply and utilization of 
ARV drugs, relocations and monitoring of 
stocks of ARV drugs and coordination with 
NACO to avoid any drug stock outs or expiry 
of ARV drugs 
5.  Monitor procurement, supply and 
availability of OI and PEP drugs. 
6.  Responsible for coordinating for training of 
all categories of health care providers. 
7.  Any other duty assigned by JD CST or DD 
CST  
8. AD CST will work under guidance of JD 
CST. In the States where there is no  JD or 
DD CST, AD CST will be the in charge of 
CST 
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        Divisional Assistant Contractual Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

       SIMU       

        Dy. Director (M&E and 
Surveillance) 

contractual   MD/DNB (Community 
Medicine)/ Masters in Public 
Health/ Masters in Health 
Administration/ Masters in 
Applied Epidemiology 
 3-5 years experience in the 
field of public health 
 Working knowledge of 
computers including MS office 
package and SPSS 
Desirable 
 Knowledge of epidemiological 
analysis, modeling and 
biostatistics 
Past experience of working in 
HIV/AIDS programme or 
projects under government or 
bilateral/ multi-lateral agencies 
in India 

1. Administrative head of SIMU at SACS 
2. Overall responsible for all the SIMU 
activities in the state including Monitoring & 
Evaluation, Surveillance, Research and data 
analysis. 
3. Develop annual action plan for SIMU 
activities in the state during each financial 
year 
4. Implement all the activities as per the 
annual action plan approved by NACO, with 
the support of Epidemiologist & M&E Officers 
5. Manage budgets and finances related to 
SIMU activities under the annual action plan 
and ensure timely booking of expenditures in 
CPFMS 
6. Manage procurement & supply of material 
required for Surveillance activities as per the 
directions of NACO, from time to time 
7. Organise trainings under Surveillance & 
M&E as per the annual action plan and 
directions of NACO, from time to time; act as 
resource person 
8. Release budgets to HSS Sentinel Sites 
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      and Testing Labs as per the approved norms, 
obtain UC & SOE and settle the accounts in a 
timely manner 
9. Advertise and recruit for vacant positions in 
SIMU at SACS; Coordinate with NACO for 
relevant administrative approvals 
10. Guide, supervise and handhold the M&E 
assistants in DAPCUs in the state 
11. Monitor all the routine programme 
reporting from various reporting units in the 
state through SIMS, supervise & handhold 
RUs to ensure 100% reporting every month in 
time 
12. Identify and address all M&E 
requirements at the reporting units in the 
state including training of new staff in 
reporting formats & SIMS, ensuring access to 
computer & internet, necessary administrative 
approvals at facility level for smooth 
reporting, etc. 
13. Review and analyse monthly programme 
data with the support of Epidemiologist & 
M&E Officer and bring out monthly/ quarterly/ 
annual SIMS bulletins 
14. Bring out annual surveillance reports, 
M&E bulletins and other analytical 
publications from SIMU at SACS 
15.Participate in all national & regional level 
meetings related to SIMU as specified by 
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      NACO from time to time 
16. Undertake operational research activities 
of programmatic relevance 
17. Undertake regular analysis of various 
data at state level to provide meaningful 
recommendations to the programme 
implementation from time to time 
18. Carry out any other work assigned by the 
reporting officer from time to time 
 

  Epidemiologist Contractual   MBBS ,  MD (Community 
Medicine); or DNB 
(Community Medicine/ 
Epidemiology); or  
Masters in Public Health; or 
Masters in Health 
Administration; or Masters in 
Applied Epidemiology; or 
Diploma in Public Health (Two 
year course) , 3 years of 

1. Support NACO/ Regional Institutes/ SACS 
in the planning, implementation and 
monitoring of HIV Sentinel Surveillance and 
Integrated Biological & Behavioural 
Surveillance activities in the State 
2. Investigate into unusual findings from HIV 
Sentinel Surveillance 
3. Involvement in all Strategic Information 
activities undertaken by NACO/ SACS such 
as District Epidemiological Profiling using 
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      experience in Public Health 
(preferably disease 
surveillance and 
epidemiology). Good 
Knowledge of epidemiological 
analysis and biostatistics 
Working knowledge of 
computers including MS office 
package, SPSS and other 
statistical packages 
 
Desirable: 
Past experience of working in 
HIV/AIDS programme or 
projects under Government or 
bilateral/ multi-lateral agencies 
in India 

Data Triangulation, HIV Estimations, Data 
Analysis & Research Plan etc.  
4. Carry out Epidemiological analysis of HIV 
Sentinel Surveillance data, Behavioural 
Surveillance Survey data and data from other 
studies and preparation of reports on HIV 
epidemic in the state 
5. Analyse district & sub-district level data 
and bring out district epidemic profiles for 
district level planning 
6. Support M&E activities at SACS including 
supervision of Computerized Management 
Information System (CMIS)/ Strategic 
Information Management System (SIMS)  
7. Carry out data analysis and interpret 
programme data in the allotted states 
8. Contribute to evidence-based development 
of state and district annual action plans 
9. Provide strategic direction to the 
programme efforts in the state to control 
HIV/AIDS epidemic 
10. Undertake operational research activities 
of programmatic relevance during the inter-
surveillance period 
11. Coordinate any HIV/AIDS research 
activities of SACS/NACO/ Related Institutions 
12. Assist in capacity building of SACS and 
district level teams in data analysis 
13. Provide training related to M&E, 
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      Surveillance and Research as resource 
person 
14. Participate in all national & regional level 
meetings related to SIMU as specified by 
NACO from time to time 
15. Carry out any other work assigned by the 
reporting officer from time to time 

  M&E Officer Contractual  Essential   Masters in 
Demography/ Statistics/ 
Population Sciences/ 
Computer Applications 
 3 years experience in 
monitoring, evaluation & data 
management in public health 
programmes 
 Good knowledge of 
computers including MS office 
package and SPSS 
 Data analysis, modeling and 
biostatistics 
Desirable 
Past experience of working in 
HIV/AIDS programme or 
projects under government or 
bilateral/ multi-lateral agencies 
in India 

