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01. JOB TITLE:  NURSING DIRECTOR 
 

Job type:                      Contract for 3 years (BPS-18) 

Department:                Nursing MTI, MMC Mardan 

Reporting to:               Board of Governors  

Selection Criteria:       Initial recruitment By Advertisement 

Required Experience: 7 Years in the field of nursing management. 

Required Education:  Diploma Midwifery, BSC Nursing, 1 Year Ward Administration Diploma, 1 

Year teaching Administration and diploma in nursing. 

Training: 

 

Tasks:   

1. The Nursing Director is directly Accountable to the Board of Governors. 

2. He/she is the administrative head of the Nursing staff & prepares reports, plans & budgets for the 

nursing service including recruitment. 

3. Delegates to Deputy Nursing Director & Assistant Deputy Nursing Director specific tasks and 

responsibilities. 

4.  Prepares & notify duty roster for all subordinate staff & displays it at notice boards. 

5. Is responsible for the overall nursing & general care of patients. 

6. Is responsible for planning & delivery of nursing care in accordance with the objectives of 

hospital and the medical staff requirements & implementing the approved plans of Board of 

Governors. 

7. Ensures high level of performance, discipline & work ethics by nursing staff & continuously 

evaluates the efficacy of patients care provided to patients. 

8. Develops & monitor rules, plans & procedures relating to nursing services. 

9. Makes regular visits to all wards, departments and ensures that the premises are clean & tidy. 

10.  Ensures the nursing education & training according to the Pakistan Nursing Council. 

11.  Recommends disciplinary action about any misconduct on the part of any nurse. 

12.  Submits regular reports about nurses who are sick, absent or on leave to Hospital Director. 

13.  Any other duty assigned to her by Chairman BoG. 

 

Key Performance Indicators: 

1. Budgets needs and allocation for nursing service 

2. Future nursing needs 

3. Communication and coordination 

4. Administration of nursing staff 

5. Nursing performance 

6. Performance standard  

7. Discipline  

8. Ward cleanness 

9. Waste disposal 

10. Training and development plan for nurses 
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02. JOB TITLE: Director Finance 
 

Job type:                      Contract of 3 years (BPS-18) 

Department:                MTI, MMC/BKMC 

Reporting to:               Board of Governors 

Selection Criteria:       Initial recruitment by Advertisement                                                                            

Required Experience: Minimum 10 Years’ experience in audit and accounts 

Required Education:  Master’s in Accounts, Financial Management along with respective certified 

courses and workshops. 

Training: 

 

Tasks:  

1. The Director Finance is directly Accountable to the Board of Governors MTI MMC&BKMC  

2. The DF shall be the member of IMC. 

3. The DF shall be responsible for preparation of financial plans of the institution & its 

    implementation under general supervision & control of the Board. 

4. Coordinate & supervise all the financial accounting matters of the institutions. 

5. Render advice to the HD /DEAN on matters concerning financial implications 

    generally & particularly on investment of institution fund, not immediately required, in profitable                

schemes, with a view to improve financial sustainability of the institution. 

6. Coordinate with the Dean & HD MTI MMC/BKMC on financial matters for smooth running of    

the institutions. 

7. Be the Chief Accounts Officer of the institution shall be responsible to keep all 

the accounts according to the rules & regulations approved by the board of Governors.     

  8. Be responsible to watch the proper functioning of Budget & Finance Branch of the 

    institution/ preparation of budget estimates 

9. Be responsible for coordinating & follow up of the external audit of the accounts on 

   regular basis 

10. Prepare the detailed regulation & procedure for the financial management of the 

     institution & get the same to be approved by the Board. 

11. Shall carry out any other duty assigned to him from time to time by Chairman BoG. 

 

Key Performance Indicators: 

1. Supervision of all accounting matters. 

2. Financial Implications 

3. Budget Estimates preparation 

4. Coordination with internal & external audit 

5. Overall financial management 
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03. JOB TITLE: Secretary to Board of Governors 
 

Job type:                      MTI, Regular (BPS-18)  

Department:                Administration MTI, MMC 

Reporting to:               Chairman Board of Governor’s 

Selection Criteria:       Initial recruitment by Advertisement                                                                          

Required Education:   Master’s Degree 

Required Experience: Ability to take minutes of meeting & follow upon actions with excellent 

inter-personal communication skill and good command of written & spoken English, Urdu. Well 

conversant with medical & health care terminology. High level computer skills-MS Word, Excel, Power 

point 

 

Responsibilities –as Secretary BoG  

  

1. The Secretary is responsible for the efficient administration and supervision, particularly 

with regard to BoG Secretariat.    

