
Sanjay Ganclhi Memorial Hospital, Mangolpuri' Delhi-l 10083

Duties / Responsibilitv:-

M.S/ Head of D_qttartment:-

| . Al1 llrc ir olli lclated to lvlain Casualty/ Enlergency.

2. Ali,;hc rrolk lelateci to Anti-Rabies Ciinic.
3. ,,\li thc uot'li relatcd to [-'oletrsic/Mot'tuar1 .

4. r\ll thc u olli relatcd to l)isaster & Isolation.

5. All tirc rrorli rclated to Illood llank.
6. .,\ll t.hc rrrrlli rclated to NIRD branch.

1. All tl-rc rrorli related to CSSD & ICU.
lJ. r\ ll ihc rr,rrl< relatccl to Obstetrics.

9. All tlrc lork related to G--vnaccologl'.

10. ,,\ll tirt r,,trt'li rclated to Neonatologv.
1 | . All thc rr irrli lelated to Paediatlics.

12. All 1l1g i1 qrt'l' rclated to []amily Planning'

D.N,l.S/ HO():-

13. .,\ll tltc riorli related to Achinistration Branch.

l-1. ,,\11 tlrr.'rtork rclatecl tr:r Accounts Bt'anch.

15. All thc trot-k related to Pr.lrchase Branch.

16. l'uhlir' irrlirlttratiiln Otllcer under R-ll Act.

17. IrsLlrc O lllcer of the Hospital plopet't1.

18. orcr.lll lrrchar.ge o1-car-etaking Branch ovelthe staf'l & M.o. Inchages.

19. SLrpclr ise thc rvork of Repzril'& Maintenance Branch as DMS'

20. SLrpc|r isc thc rvork of complaints and Depaltmental lnquiries as DMS.

2 l. \'iciirrncc ()flrcer lbl Ciazetted Staff.

ll. ( huilr rrr;. \'ledical Boald. SCMI I.
fi. SLrlclr lsc thc rvot'k related to MRD as M.O.l/c.

14. ,,\llolnre irt ()1'Court Clases to Doctors 1l'om MRD.

25. (lhrrllrlurr. Disability Iloard. SCMll.
26. Artr \)thcr \\ol'k entrusted by thc Medioal Superintendent tlorn tirne to time.

I)octors: -

l. ('linrcll .t SLrrgical t'elated u'ork'
2. ,\dilirtisltttion rvork as assigned b1' MS/HOD

Pararnedictl Strlffu

t. l)isrr.il.urion of Medicinc. Stock taking ol Medicine/ Sufgical Iterns

). Inchltlgc rtl'r,ariotts Storcs

3. l)itt'chltsc rrl'r'arious cquipnlcnts. ltems. Medicine etc.

Staff Nurse::

l. .\dnri:sion end Dischargc o1'patient.

L Ilcrl rlriiirlg.
i. [)istiihLrtion of diets. Milli ctc.
.1. Ptcplrttiotr o1'spccial fteds.
5. l'cchrricll Ntrrsing Carc o1'patients'

6.,\tirrrirristlation olVledicine.
7. .\drrlrristlltiorr of in.lections.

8. Scttirru. tlp illtraVenous lines'

9. Ilecotrlitru o1'mcdicines & iniection given.

10. Ilccu;dir.rg and clrarting r"ital paramcters (Pulse "BP, Respiration. Temperatltre etc.).

I l. RoLtn.ls l itl-r Doctor.
I 2. (iir inu rtn.l rcccir ing reports

l-1. I lnntiirl, or ct' attd taking charge of shi11'

l.l. Pt'cprrrrtLiorr o1'surgical supplies. bandage. splint.
15. I{iltrti6c clr'c und cleaning of dressing trolleys, supboards. apparatus. mackitrtosh etc'

16. t)isinlc'utititts o1'linen" beds. floor and bed pans.

17. I)crIr,nsLr-ilrj()n and guidance to student nurses and domestic slafI.

18. Strpclr isiotr tl1'dornestic stafl"
1 9. I'}rlticiFirtiort itr stal-l'cclttcation and stalTmccting.
20. l)lrticiprLLion ir-r ploltssitlnal activities.
21. .,\n-r olltcl clLttics that may be irssigncd lklnl time to time.



Technical Stll'l':-

l. 'l-ccltnicrLl Supen,isor:- supervision of the'|echnical Assistants. Indents. supplies and consumption

6l' O I' rrncl Post-operatile rvard supplies. 'lo u,ork as a link betu'een theatre personnel and I-lOt)

thloLirlt \ IiO lr.rcharge.

2. I'ce ltpic3l Assistant:- 'l o assist 'l'echnical Supervisor in day to da1' supervision of 'nvork r'n various

O ls. l() tillie chiirge of O't' ecluipment, drugs l'espiratol's and selr"icing o1- anaesthesia and surgical

cilr-tipttt u nt.
j. O;l 'lcchnician:- -[ o take o1'stelilisation o1'surgical instruments. I.,inen and maintenance of sterilizels.

I6 liriinLaiu anil errsure pipeline suppl.r' duling thlee shifls and to lepot't any leake or any shorl supply

cottcct trc,-l rt1 ccrs.

4. O I .\ssistlnt:- To assist the anaesthesiologist ciuring administration of anaesthesia and also to assist

thc srtt'ucotrs as lccluired.

5. Str.crclrcr lJcarcr / OT attendant:- To transport patienls fl'om lvards to OT and help the OT Assistant

irr 1','' i i,'ttittl,,l' Paticnts.

Minislcrial Staff:-

.,1 rl r t r i t t i s t r t t ti o tt/ E stu b I is lt nten t B r a n c lt : -

l. LsrrLblishmcrrt lvolk such as maintenance of Servicc Books. Leave records & Other service matters

ctc.

2. \'llilrrnce Cascs

-1. lill r'r.rltcr.s

-+. !',rrl(llscs
-5. I'ost llrtttiotl
6. I r-eirtirlg ctc.
7 . l{ cc t Lr it tl ent o1' -l R/S Its
8. l)N1l rclated nlatters ol Doctors

A t' t'r t r t r t I IJ r o n c lt : -

l. I'rcprt'eLion o1- Bills
2. [].cle rrse o1'salary " Allou,ances. arrcal's. fbunds etc

i. \.1l1tcls o1'PBI{. GPF Pass Book
,1. lncolr"rc l'as calcr.rlation & decluction etc

5. I'r'e plrtiiot-t of Budget
6. .\Lit.lit rccolds lratters
7 . Scnriirrr o1' Fir-rru-rcial nratters

l,llll) llrurrt'lr:-

1. l)r'cpulation of annual plan. Fivc y'eal plan. Outcorne Budget etc.

)-. l)r'c1-xlnliot.t o1'Statistical rcports

3. r li tlrc rio|k rclated to MLC
-1. \11 thc n,ork lelated to Court & Surnmon etc.

5. ('ollcction o1'Bilth & Death Data

6. Onliuc transmission o1'Birth & Death Data

Ct t'clu ki r tg l] run c lr : -

I . \ Ilintcrrance of Buildings
2. l'lilliing rclated ntatters
.1. ( rrri\,,utcilt[ ,,l Stlrl-l-
,1. Iclcphorres&ClLJCi
5. .,\llotnrc:nt o1'Sta1'1-Qualtels

6. .\ lloinrcnt o1'I Iostel Rootns
7. I lunspot'ti Covt. Vehicle
S. \1.,,t1,.'t ( T lclrteJ issues

9. l.iuison rvith PWD

-XXX.