1. Overall responsible for all M&E activities 
including programme reporting and data 
management through SIMS in the state 
2. Assist DD (M&E/ Surveillance) in 
preparation of annual action plan for SIMU at 
SACS 
3. Implement all M&E related activities as per 
the approved annual action plan for the 
SACS 
4. Monitor all the routine programme 
reporting from various reporting units in the 
state through SIMS  
5. Supervise and handhold reporting units in 
ensuring 100% reporting through SIMS in a 
timely manner every month 
6. Identify and address all M&E requirements 
at the reporting units in the state including 
training of new staff in reporting formats & 
SIMS, ensuring access to computer & 
internet, necessary administrative approvals 
at facility level for smooth reporting, etc. 
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      7. Review, clean and forward the monthly 
programme data to NACO 
8. Perform all Admin functions related to 
management of SIMS in the state including 
management of RU lists, user IDs for various 
users, reporting of bugs and issues to NACO, 
coordinate for their resolution, etc. 
9. Induction & refresher training for RU staff 
in SIMS & M&E as per annual action plan 
10. Monthly analysis of programme data and 
publication of monthly/ quarterly/ annual M&E 
bulletins 
11. Guide, supervise and handhold the M&E 
assistants in DAPCUs in the state 
12. Participate in all national & regional level 
meetings related to SIMU as specified by 
NACO from time to time 
13. Undertake operational research activities 
of programmatic relevance 
14. Undertake regular analysis of various 
data at state level to provide meaningful 
recommendations to the programme 
implementation from time to time 
15Carry out any other work assigned by the 
reporting officer from time to time 
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        Divisional Assistant Contractual Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

      TI Division       

        Joint Director(TI) Contractual . Post graduate degree in 
Social Science( Sociology/ 
Anthropology/ Psychology/ 
Social Work/ Public Admin) 
from a recognized university 
with  8   years experience in 
Social development sector 
including  4 years working 
experience  in  HIV/AIDS 
sector at State level 

1. Promote the involvement of NGOs/CBOs 
in targeted intervention / HIV / AIDS 
intervention programme  
2. Plan and ensure the saturation of coverage 
of ‘core target and Bridge population" through 
scaling up of TIs  
3. Conduct regular filed visits to Monitor the 
progress of the TI projects and facilitate the 
technical inputs to the NGO/ CBO partners 
from time to time.  
4. Identify the training needs of each TI and 
facilitate programme in collaboration with 
TSU 
5. Maintain regular liaison with all 
stakeholders (government, civil society/NGO 
and donors)  
6. Monitor progress of TI as per financial and 
physical indicators  
7. Conduct quarterly meetings with TI NGOs 
at state or regional level. 

        Dy. Director (TI) Contractual  Post graduate degree in Social 
Sciences( Sociology/ 
Anthropology/ Psychology/ 
Social Work/ Public Admin.) 
from a recognized university  
with 5 years experience In 
Social development sector 
including  2 years working 
experience  HIV/AIDS sector 
at State. 
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        Assistant  Director (TI) Contractual Post Graduate in Social Work/ 
Sociology / Psychology / 
Anthropology/ Public 
Administration with 2 years 
experience In Social 
development / Health sector. 
HIV/AIDS sector at State. 
Candidate with experience in 
working with HIV/AIDS 
programme get preference. 

8. Periodic appraisal of the progress and 
reporting in the form of monthly reports. 
9. In consultation with M&EO, maintain, 
update and retrieve database of information 
generated from implementing partners. 
10.  Ensure the performance appraisal of TI 
project staff through implementing NGOs 
along with annual review process. 
11. Preparation of Training Plan.                                                                                                  
    12 Ensure the targets are acheived as per 
approved AAP.                                                
13 Ensure deliverables from other officers in 
TI Division .                                            
   14 submit required reports/ documents to 
DAC and attend review and other meeting 
conducted by DAC.  

        Divisional Assistant Contractual Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

      Link Worker Scheme        
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        Joint Director (LWS)  Contractual Masters in Social Science/ 
Social Development/Public 
Health/Health Administration 
from a recognized university  
 
Minimum 8 yrs (Preference will 
be given to persons having 
experience of working in the 
HIV/AIDS projects run by 
NACO/SACS/TSU/DAPCU. 
The candidate should have 
working knowledge of 
computers including MS office 
package 

1. Coordinate the selection and appointment 
of district level Implementing NGOs based on 
the agreed upon terms and conditions of 
SACS and NACO. 
2. Conduct regular filed visits to monitor the 
progress of the LWS programme and 
facilitate the technical inputs to the NGO/ 
CBO partners from time to time 
3. Ensure and coordinate the mapping/SNA 
of target villages, development of District 
Implementation Plan 
4. Facilitate selection of DRPs and 
Supervisors and their involvement in the 
implementation of LWS 
5. Facilitate appointment of in house staff as 
agreed upon in the agreement.  
6. Develop ToTs to provide further training to 
the staff of the Implementing NGO. Identify 
the training needs of each Implementing 
NGO and facilitate training in collaboration 
with STRC/TSU 
7. Ensure and coordinate selection of Link 
Worker following the norms prescribed in the 
LWS Operational Guidelines. 
8. Ensure that the requisite systems of 
monitoring and supervision  
9. Monitor progress of Implementing NGO as 
per financial and physical indicators  
10. Conduct quarterly joint meetings with 
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      Implementing NGOs at state level. 
11. Coordinate with Accounts Officer to 
ensure smooth flow of funds to the 
Implementing NGO and ensure fund 
management at SACS level. 
12. Coordinate with DRP of the Implementing 
NGO to ensure timely receipt of SIMS reports 
and also ensure proper analysis and use of 
information. Ensure that these reports are 
forwarded to NACO after proper review at 
SACS level.  
13. Ensure timely submission of financial and 
programme performance reports to NACO. 
14. Ensure coordination with other allied 
departments including various divisions of 
SACS/TSU/DAPCU/NACO for effective 
implementation of the scheme through 
networking and regular meeting with 
concerned officers. 
15. Ensure development of work plans for 
DRPs and regular review of their progress. 
Make supervisory field visits and monthly 
review activities at district level. 
16. Maintain regular liaison with all 
stakeholders (government, civil society/NGO 
and donors)  
17. Any other work assigned by Senior 
Officers. 
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        Dy. Director (LWS) Contractual Masters in Social Science/ 
Social Development/Public 
Health/Health Administration 
from a recognized university.  
 