2. To oversee / ensure the compliance with statutory and regulatory requirements and for 

ensuring that decisions of the Board of Governors are communicated unambiguously and 

timely. 

3. Convening and servicing Board meetings, coordinating, preparing and distributing pre-

read materials, meeting agendas, notifications, and meeting minutes for the Board of 

Governors. 

4. Supporting the Chairman in performing his role, including the provision of appropriate 

briefing material to the stakeholders and ensuring decisions made are communicated to 

the relevant stakeholders promptly. 

5. Attending Board meetings — recording minutes, highlighting Board decisions/ 

information items and conveying decisions to the concerned stakeholders unambiguously 

and timely. 

6. Reporting outstanding agenda items and ensuring information is provided to the Board in 

a timely manner. 

7. Preparing all correspondence for the Board including responses to enquiries or    

complaints directed to the Board.     

8.   Following up on actions from meetings.      

9.   Maintaining key MTI documents and records. 

10. Coordinating with Government departments, on behalf of the Board. 

11. Any other responsibilities assigned by Chairman BoG MTI Mardan 

 

 

Key performance indicators. 

1. Attending Board meetings. 

2. Preparing meeting agendas. 

3. Recording Board minutes of meeting. 

4. Highlighting Board decisions. 

5. Maintaining Key MTI documents & records 

6. Coordinating with other government departments on behalf of Board. 

7. Efficient administration and supervision  
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04. JOB TITLE: Manager (Administration & Facilities Management) 
 

Job type:                      MTI,Regular (BPS-18)  

Department:                Administration MTI, MMC 

Reporting to:               Hospital Director 

Selection Criteria:       Initial recruitment by Advertisement                                                                          

Required Experience: Minimum 5 Years’ experience in Relevant Field 

Required Education:  Master’s in Management along with respective certified courses, trainings 

and workshops. 

 

Overall Purpose of Job: 

Reporting to the Hospital Director, the position ensures undertakes administrative functions that are 

relevant to the facilities staff - their postings, transfer, job rotations, leave, absentees, training, 

orientation, facilities cleanliness and housekeeping.    

As a minimum, this will cover office space, furniture, furnishings and office equipment maintenance, 

safety & security , office building and premises cleanliness , office supplies & other non-clinical 

supplies, keep close coordination with the maintenance & engineering unit to ensure that all utilities, 

furniture’s, fixtures and equipment’s in different facilities are in order and well managed. 

  Key Responsibilities and Deliverables: 

1. Assign personnel to different units/departments for smooth functioning and uninterrupted service 

delivery. 

2. Ensure availability of non-clinical and office supplies for office. 

3. Maintain liaison with department/units to ensure that their support service needs are met in units 

& to keep abreast of their needs. 

4. Administrative supervision of auxiliary staff of MMC i.e. Gardening, word boys, peons, 

sanitation staff. 

5. Administer surrounding environment to make sure that it is in suitable condition to work. 

6. Ensure cleanliness of office building and premises. 

7. Make sure that facilities and relevant services meet the needs of the staff that work in them. 

8. Keep liaison with maintenance/repair & engineering department to ensure that identified needs & 

requirements in facilities are met properly. 

9. Keep liaison with Electro Medical Engineering Department/cell for making equipment’s routine 

services, schedules, maintenance. 

10. Ensure functionality of utilities & back up (Electricity, water, gas & networking) by keeping 

liaison with maintenance department. 

11. Keep liaison with local police & security responsible in charge staff for safety & security 

purpose of office building to prepare for emergencies. 

12. Supervise the proper disposal of hospital waste. 

13. Administer supervisions of Gardening staff for providing a clean and green environment at MTI, 

MMC. 

Key performance indicators: 

1. Administrative supervision of all auxiliary staff  

2. Provide facilities and relevant services 

3. Facilitating all the staff regarding their posting, transferring, job rotation, leave, training etc. 

4. Personnel and material management 

5. Ensuring smooth functioning of all units/dept. 

6. Uninterrupted services delivery. 
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05. JOB TITLE: Manager (Monitoring Quality& Assurance) 
  

Job type:                      MTI, Regular (BPS-18)  

Department:                Administration MTI, MMC  

Reporting to:               Hospital Director 

Selection Criteria:       Initial recruitment By Advertisement                                                                          

Required Experience: Minimum 5 Years’ experience in Relevant Field 

Required Education:  Master’s in Management/ Social Sciences along with respective certified 

courses, trainings and workshops. 

