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Section 4 (1) (b) (ii) 

 

Powers and dut ies of  of f icers and employees 

S.  

No  

Designation  

of post 

Powers Duties 

  Administrativ

e 

Financia

l 

Statutory others  

1 Medical 

Superint endent  

HOD HOD HOD  Overal l  

responsible for  

Funct ioning of  

hospit al  

2 Head of  t he 

Of f ice 

HOO HOO HOO  Overal l  

responsible for 

funct ioning of  

t he of f ice 

3 Dy.  Medical 

Superint endent  

(Medical) 

As per 

delegat ion of  

powers by M.S 

As per 

delega-

t ion of  

powers 

by M.S 

As per 

delegat io

n of  

powers by 

M.S 

As per 

delegat ion 

of  powers 

by M.S 

Overal l  

responsible for 

Medical care 

and as per 

delegat ion of  

ot her powers 

by M.S 

4 Chief  Medical 

Of f icer 

As assigned by 

M.S 

   Pat ient  

management  

5 Asst t .  Account  

Of f icer 

DDO DDO DDO Finance 

Depart -

ment  

Nominee 

Preparat ion of  

salary & 

cont ingency 

bil ls 

6 Dent al Surgeon As assigned by 

M.S 

   Pat ient  

management  

7 Special ist  As assigned by 

M.S 

   Pat ient  

management  

8 Medical Of f icer As assigned by 

M.S 

   Pat ient  

management  

9 Of f ice 

Superint endent  

As assigned by 

M.S 

  Cont rol of  

minist eria

l  st af f  

Supervision of  

Administ rat ive 

t ask,  RTI 

mat t ers,  

Vigilance and 

Parl iament /   

Assembly 

quest ions 

10 A.N.S As assigned by 

M.S 

  Cont rol of  

st af f  

nurses& 

group-D 

Post ing & 

cont rol of  

st af f  nurses 

and Group-D 

11 Nursing Sist er As assigned by 

M.S 

  Check 

st af f  

nurse and 

keep 

charge of  

Checking of  

st af f  nurses 

performance 

and maint ain 

ward st ore 
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st ore 

12 St af f  Nurse     Pat ient  care 

13 Senior 

Resident s 

   ________ Pat ient  

management  

14 Junior 

Resident s 

   ________ Pat ient  

management  

15 Head Clerk    ________ To prepare 

RTI,  NHRC 

mat t er,  

Vigilance 

mat t er,  

Parl iament / As

s 

embly 

quest ion and 

assurance,  

VIP references 

and PGC 

Mat t ers 

16 Sr.  P.A    ________ Supervision 

and Assist  wit h 

MS 

17 St enographer 

Gr. II 

    Take 

dict at ions & 

t yping work 

18 St at ist ical 

Of f icer 

   ________ Dat a analysis 

and report  

compilat ion 

19 St at ist ical 

Assist ant  

   ________ Col lect ion and 

compilat ion 

dat a.  

20 Upper Division 

Clerk 

   ________ Maint ains 

personal 

f i les/  services 

book of  

of f icer/ of f icial  

and put s up 

not es for 

decision 

21 Lower Division 

Clerk 

   ________ Diary and 

dispat ching 

and et c.  

Maint ains 

personal 

f i les/  services 

book of  

of f icer/ of f icial  

and put s up 

not es for 

decision 

22 Pharmacist     Check & 

Manage 

Dist r ibut ion of  

medicine 
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drug st ore 

23 Ref ract ionist     ________ Ref ract ion for 

spect acle 

24 Audiomet ric 

Asst t .  

   ________ Audiomet ry 

25 Mort uary Asst t .     ________ Specif ic post  

t o be f i l led 

26 O.T.  Technician    ________ Operat or OT 

Machine 

27 O.T.  Assist ant     ________ Cleanl iness of  

O.T.  Machines 

28 CSSD 

Technician 

   ________ Operat or 

st eri l izat ion 

machine 

(Aut oclave) 

29 Post  Mort em 

Technician 

   ________ Specif ic post  

t o be f i l led 

30 ECG Technician    ________ Performs ECG 

and maint ains 

ECG Machine 

31 Sr.  

Radiographer 

   ________ To t ake 

special X-Ray 

Phot o 

32 Jr.  

Radiographer 

   ________ Take X-Ray 

Phot o 

33 Physiot herapist     ________ Physiot herapy 

(Exercise) for 

early recovery 

34 Occupat ion 

Therapist  

   ________ To t rain 

physical ly 

handicap 

person or new 

occupat ion 

35 Lab.  Technician    ________ Performs 

laborat ory t est  

36 Lab Assist ant     ________ Col lect ion of  

samples and 

cleanl iness of  

machine 

37 Dent al 

Hygienist  

   ________ Maint aining of  

oral hygiene of  

t he pat ient  

38 Assist ant  

Diet ician 

   ________ Advise suit able 

diet  t o t he 

pat ient  

39 Driver    ________ To carry t he 

pat ient  in 

ambulance 

40 Dresser    ________ Dressing of  

wounds 

41 CSSD At t endant     ________ Cleaning & 

packing of  
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surgical 

mat erial  for 

aut oclave 

42 Ambulance 

At t endant  

   ________ Cleaning of  

ambulance & 

assist  in 

t ransfer of  

pat ient  

43 N.O    ________ Assist  t he st af f  

Nurse for t he 

care of  pat ient  

44 Peon     Carry f i les and 

Dist r ibut ion of  

Dark 

45 Mort uary 

At t endant  

    Specif ic post  

t o be f i l led 

46 St ore Of f icer As assigned by 

M.S 

   Making indent  

for hospit al  

procurement  

of  

goods/ it em/  

med/ receive 

t he 

goods/ it em 

Verif icat ion of  

bil ls 

accordingly 

relat ed t o 

goods /  i t em 

sending t he 

goods/ it em/  

med for 

qual it y cont rol  

t o t he CPA 

randomly.  

47 Purchase 

Of f icer 

As assigned by 

M.S 

   Preparat ion of  

purchase 

proposal,  

coordinat ion 

wit h purchase 

commit t ee 

and st ore,  

Issuing of  

supply order,   

conveying of  

sanct ion.  

 