Minimum 5 yrs (Preference will 
be given to persons having 
experience of working in the 
HIV/AIDS projects run by 
NACO/SACS/TSU/DAPCU. 
The candidate should have 
working knowledge of 
computers including MS office 
package).  

1. Coordinate the selection and appointment 
of district level Implementing NGOs based on 
the agreed upon terms and conditions of 
SACS and NACO. 
2. Conduct regular filed visits to monitor the 
progress of the LWS programme and 
facilitate the technical inputs to the NGO/ 
CBO partners from time to time 
3. Ensure and coordinate the mapping/SNA 
of target villages, development of District 
Implementation Plan 
4. Facilitate selection of DRPs and 
Supervisors and their involvement in the 
implementation of LWS 
5. Facilitate appointment of in house staff as 
agreed upon in the agreement.  
6. Develop ToTs to provide further training to 
the staff of the Implementing NGO. Identify 
the training needs of each Implementing 
NGO and facilitate training in collaboration 
with STRC/TSU 
7. Ensure and coordinate selection of Link 
Worker following the norms prescribed in the 
LWS Operational Guidelines. 
8. Ensure that the requisite systems of 
monitoring and supervision is followed 
9. Monitor progress of Implementing NGO as 
per financial and physical indicators  
10. Conduct quarterly joint meetings with 
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      Implementing NGOs at state level. 
11. Coordinate with Accounts Officer to 
ensure smooth flow of funds to the 
Implementing NGO and ensure fund 
management at SACS level. 
12. Coordinate with DRP of the Implementing 
NGO to ensure timely receipt of SIMS reports 
and also ensure proper analysis and use of 
information. Ensure that these reports are 
forwarded to NACO after proper review at 
SACS level.  
13. Ensure timely submission of financial and 
programme performance reports to NACO. 
14. Ensure coordination with other allied 
departments including various divisions of 
SACS/TSU/DAPCU/NACO for effective 
implementation of the scheme through 
networking and regular meeting with 
concerned officers. 
15. Ensure development of work plans for 
DRPs and regular review of their progress. 
Make supervisory field visits and monthly 
review activities at district level. 
16. Maintain regular liaison with all 
stakeholders (government, civil society/NGO 
and donors)  
17. Any other work assigned by Senior 
Officers. 
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  Astt. Director(LWS)  Regular  Masters in Social Science/ 
Social Development/Public 
Health/Health Administration 
from a recognized university  
 
 Minimum 3 yrs (Preference 
will be given to persons having 
experience of working in the 
HIV/AIDS projects run by 
NACO/SACS/TSU/DAPCU. 
The candidate should have 
working knowledge of 
computers including MS office 
package).  

1. Coordinate the selection and appointment 
of district level Implementing NGOs based on 
the agreed upon terms and conditions of 
SACS and NACO. 
2. Conduct regular filed visits to monitor the 
progress of the LWS programme and 
facilitate the technical inputs to the NGO/ 
CBO partners from time to time 
3. Ensure and coordinate the mapping/SNA 
of target villages, development of District 
Implementation Plan 
4. Facilitate selection of DRPs and 
Supervisors and their involvement in the 
implementation of LWS 
5. Facilitate appointment of in house staff as 
agreed upon in the agreement.  
6. Develop ToTs to provide further training to 
the staff of the Implementing NGO. Identify 
the training needs of each Implementing 
NGO and facilitate training in collaboration 
with STRC/TSU 
7. Ensure and coordinate selection of Link 
Worker following the norms prescribed in the 
LWS Operational Guidelines. 
8. Ensure that the requisite systems of 
monitoring and supervision  
9. Monitor progress of Implementing NGO as 
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      per financial and physical indicators  
10. Conduct quarterly joint meetings with 
Implementing NGOs at state level. 
11. Coordinate with Accounts Officer to 
ensure smooth flow of funds to the 
Implementing NGO and ensure fund 
management at SACS level. 
12. Coordinate with DRP of the Implementing 
NGO to ensure timely receipt of SIMS reports 
and also ensure proper analysis and use of 
information. Ensure that these reports are 
forwarded to NACO after proper review at 
SACS level.  
13. Ensure timely submission of financial and 
programme performance reports to NACO. 
14. Ensure coordination with other allied 
departments including various divisions of 
SACS/TSU/DAPCU/NACO for effective 
implementation of the scheme through 
networking and regular meeting with 
concerned officers. 
15. Ensure development of work plans for 
DRPs and regular review of their progress. 
Make supervisory field visits and monthly 
review activities at district level. 
16. Maintain regular liaison with all 
stakeholders (government, civil society/NGO 
and donors)  
17. Any other work assigned by Senior 
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      Officers. 

  Divisional Asst  Contractual Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

      IEC / Mainstreaming Division  
  

    

        Joint  Director (IEC) Contractual     PG Degree from a 
recognized university/institute.  
Or  MBA  
Min 8 yrs exp in the field of 
developmental/health 
communication including 
planning and implementation 
in of IEC campaign  
B. Desirable :  
PG Degree/ PG Diploma in 
Mass Communication 
Exp in the field of advertising 
Experience in preparation of 
Audio Visual Aids and display 
material in a responsible 
position,   
Knowledge of AV Media & 
proficiency in handling audio-
visual aids for training 
purposes. 