Training: 

 

Overall Purpose of Job: 

The focus of the role of Manager Quality Assurance is to support the MTI, MMC mission to deliver 

exceptional patient care in an environment where quality, respect, care and compassion is the core of our 

practice.  

1. Manager Quality Assurance is responsible for the continuous improvement in the hospital, timely 

deliveries and satisfied patients/ visitors due to the quality advancement of the hospital and its 

services. 

2. Ensures safety and quality of health services, increase patient’s confidence and the hospital's 

credibility, improve work processes and efficiency, and enable the hospital to better compete with 

others. 

3. Review existing quality assurance standards, hospital QA policies and procedures, conduct 

interviews to evaluate effectiveness of the QA program.  

4. Develop QA policies and procedures and ensure all stakeholders are well aware of these 

requirements. Strict implementation and monitoring will be required to ensure quality care to 

patients.  

5. Specifically, review and evaluation of patients' medical records, problem procedures, drugs, high 

volume cases and high-risk cases; compile statistical data and submit findings 

Key Responsibilities and Deliverables: 

The incumbent of the position shall be responsible: 

1.     Undertakes quality initiatives, risk management as due in conjunction with the quality and patient 

safety practices.    

2. Reviews Non-conformances, Corrective Actions, Observations, and Patient Complaints for 

repetitive trends, recommendations for changes and/or processes for better health services at 

MTI Mardan.     

3. Reviewing customer/patients requirements and making sure they are met;  

4. Recommends procedures and guidelines to Hospital Director MTI, MMCTH in-order to direct 

the practices used in performing corrective action.       

5. Design a Quality Management System for MTI, MMCTH and shall create training programs and 

other quality-related training for team members.      

6. Working with operating staff to establish procedures, standards, systems and procedures and 

Devise procedures to inspect and report quality issues.   . 

7. Leads or co-facilities teams by coaching and advising team members to fulfill their role for 

enhancement the process of providing best health services at MMC.    
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8. Recording, analyzing and distributing statistical information and Supervising technical or 

laboratory staff for continuous quality improvement. 

9. Setting  & ensure all legal standards are met for quality as well as health and safety    

10. Monitoring performance by gathering relevant data and producing statistical reports; Or Monitor 

all operations that affect quality by setting Quality Standards related to Health service delivery, 

monthly review the actual performance with the standard and report them to Hospital Director 

for further improvements.     

11. Maintains accountability for ongoing activities, the hospital Waste Management, and looking for 

smart ways to reduce waste and increase efficiency, and work maintaining a clean and safe 

environment.  

12. Making suggestions for changes and improvements and propose for how to implement them. 

13. Effectively communicates improvements that are made to work teams, staff members and 

administrators throughout the institution.  

14. Appraise patients’ needs and make sure they are satisfied. 

15. Communicate with external quality assurance officers during on-site inspections. 

16. Report all malfunctions to the executives in order to ensure immediate action.    

17. Any other relevant task assigned by competent authority. 

 Key performance indicators: 

1.  Develop Q&A policies & procedures. 

2.  Quality control assurance. 

3. Develop SOPs in consultation with the HOD of department & strategies to implement & 

monitor. 

4. Undertake quality initiatives. 

5. Identification of patient’s quality requirements. 

6. Designing proper quality management system for hospital. 

7. To inspect & report quality related issues. 

8. To set quality standards related in health service delivery. 

9. Monitor all operations that affect quality. 

10. Proper management of hospital environmental issue i.e. waste disposal & cleaning services. 
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06. JOB TITLE: Manager (HR & OD)  

 

Job type:                      MTI, Regular (BPS-18)  

Department:                MTI, MMC 

Accountable to:           Board of Governors through Hospital Director 

Selection Criteria:       Initial recruitment by Advertisement                                                                          

Required Experience: Minimum 5 Years’ experience in Relevant Field 

Required Education:  Master’s in HR Management/ Social Sciences along with respective certified 

courses, trainings and workshops. 

