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I. Assistance to the AR EGISTRAR,

) e rofessor/
/ activities related 1 Students & , d
7 S & aea

Assistance tq the Dean/py
Section.

acull i "t 1 ' & 1
Y in (.hdrge o mom(oring of all the
Cn\iCS.

8]

oft in ¢ 2
€ssor in chargc/l'aculty in charge of UG/PG

3. Assistance . the Dean/Profes

administrative work

4. Assistance 1o the Dean & HOD /py

. ofessor in charge for NMC inspection.
Assistance to tl

¢ Dean & HOD/Professor in charge for MPMSU

¥
¥

coordination,

o

W e : i i
lance to the Dean & Professor in charge / Faculty in charge in Student

welfare programs .

Aaseie o e - & v %
Assistance to the Dean & Admission Committec /Designated FFaculty for
counseling and admission.

8. Assistance to the Dean & Professor in charge /Faculty in charge for student

grievances,

9. Assistance to the Dean & Professor in charpe /Faculty Designated for Bond
management implementation,

0. Assistance to the Dean & Prolessor in charge / Designated Faculty for
scholarship implementation.

3

‘}%3 11 Assisting Dean/Faculty  in charge in Medical College for website
{7 :
~@ upgradation and monitoring.

12, Assistance in Library Management, monitoring and administration as

desired by the Professor in charge /Faculty in charge of Library & Librarian.

R

13.Assistance to Professor in charge/ Concerned Faculty in Paramedical and

Nursing curriculum implementation,

S, i

14. Assistance to the Dean for implementing NMC norms.

LQ’.»



ation. Constant monitoring and review . 1
1 dules of HMIS. Al L

13 Responsible for HAMIS implement
HMIS and 10 ensure quality of data entry into all n
HMIS related information  be updated on daily bases 19 e e %
Superintendent.

16 Assisting Dean/Professor in charge/ Concerned Faculties in NHM related
activities at the medical college & coordination with CME office.

7. Any other job assigned by the Dean form time to time. -

Medical Education ’

-

M\

%
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19.

2

Lo NS

21.

HOsSp
S =2 TAL MANAGER - ROLES & RESPONSIBILITIES
M :;::;::;gi‘z 2’) i‘:gﬁ‘!r:?; Sfrat IV(. ()pcrzali?fxs i‘n hqspi ta!s:
Crstte ke <1\nd ‘ ¢ f»}lg,ggi gm:t-c.{ {ccuv-c altcma'twcs,
s & t‘xmné’ and annual budgets with assistance from account
; ancial expert.
Develop and implement effective policies for all operational
procedures. :
Prepare work schedules.
Monitor administrative stafl’s performance.
Train all new employees.
Ensure prompt ordering and stocking of medical and office
supplies.
Answer queries from doctors, nurscs and healthcare staff.
Resolve potential issues with patients.
Stay up-to date with healthcare regulations.
Set budget and departmental goals.
Strategize to improve efficiency and quality of care.
Oversee finances such as patient fees, billing, and fund raising.
Communicalc effectively with departments and staff regularly.
Educate the community on important health topics.
To ensurc that all the documentation related to patients is safely

stored.
To ensure that all the surgical instruments in hospitals are

sterilized according to the norms. Records of sterilization should
be chetked and signed at the CSSD.

Supervision of inventory kecping.
Prepare work schedules for class 111, IV and contractual employees

under superintendent.
Responsibility of up keep of Hygiene and sanitation inch{ding

waste management.

B




| %4,/2023
of HMIS in Medical

Assist Deputy Registrar in implementation

College and Hospital.
Act as lliaisoning agent between government bodies medical staff

and integrate activities of all departments. Liaise and network with
other government department e.g. PWD for smooth functioning of

the hospital.
Responsible for execution of Ayushman Yojna in MGH

Responsible for Iliaisoning with PWD/outsource agency. Ensure
serviceability of' lift and generator round the clock.
© 26.  Any other job assigned by the Superintendent form time to time.

-,

Medical E )
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Jo '
OB RESPONSIBILITIES OF ASSISTANT HOSPITAL MANAGER

ntrusted

1. To assist Hospit: . . '
pital Manager in all the roles and responsibilities ¢

under term ol references for Hospital Manager.
\ 3
2. Any other job assigned by the Superintendent from time to time.

A mmissi

Medical fducation
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WRES) ONSIBILITIES OF BIO MEDICAL ENGINEER.
Lo Attend 1o a4l problems related 1o clectro medical cquipments as assigned by
the Dean/Superintendent,
2. Repairing, Maintenance,  calibration and  Installatin - of  biomedical
CquIpMents at Hospital,
3. To attend 1o the calls made from various wards and ICU for immediate
rectification of electro medical cquipments.
T Lo Team Member of Bhopat division Tor monitoring and inspection of true
? g NAT instrument installed under covidl9 in district hospitals and preparc
report submit o state level team.
; 8. Responsible for AMCAONC and 100% uptime of all the equipments in the
I hospital.
6. Formulation of the strategy to keep equipment status online.
7o Daily servieeability status of emergency equipment like ventilator, USG,X-
RAY ete. o the hospital superintendent.
8. (nline 1r$lckinp, of equipment status thru HMIS maintenance module.
9. Responsible for regular maintenance and auditing of MGPIL/MGP System,
Oxveen Plant,
ik {}% 0. To create a list of equipment lor condemnation as per norms.

. Any work assigned by Dean/Superintendent from time to time.,

.

Medical Education
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