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01. JOB TITLE: Administrative Officer 

 
Job type:                      Regular (BPS-17)  

Department:                Administration MTI, MMC 

Reporting to:               Hospital Director 

Selection Criteria:       Initial recruitment by Advertisement                                                                          

Required Experience: 2-3 years of experience in office administration  

Required Education:  Bachelor degree in business administration or related field preferred 

Training: 

 

Duties & Responsibilities: 

1. Supervises the daily operation of positions under his/her responsibility. 

2. Participates in the development of staffing plans, performs administrative tasks related to staff coverage 

(i.e. Vacations and modified days, time sheets and employee information records. 

3. Provides ongoing guidance and training to staff in setting and achieving established standards. 

4. Coordinates and approves staff work and vacation schedules and other absences and timesheets. 

5. Conducts performance evaluations and schedules monthly meetings with support staff under his/her 

responsibility. 

6. Directs work of a routine and non-routine nature and establishes priorities where applicable. 

7. Provides a variety of administrative support functions. 

8. Participates in and assists with the recruitment of staff. 

9. Assists with new hire selection process including providing orientation and ensuring the provision of 

appropriate training. 

10. Provides input into the review and update of staff job descriptions. 

11. Identifies, recommends and participates in the implementation of strategies to increase efficiency and 

effectiveness of administrative operations together with new or existing programs and projects that can 

best meet the needs of the faculty. 

12. Coordinate the preparation and circulation of plans and accompanying documents, formats and produces 

memos, letters, reports, and forms from drafts or notes. 

13. Prepares agenda packages, records and produces formal minutes and related correspondence for 

meetings, ensuring timely distribution of materials. 

14. Maintains a variety of paper and electronic records for the Faculty, purging and archiving as necessary 

and ensuring security of confidential materials. 

15. Establishes fosters and maintains an effective working relationship with staff, faculty, administrators and 

external contacts. 

16. Coordinate and organize the planning of events such as fund raising and/or department and record 

outcomes as required. 

17. Coordinate meetings with other faculties and with other institutions to discuss collaborative opportunities. 

18. Follows up on contacts and requests on behalf of the higher authorities and report outcomes. 

19. Collects information from internal and external sources related to a variety of issues or problems. 

20. Any other duty assign by the competent authority. 
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02. JOB TITLE: Account Officer 
 

Job type:                      Regular (BPS-17)  

Department:                Finance Department MTI, MMC 

Reporting to:               Director Finance 

Selection Criteria:       Initial recruitment by Advertisement                                                                          

Required Experience: 2-3 years of experience in handling accounts function 

Required Education:  Hold a B Com Accounting degree, MBA Finance/ Accounts 

Training: 

 

Duties and Responsibilities: 

1. Coordinate with all external stake holders i.e. Auditors, Banks, FBR, Health & finance 

Department and other investigation authorities, etc. 

2. All statutory compliances. 

3. Checking of monthly payroll and timely disbursement of salaries. 

4. Checking of all reconciliation statement and ensuring that all reconciliation Statements are 

prepared timely and correctly. 

5. Fulfillment of all codal formalities before processing payments. 

6. Safe custody of all cheque Books and other official documents. 

7. Assist and coordinate Director Finance in all Accounts and financial related matters. 

8. Any other duty assign to him by the competent authority. 
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03. JOB TITLE: Nursing Superintendent/ Deputy Nursing Director 
 

Job type:                      Regular (BPS-17)  

Department:                Nursing 

Reporting to:               Nursing Director, MTI MMC  

Selection Criteria:      By Promotion or Initial recruitment By Advertisement 

Required Experience: 5 Years as a Head Nurse 

Required Education: BS Nursing 

Training: 

 

Administrative Responsibilities: 

1. He/she shall formulate policies for placement of staff in different units, their rotation, job 

responsibilities and maintain a satisfactory schedule of patient care. 

2. He/she will maintain individual cumulative record of all nursing staff. 

3. The Deputy Nursing Director shall forward the Annual Confidential Report/ Open 

Performance Report of all Nursing Staff working under her to the Nursing Directorate and 

maintain a Gradation List of the Nurses of all categories in her Institution. 