 

Overall Purpose of Job: 

The Human Resource Officer is responsible for providing support in the various human resource 

functions, which include recruitment, staffing, training and development, performance monitoring and 

employee counseling. 

1. Strengthen the employer-employee relationship 

2. Operations and developmental aspects of HR and organizational development 

3. Undertake revisions in HR policies & procedures and develop an HR Manual 

4. Develop and maintain an employee database and personnel records 

5. Assist in key aspects of HRIS, to be developed 

6. Assist as required the Institutional Management Committee (IMC), established to oversee overall 

institutional performance and streamlining of processes 

 

Core Responsibilities: 

The incumbent of the position shall be responsible: 

1. To assist MTI management for development of HR planning and budgeting. 

2. To serve as a core member of the recruitment & selection committee for timely fulfillment of all 

the medical, administrative staffing needs in MTI. 

3. To ensure transparent and fair recruitment process of all posts in MTI. 

 

Main Activities in Recruitment 

3.1 Provide advice and assistance to MTI Management regarding staff recruitment 

3.2 Prepare, develop and implement procedures and policies on staff recruitment 

3.3 Prepare notices and advertisements for vacant staff positions. 

3.4 Schedule and organize interviews. 

3.5 Participate in applicant interviews 

3.6 Maintain proper record of overall selection process. 

 

4. To ensure implementation of staff annual performance appraisals system in MTI and to 

monitor staff performance/Performance appraisal and attendance activities. 

 

Main Activities in Performance Management 

 

4.1 Monitor daily attendance, Investigate reason of staff absence and recommend necessary action or 

timely report about staff, who continuously remain absent without information. 

4.2  Recommend solutions to resolve chronic attendance difficulties. 
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4.3 Provide basic counseling to staff who have performance related Obstacles. 

4.4 Provide advice and recommendations on disciplinary actions. 

4.5 Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff 

attendance. Process leave without pay, leave with pay, maternity leaves, ex- Pakistan leave etc. 

4.6 Prepare report of non-compliance and develop system to appreciate good performance.  

 

5. To develop and maintain adequate HR systems, SOPs and processes for the MTI. 

6. To strive for conducive working environment and enhancing employee satisfaction. 

7. To support employees by providing human resources advice, counsel, and decisions. 

8. Ensure implementation of employee code of conduct, policy for anti-harassment, conflict of 

interest policy and all legitimate corrective actions and disciplinary procedures. 

9. To ensure compliance of the MTI policies, rules and regulations. 

10. To facilitate staff capacity building programs, orientations and trainings to develop the skills and 

capabilities of staff and also to facilitate in development and implementation of job descriptions 

for all positions. 

 

Main Activities in Capacity Building Programs 

10.1 Ensure that accurate Job description are in place and provide advice and assistance with 

writing job descriptions 

10.2 Provide advice and assistance when conducting staff performance evaluations 

10.3 Identify training and development opportunities 

10.4 Organize staff training sessions, workshops and activities 

10.5 Process employee requests for outside training while complying with policies and  

         Procedures. 

10.6 Provide basic counseling to staff who have performance related obstacles 

10.7 Provide advice and assistance in developing human resource plans 

10.8 Provide staff orientations 

11. Maintain negotiations and conflict resolutions for personnel administration. 

12. Maintaining coordination with all departments for smoothly accomplishment of their HR needs. 

13. Any other relevant task assigned by the Hospital Director. 

 

       

Key performance indicators: 

1. Identify all HR departmental needs. 

2. Recruitment, developing, trainings, performance appraisal. 

3. Implementation of HR policies & procedures. 

4. Maintaining employee data base & personal record 

5. Monitoring employee daily attendance, leave processing & arrival/departure. 

6. Employee counseling 

7. Organizational Development initiatives.  

8. Ensuring compliances of MTI, policies rules & regulations. 
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07. JOB TITLE: Manager IT (Information Technology) 
 

Job type:                       MTI, Regular (BPS-18)                                                                     

Department:         IT MTI, MMC 

Repotting to:                Hospital Director 

Selection Criteria:       Initial Recruitment through Advertisement 

Required Experience: Minimum 7 Years’ experience in Relevant Field 

Required Education:  Master’s Degree in Information Technology 

Training: 

Tasks: 

1. Manage information technology and computer systems. 

2. Plan, organize, control and evaluate IT and electronic data operations. 

3. Maintain the hospital’s information systems (HMIS) to provide maximum reliability and         

processing speed, while safeguarding data and providing access to data according to approved 

user profiles. 