1. Draw up an Annual Action Plan as per IEC 
and Mainstreaming strategy under NACP IV 
and ensure its implementation 
2. Ensure development of IEC materials and 
its dissemination through different media 
channels 
3. Coordinate with different stakeholders for 
implementation of IEC plan 
4. Liaison with NRHM for possible 
convergence in dissemination of messages 
5. Ensure availability of IEC Materials at 
different service centres 
6. Sensitize and engage media and health 
journalists on issues pertaining to HIV/AIDS. 
7. Advocacy of different stakeholders such as 
political leaders, Panchayats and other key 
influencers. 
8. Undertake supervisory visits in the field 
and ensure monitoring and evaluation of 
IEC/Mainstreaming programmes 
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      Knowledge of modern training 
techniques. 
 Working knowledge of local 
language  
Experience in handling 
Outdoor/mid-media 
activities/event management 
etc. 
for Assam, Manipur, Nagaland 
and Mizoram, J&K, Arunachal 
Pradesh, Meghalaya, Goa, 
Tripura, Sikkim, Pondicherry, 
Chandigarh, Daman & Diu, 
Dadra & Nagar Haveli, 
Lakshadweep and Andaman & 
Nicobar)experoence to be 
relaxed to 5yrs 

9. Draw up a training calendar and its 
implementation 
10. Compile and submit a monthly 
assessment report to DAC on IEC plans and 
programme implementation in the state  
11. Reporting in SIMS 

  Dy. Director (IEC) Contractual    PG Degree from a 
recognized university/institute.  
Or  MBA  
Min 5 yrs exp in the field of 
developmental/health 
communication including 
planning and implementation 
in of IEC campaign  
B. Desirable :  
PG Degree/ PG Diploma in 
Mass Communication 
Exp in the field of advertising 

1 Assist in preparation of Annual Action Plan 
as per IEC strategy under NACP IV and 
ensure its implementation 
2 Assist in organizing development  of IEC 
materials, its dissemination and availability at 
different service points 
3Development and implementation  of state 
specific mid media, out- door , and events at 
state and district level  
4Undertake supervisory field visits to monitor 
and evaluate IEC programmes 
5Any other activity related to IEC as assigned 
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      Experience in preparation of 
Audio Visual Aids and display 
material in a responsible 
position,   
Knowledge of AV Media & 
proficiency in handling audio-
visual aids for training 
purposes. 
Knowledge of modern training 
techniques. 
 Working knowledge of local 
language  
Experience in handling 
Outdoor/mid-media 
activities/event management 
etc. 
for Assam, Manipur, Nagaland 
and Mizoram, J&K, Arunachal 
Pradesh, Meghalaya, Goa, 
Tripura, Sikkim, Pondicherry, 
Chandigarh, Daman & Diu, 
Dadra & Nagar Haveli, 
Lakshadweep and Andaman & 
Nicobar)experience to be 
relaxed to 3yrs  

from time to time  
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        Asstt. Director(doc. 
publicity) 
 

Contractual  Bachelor’s Degree from a 
recognized university/institute. 
 Min 3 yrs exp in the field of 
developmental/health 
communication including 
planning and implementation 
in of IEC campaign                                                                                                                                            
Desirable : 
Exp in the field of advertising 
Experience in preparation of 
Audio Visual Aids and display 
material  
Knowledge of modern training 
techniques. 
Working knowledge of local 
language  
Experience in handling 
Outdoor/mid-media 
activities/event management 
etc. 
 
For Assam, Manipur, 
Nagaland and 
Mizoram)experience to be 
relaxed to 1years                                                                                                                                              

1Documentation of IEC activities  
2 Assist in organizing development  of IEC 
materials, its dissemination and availability at 
different service points 
3 Designing and production of  SACS 
Newsletter 
4 Assist JD (IEC) in collecting reports from 
field for IEC activities and reporting in SIMS 
on monthly basis 
5 Undertake supervisory field visits to monitor 
and evaluate IEC programmes 
6 Any other activity related to IEC as 
assigned from time to time 
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        Assistant  
Director(Documentation
) 

Contractual   Post graduate in Social 
sciences/Humanities or any 
other related field. 
Minimum 3 years of relevant 
work experience like working 
with community based 
development projects, 
especially HIV/AIDS or health 
sector 
Experience in documentation, 
communication activities 
Excellent written and oral 
communication skills in Hindi 
and English  
Excellent report writing, 
interpersonal and 
communication skills 
 
Desirable 
 
Experience in editing of 
publications  
Experience of writing/ editing 
for magazines, newspapers, 
blogs 
Published articles or reports in 
reputed journals, magazines, 
newspapers etc. 

1 Responsible for specific documentation 
assignments including process documents, 
case studies, best practices, situational 
analysis, status reports, photo documentation 
and others 
2 Plan and organize documentation activities 
as per an annual documentation plan 
including desk research, field documentation 
templates, analysis, and writing of reports 
3 Organize dissemination meetings and 
conferences as needed/ planned by SACS 
4 Responsible for production of promotional 
materials, including program documentation 
and case studies, annual reports and 
newsletters 
5 Prepare relevant press releases for print/ 
mass media 
6 Plan and conduct trainings to impart/ 
improve documentation skills of SACS staff 
including procedures and guidelines for 
documenting events, best practices, project 
implementation 
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        Assistant  Director 
(Mass Media) 

Contractual   Post graduate degree in 
Advertising/Mass 
Communication/ MBA 
Minimum 3 years experience 
in the field creative 
development of audio-visual 
materials (radio, TV, film) and 
their production 
A good understanding of 
different media channels of 
mass media, mid/outdoor 
media/ interpersonal 
communication 
Excellent written and oral 
communication skills in Hindi 
and English 
 
Desirable 
Prior experience in developing/ 
managing HIV and/or 
social/health campaigns  
Skills of  Photoshop, 
PageMaker, Coral draw and 
other print material designing 
format 

1 Based on requirements of different 
programme divisions identify and develop  
campaign objectives and messages 
2 Based on an understanding of previous 
efforts, determine need gaps and propose 
mass media interventions on relevant themes  
3 Design creative briefs for creative agency 
for 360 degree communication campaigns   
4 Supervise the development of scripts, pre-
testing, revisions and their approvals 
5 Oversee the pre – production and 
execution of mass media content (casting, 
locations, shooting, editing etc.) for television 
as well as print and radio.  
6 Guide the development of the media plan 
for campaign dissemination 
7 Oversee all aspects of translation, dubbing 
and duplication of mass media content at 
SACS 
8 Participate in the design of reach and recall 
/impact assessment studies of rolled out 
mass media campaigns  
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        Assistant  
Director(Materials 
Management) 

Contractual  Post graduate degree in 
Advertising/Mass 
Communication/ Material 
Management and /or MBA with 
relevant experience 
Minimum experience of 3 
years  in the field of 
advertising and 
communications 
 