4. The Deputy Nursing Director shall be member of various Hospital Committees and participate 

in all development planning for the hospital 

5.  He/she shall be responsible to ensure issuance of Show Cause Notices to all nurses remaining 

on unauthorized absent. 

6. He/she will hold periodical meeting with the Nursing Staff to make the patient care 

effective. 

7. He/she will keep herself apprised of the Hospital condition and will be aware of any 

special patients of significant diagnosis and needing special care. 

8. He/she will attend of all disciplinary problems which her other subordinate staff find it 

difficult to handle and will discuss with Nursing Director. 

9. He/she will enforce implementation of the hospital Rules, Regulation and Policies. 

 

Patient Care: 

1.  Will make regular hospital rounds individually, with the Hospital Director & Medical 
Director as well as with various hospital committee to ensure the quality of patient care. 

2.  Will ensure regular supply of articles and equipments for proper nursing care to the 
patients and be vigilant about proper utilization of hospital properties. 

3.  Will supervise the maintenance of various records and reports in the Wards 

4.  Will hold periodical staff meetings with other Nursing Staff. 
 

Welfare of the Nursing Staff: 
 

1.  Will take an interest in staff development through orientation program for new staff, in-service     

Education Programme, guidance and counseling. 

2. Will see to the comfort of the Nursing Staff and guide them as far as practicable. 

3. He/she will ensure periodical health checkup of all Nursing personnel working under her, 

maintain health records and take action for nurses. 

   4.     Will supervise the running of Nurses‟ Hostel and the Nurses‟ Mess. 

 5.  Will submit proposals for expansion and construction of Nurses‟ hostel, class room etc. as 
and when necessary. 
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 6.   Will initiate new projects/ study/ research for professional growth and submit the proposal 
to Nursing Directorate. 

 

Nursing Education: 
 
1. He/she will participate in student selection and recruitment which will be done by the 

competent authority. 

2. He/she will keep herself apprised of the Teaching Programme attached to her institute. 

3. He/she will plan and organize continuing Education Programme for her Nursing Staff with the 

help of Nursing Director & Teachers of her Institution. 

 

Key Performance Indicators: 
 

1. Administrative performance 

2. Patient care 

3. Welfare performance 

4. Organizing of educational plan 
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04. JOB TITLE: Electronics Engineer 
 

Job type:                     MTI, Regular (BPS-17) 

Department:       Maintenance Department of Electro Medical Equipment’s at MTI, MMC 

Mardan 

Reporting to:              Procurement Manager  

Selection Criteria:     Initial Recruitment through Advertisement                                                                          

Required Experience: 05 Years in relevant field 

Required Education: BS Electronics Engineering 

Training: 

Tasks: 

GENERAL DUTIES:    

 

1. Supervises the work of technicians & Electro Medical Staff and assign them routine & special 

duties. 

2. To look after all the Electro Medical Equipment of the hospital. 

3. To plan the maintenance of faculty equipment. 

4. To take prompt action of the equipments which needs to be repair. 

 

TECHNICIAL DUTIES: 

 

5. To carry out as well as supervise maintenance of equipment. 

6. To search market for availability of expertise & parts required for maintenance & efficient 

operation of equipment. 

7. To ensure that all equipments are in order.  

8. To Maintain Schedule for equipments Maintenance & Repair. 

9. To develop SOP’S for safety measure of Electricity and Electronics Items/Equipments.  

 

ADMINISTRATIVE DUTIES: 

 

10.  To plan development & expansion of the electro-medical department. 

11.  To keep record of maintenance of equipment. 

12. To liaison with stores, P & D and other departments in issues related to Electro Medical 

Equipment. 

13.  To act as a member of Purchase committee where appointed by the authorities. 

 

OBJECTIVES & RESPONSIBILITIES: 

 

14. To reduce the maintenance cost of Electro Medical equipment. 

15. To increase reliability of operation of equipment by routine inspection & checking. 

16. To improve the technical skills of self & staff by getting practical trainings & practice. 
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05. JOB TITLE: Warden 

 
Job type:                       Regular (BPS-17) 

Department:                MTI, MMC Mardan 

Reporting to:                Hospital Director 

Selection Criteria:       Initial Recruitment through Advertisement                                                                          

Required Experience: 3 years Hospital management experience  

Required Education:  Master in Social Sciences 

Training: 

 

Tasks: 

 

1. The Warden shall be responsible for the health hygiene and general welfare of the students 

residing in the Hostels which are specifically assigned to him/her and shall attend to all 

matters of health, sickness, diet sanitation and cleanliness in accordance with the advice of the 

Medical officer. 

