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HOSPITAL MANAGER — ROLES & RESPONSIBILITIES .

Supervising daily administrative operations in hospitals.

~ Monitoring expenses and suggest cost- cffcct:ve allcn natives.

Create quarterly and annual budgets with assistance from accounl

officer & financial expert. |

Develop and implement effective policies for all operational
procedures.

Prepare work schedules.

Monitor administrative staff's performance.

Train all new employees.
Ensure prompt ordering and stocking of medical and office

s, SuppliCS-

14.
15.
16.
17.

19.
20.

91

Answer queries from doctors, nurses and healthcare staff.

Resolve potential issues with patients.

Stay up-to date with healthcare regulations.

Set budget and departmental gdals.

Strategize to improve efficiency and quality of care.

Oversee finances such as patient fees, billing, and fund raising.
Communicate effectively with departments and.staff regularly.
Educate the community on important health topics.

To ensure 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 keeping. |

Prepare work schedules for class 111, IV and contractual employees

under superintendent.
Responsibility of up keep of Hygiene and sanitation including

waste management.

e




"":)"22 Assist Deputy Registrar in implementation of HMIS in Medical
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 liaisoning with PWD/outsource agency. Ensure
serviceability of lift and generator round the clock. |

~ Any other job assigned by the Superintendent form time to time.

Commissioner

Medical Educatio.