Desirable 
Additional experience of 
designing communication aids 
in HIV/AIDS is preferred 
Excellent written and oral 
communication skills in Hindi 
and English 
A good understanding of folk 
and traditional media, BTL and 
other mid media vehicles 
 Knowledge of interpersonal 
communication methods, 
content development and 
operationalization 
  

 

1 Develop stock management tool for all IEC 
materials for different services. 
2 Ensure availability of IEC materials at 
different service centres as per prescribed 
tool kit for service centres. 
3 Coordinate with Sector Specialist IPC and 
Mid Media for ensuring proper utilization of 
material during events like migrant health 
camps etc. and other service points 
4 Coordinate with different programme 
divisions of  SACS to conceptualize and 
design mid-media, BTL, and IPC aides and 
initiate a process of development of 
communication materials 
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Excellent documentation and 
reporting skills would be 
necessary 

  Assistant  
Director(Interpersonal 
Communication) 

Contractual  Post graduate degree in 
Advertising/Mass 
Communication and /or MBA 
with relevant experience 
Minimum experience of 3 
years  in the field of 
advertising and 
communications 
Desirable 
Experience in writing content 
for media campaigns and 
product promotion 
Additional experience of 
designing communication aids 
in HIV/AIDS is preferred 
Experience of working on 
Photoshop, PageMaker, Coral 
draw and other print material 
designing format 
Excellent written and oral 
communication skills in Hindi 
and English 
 A good understanding of folk 

1 Create, develop and manage BCC content 
for various communication initiatives and 
campaigns, with focus on mid-media and IPC 
products, viz. BCC messages, BCC tools and 
other communication materials 
2 Coordinate with different programme 
divisions of  SACS to conceptualize and 
design mid-media, BTL, and IPC aides and 
initiate a process of development of 
communication materials 
3 Optimizing use of existing IEC materials 
4 Develop a user manual for various IPC 
tools for SACS and implementing partners 
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      and traditional media, BTL and 
other mid media vehicles 
Knowledge of interpersonal 
communication methods, 
content development and 
operationalization 
Excellent documentation and 
reporting skills would be 
necessary 

  Assistant  Director (Mid 
Media) 

Contractual  Post graduate degree in Social 
Sciences/ Humanities or any 
other related field. 
Minimum 3 years experience 
in planning, implementing and 
monitoring of mid-media 
activities at State level  
A good understanding of folk 
and traditional media, BTL and 
other mid media vehicles 
Excellent written and oral 
communication skills in Hindi 
and English 
Candidate is willing to 
undertake extensive travel  
 
Desirable 
Additional experience of 
designing communication aids 

1. Develop protocols and formats and support 
for planning and roll out of mid media 
activities. Coordinate for mid-media roll out 
including folk, outdoor media etc. 
2. Document success stories and lessons 
learned from implementing mid-media 
activities 
3. Assist in identification of folk forms, folk 
troupes, capacity building of  these troupes, 
planning and roll out of folk performances, 
assisting in organising workshops/evaluations 
etc.  
4. Coordinate for developing effective 
distribution materials during mid-media 
performances (hand-outs, fliers, pamphlets, 
leaflets etc.)  
5. Design robust mid-media monitoring plan 
6. Coordinate /Conduct pre and post 
evaluation of mid media activities   
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      on HIV/AIDS  
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        Assistant  Director 
(Youth  
Affairs) 

Contractual   Master’s degree in 
sociology/social work 
/humanities from a recognized 
institution 
 Desirable: Member of NSS for 
3 Years/C certificate holder of 
NCC. 
Maximum Age 30 years . 
 

1. Create a youth profile in the context of HIV, 
keeping in mind their        vulnerability factors 
2. Design interventions for creating 
awareness for behaviour change and    
enhancing access to services 
3. Implement specific district-based 
programmes for vulnerable youth at the  
community level 
4. Mobilize support of multiple stakeholders 
like key Government Ministries /Departments, 
Corporate sector and Civil society 
organizations and establish systems that will  
sustain initiatives being undertaken 
5. Coordinate youth programmes being 
implemented by donors, other Government 
Departments etc. 
6. Monitor programme activity and achieve 
indicators laid down 
7. Provide technical inputs in preparation of 
the HIV related IEC for the Youth 
8. Facilitate the formation of Red ribbon clubs 
in the State  
9. Undertake field trips at district /village level 
to monitor the implementation and identify the 
gaps/needs. 
10. Provide support to  national initiatives on 
Youth 
11. Facilitate in the implementation of the 
Link Worker Scheme in the districts  

      



54 | P a g e  
 

  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      12. Coordinate with various State Youth 
agencies  (Government and Non government 
) to conduct HIV awareness among  the youth    

Mainstreaming        
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        Assistant Director(GIPA 
) 

Contractual  Graduate from reputed 
institution . 3 years experience 
in HIV related matters, 
preference will be given to 
PLHAs 

1. In addition to responsibilities stated for 
NACP III GIPA Coordinator will perform the 
following tasks 
2. Work out State specific GIPA strategies 
and operationalize them for involvement of 
PLHA 
3. Develop strategy for reduction of social 
stigma and discrimination against PLHA and 
affected groups 
4. Facilitate capacity building of PLHA 
networks at the State as well as district level 
5. Liaison and sensitize various stakeholders 
including Govt. Deptt. Inclusion-on, Civil 
Society and other agencies for increased 
understanding of GIPA and issues related 
with PLHAs. 
6. Facilitate on uptake of social protection 
scheme’s benefits by PLHIVs 
7. Facilitate for implementation of Grievance 
Redressal Mechanism at State and district 
level 
8. Assist in dissemination of IEC 
messages/material at state/district level 
network of PLHAs 
9. Undertake supervisory visits for ensuring 
availability and accessibility   

 
 
 

     



56 | P a g e  
 

  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

        Assistant  Director 
(Social Protection 
/Mainstreaming)  
 
Earlier designation  
Consultant (Civil Society 
Mainstreaming) 
 
 

Contractual  Master’s degree in social 
sciences ( Social 
work/sociology/psychology) 
from a recognized University 
with Minimum 5 years of 
experience in all states except 
states like where minimum 3 
years of experience is 
essential -  Assam, Manipur, 
Nagaland and Mizoram, J&K, 
Arunachal Pradesh, 
Meghalaya, Goa, Tripura, 
Sikkim, Pondicherry, 
Chandigarh, Daman & Diu, 
Dadra & Nagar Haveli, 
Lakshadweep and Andaman & 
Nicobar. 