2.  Each Warden shall be responsible for the resident students and shall ensure that the students 

concerned observe the rules framed for their guidance and maintenance of decorum. 

3. He/she shall have the right to inspect Hostel Rooms. 

4. The wardens, functioning under the over-all charge will be individually and collectively 

responsible for the smooth functioning of the Hostels. 

5. Each Warden will be responsible for the assigned resident students. 

6. Each Warden shall promptly take appropriate action within his/her power on all cases of 

misbehavior, indiscipline and sickness of the residents in his/her charge and report to higher 

authorities for cases beyond his/her power. 

7. The Wardens can impose fines up to the limits prescribed by the competent authority upon 

resident students. 

8. The Wardens shall be available in the hostel office every day at specified hours. 

9. The Wardens shall be responsible for the proper upkeep and maintenance of properties of the 

hostel under his/her charge. 

10. The Warden can transfer a resident from one wing of the Hostel to another. 

11. He/she will allot Hostel Rooms and guest rooms and supervise them. 

12. He/she will check the resident students register and the guest room register. 

13. Will take disciplinary action for keeping any unauthorized guest. 

14. Will be responsible for the overall security of the hostel and will coordinate his/her 

responsibility with the security officer. 

15. Will check the bills prepared by the caretaker for purchase of newspapers and magazines 

16. Will ensure maintenance of discipline and decorum in the common room. 

17. Will keep a watch over the cleanliness of the dining hall and the dining hall and the kitchen 

and of the food prepared. 

18. Will be responsible for proper pursuance of complaints relating to civil/electrical works. 
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06. JOB TITLE: Junior Registrar (Trainee Registrar)  

 

Job Type:                         MTI, Regular (BPS-17)  

Reporting to:                   Head of clinical unit 

Department concerned: clinical department 

Selection Criteria:          Initial recruitment by advertisement 

Required Experience:    Nil 

Required Education:     MBBS/FCPS-1, II 

Training:  

 

Tasks: 

1.  Accountable to his/her Head of Clinical unit and, through him, to the Medical 

Director of the hospital. 

2.  His/her job is full time, residential & non practicing 

3.  Works under the supervision of head of unit. 

4.  Supervises house officers, nurses & other subordinate staff of the unit. 

5.  Is responsible to prepare & notify the duty Rota of all the staff working in the unit. 

6.  Recommends disciplinary action about any miss conduct on part of any subordinate 

staff. 

7.  He/she is generally the senior most doctors on duty in the unit after normal working 

hours, and so as takes on-the-spot decision on behalf of the unit, but he is expected 

to keep his superior on call informed, and immediately summons them when 

warranted. 

8.  Examines all in-patients at morning & evening and more often when clinically 

warranted. 

9.  Admits patients from OPD and A&E in accordance with the protocols of the unit. 

Prepares OT list & operates on scheduled & emergency cases. Is responsible for preoperative 

& post-operative care of surgical patients. 

10.  Independently provides routine out patients consultation & attends to routine inter 

departmental references, but keeps his superior informed of all cases that merit their 

attention. 

11.  Initiates interdepartmental references in consultation with his superiors. 

12. Requests for investigations, follow up on results, prescribes medication and assists 

his superior at diagnostic, & therapeutic procedures. 

13.  Independently performs diagnostic and treatment procedures which he is authorized 

to do in accordance with his clinical privileges. 

14.  Ensures that all equipment, instruments and appliances are properly maintained,  

repaired, renovated or exchanged. 