4. Maintain Internet and Intranet services 24 hours a day, 7 days a week, based on provider 

availability.      

5. Manage IT staff by training and coaching, communicating job expectations, setting performance 

standards and appraising/evaluation their performance with comparison of standard defined. 

6. Develops and implements policies and procedures related to network, hardware and software 

acquisition, use, support, security, and backup. 

7. Ensure security of data, network access and backup systems. 

8. Identify problematic areas and implement strategic solutions in time. 

9. Maintains and upgrades network and application software as needed. 

10. Responds to the needs and questions of network users concerning their access to resources on the 

network and the operation of various software applications. 

11. Communicates with other departments to report and resolve hardware, software and operations 

problems. 

12. Liaison with Head of Departments to address their software needs related to IT department and 

ordered to ensure delivery of better health services. 

13. Audit systems and assess their outcomes. 

14. Preserve assets, information security and control structures. 

15. Handle annual budget and ensure cost effectiveness. 

Key performance indicators: 

1. Proper management of all IT Systems/Equipments. 

2. Maintaining Hospital HMIS system. 

3. Maintaining intranet & internet. 

4. Managing of Network security, its access & back up. 

5. Console with all head of departments to resolve their network, hardware and software issues. 

6. Implementation & developing of Network policies & procedures. 
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08. JOB TITLE: Manager Procurement 
 

Job type:                      MTI Regular (BPS-18) 

Department:        Procurement MTI, MMC 

Reporting to:               Hospital Director 

Selection Criteria:       Initial Recruitment through Advertisement                                                                          

Required Experience: Minimum 7 Years’ experience in Relevant Field   

Required Education:  ACA, ICMAP, MBA/other suitable equivalent qualification  

Training:  

 

      Summary: His position has the responsibility for the procurement of Goods and Services following 

Authority policies, procedures and applicable local, state and provincial / federal regulations. Duties include 

planning, scheduling, initiating, monitoring of all procurement and contract activities. Work requires independent 

and professional judgment and is performed under the general direction of the Hospital Director MMC Mardan. 

     

    Responsible for managing procurements as per applicable law / mechanism. 

1. Execute the approved  procurement plan ensuring that requests are managed effectively ensuring 

sufficient time is provided to complete all necessary processes. 

2. Prepare bid solicitation documents / evaluation in collaboration with procurement committee to 

publicly solicit bids and contracts for the purchase and /or lease of Goods and services. 

3. Support as member of Procurement Committee in procurement activities such as the tender 

process and contract management for goods and services 

4.  Manage the day-to-day operations of the procurement process 

5. Provide a strategic, efficient procurement service which will deliver optimum value for money, 

cost savings and best quality of service 

6. Maintain accurate records of all procurement relating to Goods and Services 

7. Making professional decisions in a fast-paced environment 

8. Assures that inspection committee of each delivered object has inspected in terms of standards of 

price, time, quantity and quality agreed upon. 

9.  Negotiate the best deal for pricing and supply contracts 

10. Supervise all the contracts relating to Medical equipment’s services.  

11.  Maintain inventory of all incoming and current supplies 

12.  Create and maintain good relationships with vendors/suppliers/service providers. 

13.  Ensure the Conflict of Interest Policy is upheld throughout all procurement processes 

14. Make recommendations on policies and procedures as needed to ensure the success and 

compliance of all procurement related activates 

15. Determine and disposition of non-conforming of materials in collaboration with Manager Quality 

and Assurance.     

16. Performing any other reasonable duties as directed by line management 

Key performance indicators: 

 

1. Planning, scheduling & monitoring procurement activities. 

2. Execution of procurement plans. 

3. Proper documentation of bids/contracts for the purchase/lease of goods. 

4. Maintaining accurate record of all procurement activities. 

5. Negotiating best deal for pricing & supply contracts. 
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6. Maintaining inventory of all incoming supplies. 

7. Good relationships with vendors/suppliers. 

8. Ensuring conflict of interest policy throughout all procurement process. 

 

09. JOB TITLE: Manager Internal Audit 
 

Job type:                       MTI, Contract                                                                         

Department:                Department MTI, MMC 

Reporting to:                Audit Committee/Board of Governor’s 

Selection Criteria:       Initial Recruitment through Advertisement  

Required Experience: Minimum 7 Years’ experience in Relevant Field 

Required Education:  ACA, ICMAP, MBA- Finance 

Training: 

Tasks: 

1. Perform and control the full audit cycle including risk management and control management over 

operations effectiveness, financial reliability and compliance with all applicable directives and 

regulations. 