1. Coordinate with key Government Ministries 
/Departments, Corporate sector and Civil 
society organizations for mainstreaming 
HIV/AIDS into their policies and programmes 
2. Provide technical support to the 
mainstreaming partners in preparing and 
facilitating implementation of their annual 
action plans by mainstreaming HIV/AIDS   
3. Provide technical  inputs in preparation of 
the HIV related IEC for the Civil society and 
Mainstreaming  
4. Facilitate analysis of schemes to draw up 
comprehensive social protection package for 
people infected and affected with HIV as well 
as marginalized communities 
5. Promote uptake of social protection 
scheme benefits by PLHIV and affected 
groups 
6. Advocacy, liaison and capacity building of 
identified partners on mainstreaming HIV 
7. Sensitize, capacity building of various 
stakeholders at the state as well as district 
level 
8. Identify industries of Public and private 
sectors, facilitate and technical support for 
industry involvement on HIV programme 

      Administrative Division         
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        ADMINISTRATIVE 
OFFICER 

Contractual  Masters/Bachelors Degree in 
any discipline; 
 At least 3 years professional 
work experience in providing 
administrative support;  
Knowledge of effective 
government procedures and 
practices will be an added 
advantage; 
. Knowledge and experience in 
using appropriate software and 
other computerized Microsoft 
office; and  
Ability to organize and 
prioritize workloads, meet 
deadline and targets  

Administrative Officer shall work under the 
direct supervision of the PD/APD and carry 
out following responsibilities:  
1. Manage administrative function and 
establish internal administrative systems and 
controls; 
2. Ensure the safety and security of the city 
office premises including its maintenance and 
upkeep; 
3. Liaison with agencies for maintenance of 
office assets viz., telephone, fax, computers, 
printers, etc.; 
4. Ensuring timely verification and submission 
of bills of administrative expenses viz., 
telephone, water & electricity etc. 
5. Liaison with government departments like 
Corporations, Income Tax, VAT, Service Tax 
Department etc on behalf of the SACS; 
6. Identify vendors, obtain and evaluate 
quotes, negotiate prices, prepare purchase 
orders and contracts, maintain stock and 
inventory registers scrutinize and process 
bills for payment; 
7. Ensure timely renewal of contracts for ACs, 
security, cleaning, etc. 
8. Provide regular progress report to the 
reporting officer and to DAC ; and 
9. Carry out any other works as required by 
the project 
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        HR OFFICER Contractual  Masters/Bachelors Degree in 
any discipline; 
 At least 3 years professional 
work experience preferably in 
managing HR tasks;  
Knowledge and experience in 
using appropriate software and 
other computerized Microsoft 
office  
Ability to organize and 
prioritize workloads, meet 
deadline and targets 

 HR Officer shall work under the direct 
supervision of the PD/APD and carry out 
following responsibilities:  
1. Coordinate staff recruitment and selection 
process in order to ensure  timely filling of all 
posts; 
2. Ensure performance assessment and 
annual raise is administered as per DAC 
guidelines; 
3. Maintain data of all staff working at SACS 
and facility levels specifically related to nature 
of appointment, joining and leaving, skill set, 
annual increment, etc; 
4. Implement human resources policies and 
procedures; 
5. Create a conductive environment where 
staff is able to deliver effectively; 
6. Provide regular progress report to the 
reporting officer and to DAC ; and 
7. Carry out any other works as required by 
the project 
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        ADMINISTRATIVE/HR 
OFFICER 

Contractual  Masters/Bachelors Degree in 
any discipline; 
At least 3 years professional 
work experience preferably in 
managing HR tasks;  
 Knowledge and experience in 
using appropriate software and 
other computerized Microsoft 
office  
Ability to organize and 
prioritize workloads, meet 
deadline and targets  

 HR /Administrative Officer shall work under 
the direct supervision of the PD/APD and 
carry out following responsibilities:  
1. Coordinate staff recruitment and selection 
process in order to ensure  timely filling of all 
posts; 
2. Ensure performance assessment and 
annual raise is administered as per DAC 
guidelines; 
3. Maintain data of all staff working at SACS 
and facility levels specifically related to nature 
of appointment, joining and leaving, skill set, 
annual increment, etc; 
4. Implement human resources policies and 
procedures; 
5. Manage administrative function and 
establish internal administrative systems and 
controls related to safety and security of the 
office, timely submission of bills, identification 
of new vendors, negotiation of prices and 
timely renewal of AMC’s; 
6. Liaison with various agencies for service 
and maintenance; 
7. Provide regular progress report to the 
reporting officer and to DAC ; and 
8. Carry out any other works as required by 
the project 
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        Admn. Assistant   Regular State Govt. rules applicable Assist officers in day to day work  and all 
other work entrusted from time to time. 

        Personnel Assistant     regular  State govt rules applicable Assist officers in day to day work  and all 
other work entrusted from time to time. 

 
 
 

       Computer Literate 
Steno 

Contractual  Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Assist officers in day to day work  and all 
other work entrusted from time to time. 