15.  Verifies and countersigns discharge certificates prepared by his juniors. 

16.  Prepares medical reports & certificates which requires authentication by his superiors 

17.  Participates in clinical audit, teaching & research activities of the unit. 

18.  Carries out all other duties as may be assigned to him/her by the head of unit, Medical 

Director. 
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Key Performance Indicators: 

1. Supervision  

2. Emergency management 

3. Check of what have written and what have been performed 

4. Critical Reports management 

5. Coordination  
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07. JOB TITLE: Medical Officer 

 
Job type:                 Regular (BPS-17) 

Education:              MBBS  

Experience:            NA 

Selection Criteria: Commission/MTI 

Reporting to:         Medical Director through Head of concerned Department MTI, MMC  

Training:  

 

 Duties and Responsibilities: 
 

1. MO is answerable to Head of clinical unit and through him to the Medical 

Director of the hospital. 

2. His/her job is full time & non practicing 

3. Will work under the supervision of in charge of the unit. 

4. Will follow the departmental SOPs. 

5. Any other duty assigned to him by I/C of the unit, MD & HD. 

MO General OPD: 

• Attends OPD, examine patients & either prescribe medicine or refer them to the Consultant for 

expert opinion or admission MO on duty in a clinical unit. 

MO on duty in a clinical unit: 

1. Will give presentation of his assigned patients in the morning round. 

2. Will document DPR & will review the allotted beds. 

3. Will document & carry out all the orders recommended for his patients in the round. 

4. Will prepare the discharge slips & will explain treatment & follow up plan with the discharge 

patients. 

5. Will prepare OT list, consenting patients, preparation of patients for surgery or other procedures. 

6. Will be present for the daily ward round. 

7. Will remain physically present in the ward premises during his scheduled shift. 

8. Will perform OPD duties per departmental protocol & duty roster. 

9. Will remain on duty during public holidays as per duty roster. 

10. Will assist consultants in OT. 

11. Will document & inform on call seniors about any unusual circumstances while on duty. 

12. Will be available in unforeseen circumstances to help his/her team. 

13. Will participate in departmental as well as hospital academic activities. 

Key Performance Indicators: 

1. Follow of departmental SOPs 

2. Pre and Post Documentation of patients 

3. Supervision 

4. OPD  

5. Surgical performance 

6. Academic and Research participation 

7. Communication  
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08. Job Title: Medical Officer (Gynae) 

 
  Job Type:                         Regular (BPS-17) 

   Education:                     MBBS  

   Experience:                      Not Required 

   Selection Criteria:         MTI/Commission 

    Accountable/Report to: In charge Gynae Unit 

Training: 

 

 Tasks:     

 

    1. To take and evening round on emergency days along with register on call to see the treatment of       

patients is being carried out. 

    2. Works under supervision of Head of unit and accountable to Medical Director. 

    3. Prepare and verifies medico logical reports issue the unit. 

     4. Morning, Evening & night shift duties (8 Hours) of Medical Officers (Monthly Duty Rota will 

be    shared along with TMO’s Duty Rota. 
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09. JOB TITLE: CASUALTY MEDICAL OFFICER 
 

Job type:                      Regular (BPS-17)  

Department:                Accident and Emergency 

Reporting to:               In charge of the unit, Medical Director 

Selection Criteria:       Initial recruitment though Advertisement 

Required Experience: NA 

Required Education:  MBBS/MD recognized by PMDC 

Training: 

 

Tasks: GENERAL DUTIES: 

 
1.  Deals with all emergency and medico legal cases of surgical or medical nature 

irrespective of Police station. 

2.  Maintains cleanliness of the casualty office, wards and Operation Theater through 

appropriate staff. 

3.  Calls staff in as required (clinical staff, Pathologist, radiologist, Blood Bank officer, 

Anesthetist etc.) for emergencies or mass calamities. Returns to duty as well for 

emergencies or mass calamities. 

4. Controls ambulances attached to the casualty Department for transportation of 

patients to and from the hospital. 

5.  Receives incoming telephone call and gives information to appropriate persons.  

 MEDICAL DUTIES: 

6.  Resuscitates patients and either seeks the advice of a specialist or the unit I/C or admits them 

for observation in a specific ward according to the nature of their illness. 

7.  Conducts medico legal and post mortem examinations. 

8.  Acts as a team member of flying squads in emergencies or mass calamities.  

 ADMINISTRATIVE DUTIES: 

9.  Maintains recodes of medico legal and post mortem examinations and provides 

information to the police in a timely manner. 