2. Conduct Audit of the various department of the Hospital on Quarterly basis based on annual audit 

plan.   

3. Obtain analyze and evaluate accounting documentation, previous reports, data flowcharts etc. 

4. Prepare and present reports that reflect audit’s results and document process. 

5. Act as an objective source of independent advice to ensure validity legality and goal achievement. 

6. Identify loopholes and recommend risk aversion measures and cost savings. 

7. Maintain open communication with audit committee. 

8. Document process and prepare audit findings memorandum. 

9. Conduct follow up audits to monitor management’s interventions. 

10. Engage to continuous knowledge development regarding sector’s rules, regulations, best practices, 

tools, techniques and performance standards. 

11. The Manager Internal Audit will assist external audit teams. 

Key performance indicators: 

1. Conducting audit of all hospital departments. 

2. Evaluation of accounting documentations, previous reports & flow charts. 

3. To present best audit result & document process. 

4. Conduct follow up audits. 

5. Assistance with all external audit teams. 
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10. JOB TITLE: Manager Works (Civil) 
 

Job type:                      MTI, Contract 

Department:                Civil works Department MTI, MMC 

Reporting to:               Hospital Director 

Selection Criteria:       Initial Recruitment through Advertisement                                                                          

Required Experience: Minimum 7 Years’ experience in Relevant Field 

Required Education:  BS Civil Engineering 

Tasks: 

 

1. Schedule the project in logical steps and budget time required to meet deadlines. 

2. Determine labor requirements and dispatch workers to construction sites. 

3. Inspect and review projects to monitor compliance with building and safety codes, and other 

regulations. 

4. Interpret and explain plans and contract terms to administrative staff, workers, and clients, 

representing the owner or developer. 

5. Prepare contracts and negotiate revisions, changes and additions to contractual agreements with 

architects, consultants, clients, suppliers and subcontractors. 

6. Obtain all necessary permits and licenses. 

7. Direct and supervise workers. 

8. Study job specifications to determine appropriate construction methods. 

9. Select, contract, and oversee workers who complete specific pieces of the project, such as 

painting or plumbing. 

10.  Requisition supplies and materials to complete construction projects. 

11. Prepare and submit budget estimates and progress and cost tracking reports. 

12. Develop and implement quality control programs. 

13. Take actions to deal with the results of delays, bad weather, or emergencies at construction site. 

14. Confer with supervisory personnel, owners, contractors, and design professionals to discuss and 

resolve matters such as work procedures, complaints, and construction problems. 

15. Plan, organize, and direct activities concerned with the construction and maintenance of 

structures, facilities, and systems. 

16. Investigate damage, accidents, or delays at construction sites, to ensure that proper procedures 

are being carried out. 

17. Evaluate construction methods and determine cost-effectiveness of plans. 

Key performance indicators: 

1. Scheduling & planning of overall project to meet deadlines. 

2. Compliance of construction safety codes & its regulations. 

3. Determination of labor requirements. 

4. Supervise workers. 

5. Obtaining necessary permits & licenses.  

6. Managing of construction materials to complete projects. 

7. Preparation of budget estimates. 

8. Follow site quality control procedures. 

9. Take proper decisions to avoid delays in projects. 

10. Evaluate various project problems & their solutions. 
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11. JOB TITLE: ASSISTANT PROFESSOR 

 
Job type:                       Regular BPS (18)  

Department:                 Concern clinical department. 

Reporting to:                In charge of Clinical Unit. 

Selection Criteria:        50% by initial recruitment 50% by promotion on seniority basis from the 

senior registrar in the concerned specialty. 

Required Experience: 3 Years teaching experience in the specialty. 

Required Education:  MBBS, FCPS/FRCS/MRCP/MPhil/PhD or Fellow ship from a PMDC. 

Recognized institute,   Diplomat American Board (MD) (MSC). 

Training: 

   

Duties & Responsibilities:  

1. Help in developing a program of patient care encompassing inpatient, outpatient and emergency care. 

2. Discharging clinical duties in the teaching hospital by conducting ward rounds, OPDs and 

    providing emergency cover. 