        Divisional Assistant   
 

Contractual  Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

        Office Assistant  (LDC)  Regular State govt rules applicable Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

       Driver  Regular State govt rules applicable Driving office vehicle and ensuring that the 
vehicles are maintained properly 

       Messenger  Regular  State govt rules applicable Dak distribution, support to office  and all 
other work entrusted from time to time. 
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      PROCUREMENT DIVISION        

        Joint Director 
(Procurement 

Regular 
Post Graduate in Management 
/Public Health/Health & 
Hospital 
Administration/Commerce/CA/I
CAI or Degree in Engineering  
with minimum 8 yrs. exp. in 
managing procurements 
 Thorough knowledge of 
Central/State Govt. Finance 
rules related to procurement  
 Well versed with World Bank 
guidelines 
 Knowledge of MS office 

1Monitoring of the overall activities of 
procurement                                                                                                                                                
2 Ascertain that budgetary allocations are 
appropriated to the respective end-users and 
thus ensure timely and effective 
implementation                            
3Implementation of Procurement 
Management System                                                                                         
4Ensuring quality and timeliness of 
procurement management relating to 
procurement planning & execution for goods 
and services              
5Reporting to Deptt. of AIDS Control(DAC) 
periodically on the subject matter 

        Dy. Director 
(Procurement) 

Regular  Post Graduate in 
Management /Public 
Health/Health & Hospital 
Administration/Commerce/CA/I
CAI or Degree in Engineering  
with  minimum  6 yrs. exp. in 
managing procurements 
Thorough knowledge of 
Central/State Govt. Finance 
rules related to procurement  

1 Prepare and/or review the procurement 
plan for the implementation of the NACP                                                                                                                          
2Preparation & vetting of Bid-Documents 
independently complying to standard 
guidelines & framework  
3 Ensure adherence to Procurement 
guidelines in all purchases                                                                             
4  Provide methodological guidance and 
know how to procurement staff in procuring 
goods and services in compliance with the 
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      Well versed with World Bank 
guidelines 
 Knowledge of MS office 

country law of Government/Public 
Procurement and the procurement 
procedures of the donors;                                                                                                                                                    
5 Build procurement capacity in the 
Procurement Team and the beneficiaries 
through hands-on training                                                                                                                  
 6 Initiate the procurement processes, 
including those for National and Local 
Competitive  
7 Bidding procedures, ensuring compliance 
with agreed procurement methods’ 
thresholds, prior review requirements specific 
to the project, and agreed aggregate 
threshold amounts for less competitive 
procurement methods                                                                                           
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        Assistant  Director 
(Procurement) 

Regular 

Graduate with PG in material 
Management/ Supply Chain 
Management /M. Com or inter 
CA with 3-5  years experience 
in procurement matters 
Strong computer knowledge is 
essential 

1 Handling all procurement matters related to 
SACS                                                                                            
2 Forecasting of commodities                                                                                                        
 3 Identify sources and notifying the potential 
bidders and consultants of bidding 
opportunities through advertisements and 
letters, emails, etc.  
4Maintaining rosters of expressions of 
interest of the consultants and bidders.                                                                                                                                              
5 Monitor contract implementation including 
ensuring timely receipt of the goods and 
consultant’s monthly status reports; 
confirming acceptability of goods delivered, 
and also acceptability of consultants’ reports 
as reviewed, and recommending payments to 
the services providers, i.e. suppliers and 
consultants, as they fall due                                                                                   
6Ensure Inventory control of all commodities                                                                      
7 Resolve /sort out all the issues related to 
procurement & supply chain including 
Inventory Management Software 
8 Co-coordinating with Regional Procurement 
& Logistics Co-coordinator(RPLCs) 
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        Stores officer 
        

Regular 

 Graduate with 3-5 years 
experience in store 
management, inventory control 
 Well versed with 
documentation required for 
logistical operation  
Strong computer knowledge 

1 Assist AD (proc) in effective store 
management 
2 Ensure Inventory control of all commodities 
at facility level 
3 Maintenance of registers/ records                                                                             
4Warehouse management                                                                                          
5.Implemtation of Inventory Management 
Software                                                               
 6. Build capacity of Logistics & Warehouse 
staffs through hands-on training  

        Pharmacist Contractual Preferably Degree in 
Pharmacy from a recognized 
institute. 
If candidate with degree is not 
available, diploma holder in 
pharmacy with 3 years of 
experience in health care 
institution can be considered. 
He/she must be registered in 
the concerned state pharmacy 
council.  

1. Ensuring proper receipt and storage of 
drugs  
2. Arrange for space for safe storage of drugs 
at SACS level in the state 
3.  Allocating  the drugs to ART Centres as 
per requirement in line with the drug supplies 
4.  Maintaining accurate records for all drugs 
received from suppliers / other states and 
distributed to ART Centres 
5.  Monitor and analyse the stock positions at 
ART Centre for smooth supply chain 
management 
6.  Ensure continuity and uninterrupted drug 
supplies at ART center /LAC plus/ LAC  level 
7.  Prevention of drug expiry by timely 
relocations within the state and if needed 
facilitate outside the state relocations with 
official  directives from NACO 
8.  Prevention of Stock outs by need based 
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      relocations 
9.  Quarterly physical count reconciliation of 
stocks 
10.  Timely submission of Monthly ARV stock 
report to NACO.  
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        State Logistics 
Coordinator 

Contractual  Graduate degree in Science/ 
Pharmacy/ Commerce / 
management.  
 Diploma Certification in supply 
chain / Operation / Material 
Management will be an added 
advantage. 
 Minimum 2 years’ experience 
in supply chain / operation 
management preferable in 
drug commodities. 
 Proficiency in the usage of 
computer (MS office) 
 Written and spoken 
proficiency in English and 
Hindi and local language.  

1. Lead the Annual and Quarterly Forecasting 
Exercise in coordination with program 
divisions at SACS and RLC.  
2. Lead the monthly Supply-Demand 
Planning, Allocation, Inventory management 
Relocation and Stock Reconciliation if 
required of all goods and commodities. 
3. Responsible for monitoring the overall 
supply chain performance in the State 
Review and proactively manage the stock 
situation and identify bottlenecks in the state.  
4. Responsible for overseeing the Variance 
Analysis Exercise at the State Level along 
with the SACS Program Officers 
5. Responsible for identifying the optimal 
transportation option for the state along with 
the Store Officer 
6. Build capacity and  identify training 
required to address the bottlenecks  either 
through short term or longer term 
interventions 
7. Identify opportunities for optimization of 
supply chain through integration, upgrading 
systems and optimal stock management 
8. Assess storage/ warehousing requirements 
of the supplies procured centrally by DAC / 
SACS and ensure Storage Quality of the 
warehouse; facilitate Store Officer to execute 
supply chain best practices 
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  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      9. Conduct Exercise with Store Officer and 
AD Procurement 
10. Review and implement SOPs at a State, 
District and Facility Level 
11. To perform other related tasks as 
required by SACS. 