10.  To help the in charge casualty in administrative affairs of the department. 
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10. JOB TITLE: TRAINEE MEDICAL OFFICER 
 

 

Department:                Concerned clinical department 

Reporting to:               Associate Dean 

Selection Criteria:       Medical training provided by CPSP in the concerned specialty 

Required Experience: NA 

Required Education:  MBBS, FCPS-1/MCPS-1/ Other Diplomas. 

Training: 

 

Tasks: 

1. To observe hospital timing. 

2. To completely follow departmental SOPs 

3. Present for the daily ward round 

4. To document patients admissions and to review allotted beds. 

5.  Give presentation of his assigned patients in the morning ward round. 

6. To document and carry out all the orders recommended for his/her patients in the 

morning round. 

7. To follow up the task assigned in the ward rounds and ensure their completion. 

8. To prepare discharge slips & to explain treatment & follow up plan with the discharge 

patients. 

9. Detailed briefing of the ward patients to the relieving trainee medical officer. 

10.  To remain physically present on the ward premise during his scheduled shift. 

11.  Supervising house officers. 

12.  Clerking of patients (arrival reports of patients admitted in emergency). 

13.  Along H/O to complete work out of the newly admitted patients 

including history taking, investigations per departmental protocol and ensuring their 

completion. 

14.  Checking out plan for all patients admitted in emergency in consultation with the JR 

or  on call senior 

15. OPD duties per departmental protocol & duty roster. 

16.  To refer patients to the senior collogues if necessary 

17. . To discuss patients with senior collogue if necessary. 

18.  Preparation of operation theatres list, consenting patients, preparation of patients 

for surgery or other procedures. 

19.  To assist senior collogue & consultants in operation theatre. 

20.  To carry out surgical procedures independently or under supervision according to the 

guidelines of the supervisory post graduate institution. 

21.  To carry out complete documentation of operation notes of all major & minor cases 

in OT. 

22.  To document complete post operation if necessary. 

23.  Participate in departmental as well as hospital academic activities. 

24.  Participation in departmental as well as hospital research work. 

25.  To remain on duty on public holidays. 

26. To communicate effectively with his/ her team member. 

27.  To respect his/her members, patients & their relatives /attendants. 
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28. To follow departmental protocols while going on leave (casual leave, emergency & 

sick leave). 

29.  To document & inform on call seniors colleague about any un usual circumstances 

while on duty. 

30.  To be available in UN foreseen circumstances to help his/her team. 

Key Performance Indicators: 

1. Follow of departmental SOPs 

2. Pre and Post Documentation of patients 

3. Supervision 

4. OPD  

5. Surgical performance 

6. Academic and Research participation 

7. Communication  
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11. JOB TITLE: House Officer 
 

Job type:                      Paid/Unpaid 

Department:                Concern clinical department 

Reporting  to:              Registrar & Consultant 

Selection Criteria:       Initial recruitment for a period of 6 months each in medical and 

allied subject and surgical and allied subject by interview 

Required Experience: Nil 

Required Education: MBBS WHO recognized medical college, provisional registration 

with PMDC. 

Training: 
 

Tasks: 
1. To observe hospital timings. 

2.  Full time residential work in the hospital 

3.  To follow departmental SOPs 

4.  To work under the supervision of the competent authority (TMO, /MO, Registrar’s & 

consultant). 

5.  To remain within the premise of the department while on duty. 

6.  To record DPR of his/her allotted patients in the patients progress chart. 

7.  To present or assist senior doctors during the morning or evening rounds per 

departmental protocol. 

8.  To record tasks in writing, mentioned on the bed side of the patient during morning or 

evening round. 

9.  To carry out or to follow him/her if necessary, or assigned tasks to the concerned staff 

regarding decisions made during ward meeting/ rounds. 

10. To follow all investigations/ consultation calls of his/her allotted patients or to 

specifically follow all tasks assigned in person by the supervising senior doctor 

irrespective of the patients identity no in the ward. 

11. To be readily available on time in the concerned section of the department e.g. in the ward, 

OPDs or operation theatre according to the duty roster of the ward. 