3. Monitoring and Evaluation of young doctors responsible for patient care. 

4. Patient care per duty roster (Ward rounds, OPDs and on call duties). 

5. Advising the institution in developing cost effective patient care. 

6. Overall co-ordination of departmental activities including teaching, departmental administration,        

examination and patient service/care. 

7. Supervise and coordinate under graduate teaching by lectures. 

8. Taking lecture classes and attends clinics. 

9. Monitoring, assessing and marking students work, maintaining accurate records and progress. 

10. Demonstrating the various clinical treatment modalities to the students. 

11. To schedule and conduct seminars, journal clubs for post graduates. 

12. Hands on teaching of complicated or cases of academic interest. 

13. To participate in seminars conference at national/ international level. 

14. To conduct clinical and epidemiological research and present papers in conference. 

15. To support and guide all students in their curricular and extracurricular activities. 

16. Ensuring patient care and conducting morning/ evening rounds & ensuring proper patient data & its 

documentation 

17. Participate in the development of SOPs and treatment guidelines & protocols. 

18. Assist & coordinate all academic, research & patient care activities in consultation with Assoc. Prof 

& Professor of the ward 

19. Any other task assigned by Prof. DEAN or Medical Director. 

20. Examination Duties.. 

     a. promptly carry out the examination duties assigned by the supervisor or the 

           university, which may include.  b. Invigilation during examination 

Director 

Finance  
Nursing 

Director 

Account Officer 

Finance 

Associate 

Account Clerks 

Nursing 

Superintendent 

Nursing 

Supervisor 
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     c. assisting the examiners in the examination work as clinical experts. 

     d. Evaluation of answers scripts  

     e. Conduct practical examination of undergraduate and postgraduate students setting question papers. 

 

 

Key Performance Indicators. 

1. Continuous improvement in the medical education 

2. Students educational objectives achievement 

3. Research projects and knowledge improvement 

4. Conference participation  

5. Follow of administrative and academic instructions 

6. Teaching programs and syllabus management 

7. Examination management 

8. Assistance to HOD 

9. Administrative control of Dept. 

10. Performance management   

11. Miscellaneous management 
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12. JOB TITLE: SENIOR REGISTRAR 
 

Job Type:                      Regular BPS (18)  

Department:                 Concerned clinical department 

Reporting to:                Head of clinical unit 

Selection Criteria:       Initial recruitment by advertisement 

Required Experience: 3 years teaching experience in the specialty 

Required Education:  MBBS, FCPS/MRCP/MRCS/or fellow ship from PMDC recognized 

institute, Diplomat American Board (MD). 

Training: 

 

Tasks: 

1.  Reports to his/her Head of Clinical Unit and through him to the Medical Director. 

2.  His/her job is full-time, residential & non-practicing. However Institutional Private Practice will 

be allowed with the approval of Medical Director/ Management council & as per mutually 

agreed TORs. 

3.  Works under the supervision of Head of Unit. 

4.  Supervises Registrar, SMOs/MOs, TMOs, House officers, Nurses Staff & other 

subordinate staff working in the unit. 

5.  Stays on call for emergency cases and critically ill patients and be immediately 

summoned to the hospital when required. 

6.  Makes regular detail morning & evening round of the in-patients as well as surprise 

visits to ensure that work is being carried out in accordance with instructions. 

7.  Operates on scheduled & emergency cases independently. 

8. He/she assists the Prof., Assoc. Prof & Asstt. Prof. in administering the unit, supervise 

the performance of subordinate staff, delegates to them activities they are qualified & competent 

to do in accordance with their clinical privileges. 

9. Provides out patients consultation, attends to inter departmental references, and 

examines in patients at morning & evening and more frequently when necessary. 

10.  He/she independently carries out diagnostic & therapeutic procedures in accordance 

with his approved clinical privileges. 

11.  Ensures that records of patients treated by his unit are legible, up-date & correctly 

reflect the patient’s condition and response to treatment. 

12.  Prepares & verifies medical reports, death reports & medico legal reports issued by 

the unit. 

