[image: image1.png]fxp&»o FUTURES
B

T
b =,

o .g\
C/

fwm.ﬂ
4 1o bk





TATA INSTITUTE OF SOCIAL SCIENCES
V.N. Purav Marg, Deonar, Mumbai 400 088
(A Deemed University under Section 3 of the UGC Act, 1956)
ADVT/ TISS/ADMN/CHM-SHSS/DECEMBER/2018
Programme Manager & Documentation Officer 
 for the Centre for Hospital Management
The Tata Institute of Social Sciences (TISS) which was established in 1936 is a Deemed University, fully funded by the University Grant Commission (UGC), Government of India. TISS offers 50 Masters’ Degree Programmes in a range of Socially relevant inter-disciplinary of Social Work, Social Sciences, Health, Management, Labour Studies, Habitat Studies and Rural Development from its Mumbai, Tuljapur, Guwahati and Hyderabad Campuses. It has a strong M.Phil/Ph.D programme. A high degree of freedom and autonomy shape the positive work ethos and creativity in the Institute. TISS offers a very challenging & fulfilling academic environment and opportunities for those committed to creating a just society through education, generation of knowledge and field action.
The School of Health Systems Studies of TISS, Mumbai, provides academic training in various fields including hospital management and public health. The School has four centers of which one is the Center for Hospital Management. This center offers an executive post-graduate Diploma in Hospital Administration, a post-graduate Diploma in Quality Healthcare Management which are of one year duration with a combination of self-learning mechanism (online, distance learning) with contact classes (classroom teaching). These programmes aim to create highly competent and professional practice-oriented hospital managers and leaders by imparting education to those who are already working in different managerial positions in hospitals without any formal management qualification. 
The Centre, currently have got two positions.  One is of a Programme Manager and other is of a Documentation Officer.  Applications are invited from eligible candidates to fill both the positions. The detail of both the positions are as follows: 
The post of Programme Manager in the Centre for Hopital Management will be purely temporary, to be filled on contract basis for a period of one year, initially and extendable based on performance of the candidate and requirement of the Institute.
No. of Vacancies
:  One 
Salary 


:  Rs.40,000/- (consolidated)
Eligibility


:  
The applicant should possess a Masters’ Degree and good communication skills in English language, both written and verbal and should be able to work independently.   Knowledge of M.S. Office-Word, Excel and PPT are essential. Preference will be given to those candidates who have good academic record, having an experience of at least five years in similar positions managing  Academic Programmes in Hospital/Health Industry.                       
Job responsibilities:
The Programme Manager will be responsible to look after all the administrative responsibilities related to the EPGDHA & PGDHQM Programmes right from the admission of the students till the conferment of the Diploma independently. In addition, the candidate should carry out the work assigned by the Project Leader/Faculty in-charge from time to time. 
2.  Documentation Officer
Eligibility:
The applicant should possess a Masters’ Degree in Hospital Administration and good communication skills in English both written and verbal and should be able to work independently.  Knowledge of M.S. Office-Word, Excel and PPT are essential. Preference will be given to those candidates who have good academic record, experience in similar positions having an experience at least four years in managing of Academic Programmes in Hospital/Health Industry.  The candidate should also possess good writing and editing skills in the relevant field.           
Job Responsibilities:
· Preparation of Resource Materials for all the diciplines of Hospital Adminitration Courses.
· Preparation of Literature Review, Content Development and Teaching Notes for different courses in Hospital Administration
· Should undertake responsibilitie of Academic Programmes, co-ordination with students and faculty. 
· Contribute to Publication of Materials such as Working papers, Case studies, Project work, etc. 
· Carry out the work assigned by the Project Leader/Faculty in-charge from time to time. 
Salary


 : Rs.40,000/- per month
Intrested candidates may send their resumes/Cvs to:  lnarayan@tiss.edu with a subect line ‘Application for the post of 
Programme Manager’/’Documentation Manager’ as the case may be.
Last date for receiving application: 08.12.2018
Shortlisted candidates will be called for an interview on 13.12.2018 
The selected candidates will have to join immediately.
	INTERVIEW DETAILS

	Date: 13.12.2018 (Thursday)

	Time:  11.30 a.m.

	Venue: Office of Prof. Mariappan, Chairperson, Centre for Hospital Management

	Documents Required at the time of Interview: Resume and Original Certificates in support of Educational Qualifications and Experience.


Deputy Registrar (P&A)