12. Clerking of the newly admitted patients in the ward or to clerk a patient who is admitted as 

an emergency ( according to the protocol of the department ) 

13.  In patient care (History, clinical examination, filling in of all investigation/ blood transfusion 

request forms, assistance of other staff members for patient care, interdepartmental 

communication). 

14.  To prepare discharge cards/slips for the patients and to seek guidance from the concerned 

trainee medical officer/ JR regarding the treatment & follow up plan. 

15.  Detailed briefing of the ward patients to the relieving HO. 
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16.  CPR, GCS scale, intramuscular injections, establishing IV lines, NG tubes, flatus tubes, 

urinary catheterization, blood transfusion, peritoneal 7 pleural tap, venous cut down, ECG& 

clean enema. 

17.  Full time presence inside the department while on emergency duty, according to the duty 

roster. 

18.  Assistance of senior doctors during surgical procedures. 

19.  Assistance of the senior doctors in the OPD 

20. To prepare OT list. 

21. To prepare patients for OT or other invasive or non-invasive procedure. 

22.  To develop & carry out effective & timely communication with senior collogues in the hour 

of  need (e.g. To discuss patients or to take opinion of the seniors member of the team or 

when the patient in the judgment of house officer needs to be seen by a senior doctor 

according to the protocol of the concerned department) 

23.  To work in a team as an effective team member 

24.  To remain cordial & friendly to other staff members & to develop effective 

 communication skills while working as a HO 

25.  To be readily available in unforeseen circumstances ( natural calamities, disasters & 

terrorism acts) 

26.  To fully understand & exercise empathy with the patients & their attendance 

27. To participate in academic activities. 

28.  HOs will carry out basic surgical procedures like Appendectomy or Tonsillectomy only 

under the supervision of a qualified designated person (a doctor who has completed his 

post-graduation & is designated to supervise junior doctors). 

29.  To participate in departmental & hospital research work. 

30.  To carry out the assigned administrative work if any.     

31.  To fully respect her /his team members, patients & their attendants. 

32.  To follow departmental protocols while going on leave( casual leave , emergency leave & 

sick leave) 

33.  To document & inform on call seniors collogue about any un-usual circumstances within the 

department while on duty. 

Key Performance Indicators: 

1.  Follow of departmental SOPs 

2. Pre and Post Documentation of patients 

3. OPD  

4. Surgical performance 

5. Academic and Research participation 

6. Communication  
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12. JOB TITLE: HEAD NURSE 
 

Job type:                       Regular (BPS-17)  

Department:                 Nursing MTI, MMC 

Reporting to:                Nursing Director, MTI MMC  

Selection Criteria:       By promotion/posting by DGH/PSC/ Advertisement 

Required Experience: 5 Years 

Required Education:  Diploma in Nursing and Midwifery, 1 Year Diploma in Ward 

Administration and Teaching Administration. 

Training: 

 

Tasks: 

1.  Head nurse is directly Accountable to Director Nursing & through him/her to Ward in 

charge. 

2.  Will be responsible to supervise the work of nursing staff & auxiliary staff in her 

jurisdiction & ensure that they perform their duties efficiently & regularly. 

3.  Will be responsible to maintain strict administration of the staff & brings any 

neglect on their part to the notice of the registrar of the unit & Nursing Director. 

4.  Will be responsible to ensure that ward is clean & tidy (i.e. toilets, floors, verandas, 

furniture, doors, windows, almirahs (Cupboard) & hand wash basins). 

5.  Will be responsible to maintain all equipment, instruments & apparatus in good 

working order 

6.  Will be responsible to assign duties nursing staff/ auxiliary staff according to 

requirements 

7.  Be responsible to bring any un usual occurrence in the ward to the attention of the 

registrar & Nursing Director. 

