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Govemment of India

Ministry of Health & FamilY Welfare
*r.*

Nirman Bhawan, New Delhi - I l00l I

Dated 1711112021

CIRCULAR
subject: Engagement of Special Adviser to South-East Asia Region (sEARo) westem

Pacific Region (WPRO) Constituency - regarding.

GAVI has initiated the process to recruit a 'special Adviser to SEARO WPRO

constituency, to support the Board Member, Altemate Board Member and PPC

Member from this constituency started from January 2021. The special adviser will be

actively supporting the following members on all the Gavi policies, proposed

discussions agendas & decisions

(i) Hon'ble HFM of India : Dr. Mansukh Mandaviya, Gavi Board Member

iii; Hon'Ute HFM of Lao pDR: Dr. Bounf'cng Phoummalaysith, Gavi Altemate Board

Member
(iii) Additional Secretary & Mission Director (NHM) : Shri vikas Sheel, Gavi PPC

Member

Broadly, the special adviser is expected to do the following services

A. Support to Board Member, Alternate Board Member and Committee

Delegates
. Develop a strong understanding of all Gavi policies and any changes and liaise

closely with the Gavi Secretariat teams.
. Produce comprehensive briefs on a range of issues, as requested by the Board

Member, as well as talking points and presentations for the Board Member,s

use.
. To prepare briegings to ensure that the Board Member' Alternate Board

MemberandCommitteeDelegatesarewellinformedonkeypolicy,govemance
and management issues in support of his/her role(s) on the Gavi Alliance Board

and Committees.
. To identi! oPPortunities for

immunization and liaise with
Board members to advocate for Gavi and

the Secretariat to ensure Board members are

equipped with curent data and messages'
. fo fiiititate clearance with the Gavi Secretariat of global media materials (draft

speeches, articles and other communications focusing on Gavi issues) to be

used by the Board Member and assist the Gavi Secretariat in tailoring Gavi

global communications materials for use with the Board Member's

constituencY.

B. ConstituencY Engagement
.Activelycon*rtunacommunicatewiththeimplementingcountryconstituency

before and after Gavi Board related events such as meetings and teleconferences

I
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by circulating within the constituency all documents and materials, within one

working day of receipt from the Secretariat, and to prepare and support

members of the Board and committees for their respective deliberations and

communications on key issues to the constituency.
. Ensure that all communications from the Gavi Board and Secretariat are

distributed to all contacts within the constituency within one working day of
receipt from the Secretariat. This should include the decisions from meetings of
the Board and Board Committees, including implications for the constituency
arising from those decisions. This may require the ability of the Special Adviser
to translate documents into common languages of the constituency. Such

translated documents (or summaries of these documents) should be distributed
to all contacts within the constituency within four working days of receipt of the

original documents from the Secretariat.
. Support the active engagement of the constituency on Board Committees, and

with other constituencies of the Gavi Board.
. Organise a constituency meeting (as a side event to the WHO Regional

Committee meeting or the WHA) at least once per year.
. Support the Board Member, Alternate Board Member and the constituency with

the nomination process for Board Member, Altemate Board Member and/or
Committee Delegates when appropriate.

. To ensure that all Gavi policies, including information on the implications for
the constituency, are communicated with the constituency and to get

constituency feedback.
. To assist in the planning of Gavi information sessions during WHO Regional

Committee meetings to ensure a high level of participation of Ministers from
those regions.

C. Reporting
c Provide a quarterly update to the Secretariat on the development and

maintenance of an extensive network of contacts with the constituency.
Distribution lists for these contacts should be maintained and circulated to the

Secretariat with the quarterly reports and should include designated focal points

and sub-focal points within the constituency to ensure that information related

to Gavi is widely distributed.
o Provide a quarterly update to the Secretariat on the development of a network of

expertise and knowledge within the constituency to ensure that all available

resources are drawn on in the development of constituency positions related to

Gavi and in supporting the development of Gavi policy.
o Provide the Secretariat with full reports on meetings attended by the Board

member with relation to Gavi issues, within five working days of the meetings

o To provide administrative support for scheduling Gavi related events and

teleconferences, as requested by the Board Member or the Secretariat.

D, Administration/Others
o Provide administrative support in meeting scheduling and other areas, as

requested by the Board Member or the Secretariat.
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To liaise with the Gavi secretariat on behalf of the Board member, other Board

members and their special advisels as appropriate; as well as the Altemate

Board member, Cornmittee Delegates and Constituency countries'

io p".ro,_ oiher duties, some requiring natio al or intemational travel. as

required.

E. Work Experience
. Minimurn of 5 years of relevant professional experience

. Relevant professional experience in intemational, governmental or non-

governmenta I organisations
. Fublc and global health experience at national, regional or international level

an asset
. Advocacy, communications and/or intemational relations experience an asset

' Some background in governalce and/or advocacy an asset

F. Education/Skills/Competencies
. First-level universitY degree
. National experience ind knowledge of the national language, culture,

gore.n-.ntai institutions and systems. Sub national experience ald knowledge

an asset
. Excellent analytical skills with the ability to think strategically and laterally

. Demonstrated ability to build consensus within constituencies to deliver high

quality, accurate work within tight deadlines
. dt.ong'irt.,personal skills and ability to work collaboratively with colleagues

from a wide range of disciplines and backgroulds
. Written and spoken fluency in English essential
. Knowledge oi other languages spoken in the constituency would be an asset

. Excellent written and verbal cotnmunication skills

. Experience in preparation of reports and policy-briefs

. Experience in preparation of ofgicial letters and comrnunications with

governments an asset
. Lxperience in working with governing bodies an asset

3. The remuneration foi Speci-al AdvisJr will be paid by Gavi dependi,g on their

experience and qualifications.

4.Interestedpersonswlroareinapositiontojoinimmediatelyoncallnraysubmit
their particutal.S ulong with relevant iupporting documents to the Section officer,

Estabiishment-Il Section, Roorn No. :16-b. Nirman Bhawan, New Delhi within 30

days of issue of this advertisement on the Ministries' website'
Digitally Signed bY Amit

ffiiln*-r,nnrp'*,on
Under Secretary to the GoveffmsontAo0ftrda

Tel. No. 23061323

Copy to :

l.AllMinistrieslDepartmentsofGovernmentoflndia(throughe-mail)
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2. MoHFW website
3. All JSs/ EAs - with request to circulate in all ABs/PSUs under their admi-nistrative

control.
4. DoPT - with request to circulate in their website.

5. DGHS - with request to circulate in hospitals/organizations under their
administrative control.
6. MoHFW e-Office notice Board