  Procurement Assistant Contractual   B. Com with 5 years 
experience preferably in skills 
procurement with Computer 

Allocating  the drugs to ART Centres as per 
requirement in in line with the drug supplies 
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  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      Finance Division   
  

  

        Joint Director (Finance) 
             

Regular Preference for regular officer 
from Govt. of Accounting 
Organization as post are 
regular.  
 
In case of contractual 
appointment M.Com/ 
Chartered Accountant with 8 
years of exp as DD / 
Equivalent in supervisory 
category or 10 yrs as Assistant 
Director or equivalent capacity.  

1. Overall responsible for financial 
management including budgeting, funds 
management, compliance with reporting 
requirement and audit of SACS. 
2. Assist Project Director of SACS and have 
overall responsibility for all finance and 
accounts procedure 
3. Develop financial capabilities and 
capacities in implementing agency to deal 
with the finance and account procedures 
4. Liaise effectively with NACO on financial 
matters 
5. Advise the Board/Governing body on all 
financial matters especially on financial policy 
and strategic issues 
6. Keep the Project Director informed about 
financial position and financial performance of 
the project 
7. Preparation and approval of budget and 
financial projections/ forecasts 
8. Ensure development of satisfactory 
financial and accounting policies and 
procedures for the project and its adherence 
to these policies and procedures 
9. Ensure development and operation of a 
satisfactory finance management system for 
the project 
10. Ensure that an effective system of internal 
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  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      controls is operational 
11. Ensure smooth flow of funds to all levels 
of the project organisation, payment to 
various parties, and ensure adherence to 
service standards. Ensure effective cash 
management including short-term 
forecasting. 
12. Act as Treasurer of the Society 
13. Any other work assigned by PD 
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  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

        Dy. Director (Finance) Regular Preference for regular officer 
from Govt. of Accounting 
Organization as post are 
regular. In case of contractual 
appointment  M.Com with 7 
years exp as Assistant 
Director / Equivalent 
supervisory capacity of 10 
years or more exp. as Finance 
Assistant.  

1. Overall responsible for financial 
management including budgeting, funds 
management, compliance with reporting 
requirement and audit of SACS. 
2. Assist Project Director of SACS and have 
overall responsibility for all finance and 
accounts procedure 
3. Develop financial capabilities and 
capacities in implementing agency to deal 
with the finance and account procedures 
4. Liase effectively with NACO on financial 
matters 
5. Advise the Board/Governing body on all 
financial matters especially on financial policy 
and strategic issues 
6. Keep the Project Director informed about 
financial position and financial performance of 
the project 
7. Preparation and approval of budget and 
financial projections/ forecasts 
8. Ensure development of satisfactory 
financial and accounting policies and 
procedures for the project and its adherence 
to these policies and procedures 
9. Ensure development and operation of a 
satisfactory finance management system for 
the project 
10. Ensure that an effective system of internal 
controls is operational 
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  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

      11. Ensure smooth flow of funds to all levels 
of the project organization, payment to 
various parties, and ensure adherence to 
service standards. Ensure effective cash 
management including short-term 
forecasting. 
12. Act as Treasurer of the Society 
13. Any other work assigned by PD 
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  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

        Assistant  
Director(Finance)                 

Regular reference for regular officer 
from Govt. of Accounting 
Organization as post are 
regular. In case of contractual 
appointment minimum of 5 
years experience / Finance 
Assistant / Accountant.   

1. Overall responsible for internal, statutory & 
review audit, CFMS system and 
reimbursement claim and assist JD (F) in day 
to day function. 
Major Responsibilities  
2.  Timely release of funds to concerned 
implementing agencies for the project 
activities 
3. Function as Drawing and Disbursing 
Officer 
4. Identify and assess funds requirements 
under various components of project. 
5. Produce component-wise, category-wise 
and account head-wise expenditure 
statements. 
6. Prepare Schedule of Withdrawal of 
Proceeds and the Statement of Expenditure 
required for withdrawal of credit during 
retroactive financing period. 
7. Make sure timely reconciliation of accounts 
of project to claim disbursement from World 
Bank. 
8. Prepare budgetary provisions required for 
implementation of project 
9. Provide implementation assistance to AFU 
Personnel for smooth implementation of the 
finance and Account System. 
10.  Any other work assigned by Joint 
Director Deputy Director/Project Director. 
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  Category of the 
Position  

Mode of Recruitment  Qualifications & Experience 
for NACP –IV.  

 Terms of Reference  

      
 

        Finance Assistant/ 
Accountant 

Regular Graduate preferably finance & 
account/B.Com 
 3-5 yrs post qualification 
experience or experience in 
state accounts 
cadre/organized accounts 
Govt. of India  

1 Smooth and timely conduct of internal audit 
and statutory audit 
2 Review reports of DACS 
3 Budgeting 
4 Smooth and timely release of funds to field 
units  
5 Preparation and submissions of 
reimbursement claims 
6 Complying with reporting requirements 
7 Receipt and scrutiny of claims received 
from the DACS 
8 Consolidation (through CFMS) for sending 
it to NACO 
9 To carry out other tasks as assigned by 
controlling officer 

        Divisional Assistant Contractual  Graduate degree in any 
discipline with ability to 
manage assigned task of the 
division. Basic knowledge of 
computer essential.  

Help Divisional officers in file maintenance, 
initiate correspondence and all other work 
entrusted from time to time. 

      Note : Regular position to be filled on deputation as per Central State norms as applicable.      
 All finance positions are to be filled on deputation however, in case SACS are not able to appoint regular staff on deputation position can be 
filled by contractual staff as per the eligibility criteria ONLY after approval of DAC.                                    
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“Eligibility Criteria and Terms of Reference 

for positions at SACS / DAPCU /Facility 

Levels under NACP –IV”  

 

 

 

Note : This booklet has eligibility criteria and terms of reference for all the positions, however positions have to be filled by SACS as per the 

approved HR sanctioned strength and category of position approved for each SACS by DAC which will be communicated separately. 
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