8.  Will be responsible to take roll call of the nursing & auxiliary staff regularly 

9.  Will be responsible to read & check night & evening reports & delivers them for 

compliance 

10.  Will ensure that drugs are in safe custody & checks their expiry dates regularly 

11.  Will be responsible to maintain medicines & linen in sufficient quantity , takes 

inventory regularly & re orders to prevent shortages 

12.  Will perform nursing care of patients & assists nursing staff in their work 

13.  Will ensure that patients are receiving proper nursing care & medication regularly 

14.  Assists I/C of the ward in rounds of the ward & follows his instructions about nursing 

care, treatment & other points for the welfare of the patients. 
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15.  Will assist in clinical teaching (bed side) to student nurses & ensure that they are 

taught nursing procedures appropriate to their stage of training 

16.  Will perform any other duty assigned to her by ward in charge, Nursing Director. 

 

Key Performance Indicators: 

1. Managing or allocation of Nursing and Aux. staff duty 

2. Quality of Work  

3. Communication and coordination 

4. House keeping 

5. Punctuality 

6. Discipline 

7. OCB 
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13. JOB TITLE: Pharmacist 

 
Job type:                       MTI, Contract (BPS-17)                                                       

Department:         Pharmacy MTI, MMC Mardan 

Reporting to:                Medical Director 

Selection Criteria:       Initial Recruitment through Advertisement                    

Required Experience: 3 years of relevant Experience 

Required Education:  Pharm-D Degree 

Training: 

 

Tasks:  

1. The hospital pharmacists are responsible for monitoring the supply of all medicines used in 

the hospital and are in charge of purchasing, manufacturing, dispensing and quality testing 

their medication stock along with help from pharmacy assistants and pharmacy technicians. 

2. Hospital pharmacists will information on potential side effects and check that medicines are 

compatible with existing medication. They will often also monitor the effects of treatments 

to ensure that they are proving effective, safe and appropriate to the user. 

3. Will check prescriptions to make sure there are no errors and that they're appropriate and safe 

for the individual patient. 

4. Provide advice on the dosage of medicines and the most appropriate form of medication, for 

example, tablet, injection, ointment or inhaler. 

5. Will participate in ward rounds to take patient drug histories. 

6. Liaise with other medical staff on problems patients may experience when taking their 

medicines. 

7. Make sure medicines are stored appropriately and securely. 

8. Supervise the work of less experienced and less qualified staff. 

9. Will keep up to date with, and contribute to, research and development. 

10. Provide information on expenditure on drugs. 

11. Prepare and quality-check sterile medications, for example, intravenous medications. 

12. Set up and supervise clinical trials. 

13. Formulary preparation as member of pharmacy and therapentic committee.  
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14. JOB TITLE:  Optometrist 
 

Job type:                       MTI, Regular (BPS-17)  

Department:         Ophthalmology Unit MTI, MMC 

Reporting to:                In-charge Concern Unit MTI, MMC 

Selection Criteria:       Initial recruitment through advertisement                                                       

Required Experience: 2 years 

Required Education:  BS (Vision Sciences) 

Training: 

Tasks:    

1. Reporting to the In-charge Unit and dealing and supervising of Optometry Unit.  

2. Over all Supervision of Refraction Unit by directing and dealing the daily activities of staff 

matters including ophthalmic technician, refractionists and clinical technologists.    

3. Examine eyes, using observation, instruments and pharmaceutical agents, to determine visual 

acuity and perception, focus and coordination and to diagnose diseases and other 

abnormalities such as glaucoma or color blindness. 

4. Analyze test results and develop a treatment plan. 

5. Prescribe, supply, fit and adjust eyeglasses, contact lenses, Orthoptic assessment and other 

low vision aid. 

6. Prescribe medications to treat eye diseases. 

7. Educate and counsel patients on contact lens care, visual hygiene, lighting arrangements and 

safety factors. 

8. Consult with and refer patients to ophthalmologist if additional medical treatment is 

determined necessary. 

9. Remove foreign bodies from the eye. 

10. Provide patients undergoing eye surgeries such as cataract and laser vision correction with 

pre-and post-operative care. 

11. Assessment of pupils, confrontation fields, and anterior chamber depth  

12. Tonopen.  

13. Applanation. 

14. Schiotz or air puff tonometry. 

15. Prepare & Display SOP’S on ophthalmology  

16. Develop & implement safety measures at ophthalmology unit. 
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15. JOB TITLE: Clinical Technologist (Ophthalmology)  

 
Job type:                      Regular (BPS-17) 

 Department:               Ophthalmology unit MTI,MMC 

Reporting to:               Chairman / In-charge of the unit MIT, MMC 

Selection Criteria:       Initial recruitment / Promotion       

Required Experience: 2 years 

Required Education:  BSc Vision Sciences  

Training: 

 

Tasks:   
 

1. The duties of an ophthalmology technologist include collecting information requested by the 

ophthalmologist, such as medical histories and eye measurements.  

2. Ophthalmology technologists may test a patient's eye intraocular pressure, pupil reactions, 

scope of vision, color vision and muscle movement.  

3. The ophthalmology technologist is also responsible for taking and explaining procedures, 

treatments and diagnoses to patients. 

4.  During surgery, the ophthalmology tech may assist the ophthalmologist by preparing the 

surgical room and equipment and observing the patient.  

5. Additional duties include interacting with patients, maintaining sensitive ophthalmologic 

equipment and keeping exam rooms clean and in order. 

6. Any other duty assigned to him/her by the competent authority. 
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16. JOB TITLE: Nursing Lecturer 

 
Job type:                MTI Regular (BPS-17) 

Education:             Post RN/ BSN 

Experience:            03 Years post Degree experience in Administration 

Reports to:             Principal (College of Nursing Mardan) 

Selection Criteria: Initial recruitment by Advertisement 

Training:  
 

Job Purpose: 

  

Responsible for the continuing of Professional development of all Nursing Staff. 

 

Main Duties: 

 

1. Planning of the teaching programs including an orientation programs in consultation with the 

principal/vice principal. 

2. Planning for student’s practical experience, ward assignments in consultation with the 

Principal/vice Principal. 

3. Planning of ward teaching programs with the cooperation and collaboration of Principal/Vice 

Principal/Nursing Director. 

4. Preparation for classes and demonstrations, displays of educational material on notice board. 

5. Arranging class rooms, Demonstration rooms, Laboratories etc. 

6. Properly arranging skill labs and Science labs. 

7. Teaching of all Nursing subjects with assistance from other member of the staff. 

8. Guidance to students in methods of study and use of reference books and library, individual 

attention to students when necessary, including individual assignments. 

9. Conduct periodical and terminal reviews and assessments. 

10. Organization of Seminars, Group discussions, debates etc. 

11.  Regular Visits to the Hospital wards and departments and other practice fields. 

12. Any other duty that may be assigned to him/her from time to time relating to nursing 

education by the competent authority. 
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17. JOB TITLE: Clinical Psychologist 

 
Job type:                MTI Regular (BPS-17) 

Education:             Master Degree in Clinical Psychology 

Experience:            Not Required 

Reporting to:          In charge psychiatry Dept. 

Selection Criteria: Initial recruitment by Advertisement 

Training:  
 

Main duties and Responsibilities: 

1. Identify psychological, emotional, or behavioral issues, and diagnose disorders, using 

information obtained from interview, tests, records, and reference materials. 

2. Interact with clients to assist them in gaining insight, defining goals, and planning action to 

achieve effective personal, social, educational, and vocational development and adjustment. 

3. Select, administer, score, and interpret psychological tests in order to obtain information on 

individual intelligence, achievements, interests, and personalities. 

4. Develop and implement individual treatment plans, specifying type, frequency, intensity, and 

duration of therapy. 

5. Documents therapy in accordance with policies and procedures regarding medical records, 

implements, and adheres to policies which ensure patient confidentiality. 

6. Utilize a variety of treatment methods such as psychotherapy, behavior modification to treat 

psychological and behavioral disorders. 

7. Monitor client’s progress through regular meetings and checkups and modify treatment 

programs accordingly, communicate with and counsel family member as appropriate. 

8. Provides crisis intervention in situations requiring immediate psychological treatment. 

9. Participates in educational programs, in service meetings, clinical meetings and workshops to 

enhance professional development and maintain currency of methodology and techniques. 

10. Provides psychological consultation to other mental health professionals within hospital. 

11. Instruct and direct students serving psychological internships in hospital. 

12. Refer clients to other specialists, institutions, or support services as necessary 

13. Maintain current knowledge of relevant research, plan and conduct psychological research 

and write papers describing research results. 

14. Performs miscellaneous job related duties assigned by the competent authority. 

 