13.  Co-ordinates the clinical audit, teaching & research activities of the unit 

14.  Carries out all other duties as may be assigned to him by the head of unit, Medical Director. 

Key Performance Indicators: 
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1. Supervision  

2. Emergency management 

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

4. Critical Reports management 

5. Coordination  

 

13. JOB TITLE: Senior Registrar (Radiology)  

 

Job Type:                     MTI, Regular (BPS-18) 

Department:                Radiology MTI, MMC 

Reporting to:               In charge of the Unit 

Required Experience: Nil 

Required Education: MBBS, FCPS (Radiology) 

 

Tasks: 

1. To do routine department reporting. 

2. Reporting daily MRI/CT Scans. 

3. X-Ray and IVU Reporting. 

4. Doing Ultra sounds. 

5. Final year’s clinical teaching program. 

6. MO/TMOs Training and teaching. 

7. Administrative affairs (maintaining duty Rota of MOs, and TMOs, Quality control. 
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14. JOB TITLE: Specialist Registrar (Radiology) 

 
Job Type:                     MTI, Regular BPS-18 

Department:                 Radiology MTI, MMC 

Reporting to:                In charge Concern Unit 

Required Experience: Nil 

Required Education:  MBBS, FCPS (Radiology) 

 

Tasks: 

1. To do routine department reporting. 

2. Reporting daily MRI/CT Scans. 

3. X-Ray and IVU Reporting. 

4. Doing Ultra sounds. 

5. MO/TMOs Training and teaching. 

 

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  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

    MEDICAL TEACHING INSTITUTE 
                       MARDAN 

_____________________________________________ 

Page#18 

 

15. JOB TITLE: Senior Registrar /Specialist registrar (Gynae) 

 
Job Type:                MTI Regular (BPS-18)   

Experience:             Not Required  

Report to:               In charge Gynae Unit 

Selection Criteria: MTI/ Commission  

Education:               MBBS/ FCPS 
 

Training: 

 

Tasks: 

1. Reports to His/her head of clinical unit and through His/her to Hospital Director /Medical 

Director. 

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

3. Works under the supervision of Head of unit. 

4. Supervisee’s registrar, SMO/MOs, TMOs, House officers and other sub ordinate staff working in 

the unit. 

5. Stays on call for Emergency cases and critically ill patients and be immediately summoned to the 

hospital when required. 

6. Make regular detail morning and evening rounds of the inpatients as well as surprised visits to 

insure that works is being carried out in accordance with instruction. 

7. Operates on schedule and emergency cases independently. 

8.  Assist Professor Associate professor Assistant Professor in administrating the units supervises 

the performance of sub ordinate staff, delegates to them activities that are qualified and 

competent to do in accordance with a clinical privileges 

9. Provide outpatients consultation, attends to enter departmental references and examined patients 

at morning and evening more frequently when warranted. 

10.   Independently carries out diagnostic and the rapeutic procedure in accordance with his 

approved clinical privileges.  

11. Insure the records of patients treated by him/her 

12.  Unit are legible, updates and correctly reflects the patients the conditions and response to 

treatment. 

13. Prepare and verifies medical reports and deaths reports issued by the unit. 

14. Coordinate the clinical audit, Teaching and research activities of the unit. 

15. Carries out all the duties as may be assigned to him/her by the head of unit.      

 
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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16. JOB TITLE: Cardiologist 

 
Job type:                Regular (BPS-18) 

 

Education:             MBBS with fellowship in Cardiology. 

Experience:            Preferably experienced 

Selection Criteria: Initial recruitment By Advertisement 

Reporting to:          In charge Cardiology Dept. MTI, MMC 

Training: 

 Job Description: 

1. Diagnoses and treats diseases of heart and its functions: Examines patient for symptoms 

indicative of heart disorders, using medical instruments and equipment. 

2. Studies diagnostic images and electrocardiograph recordings to aid in making diagnoses. 

3. Prescribes medications, and recommends dietary and activity program, as indicated. 

4. Refers patient to SURGEON specializing in cardiac cases when need for corrective surgery is 

indicated. 

5. May engage in research to study anatomy of and diseases peculiar to heart.     

Cardiac Consultation: 
A cardiologist meets with the patient at all stages of disease, beginning when the patient first starts to 

experience symptoms. At each visit, the cardiologist checks the patient's history and performs an exam. 

For example, she may listen to the patient's heart and lungs, weigh her and check her blood pressure. 

She gives the patient a chance to express concerns and recommends treatments -- such as exercise or 

medication. In some cases, she recommends additional testing.   

Cardiac Testing: 
Cardiologists use tests such as echocardiograms and ambulatory electrocardiograms to measure the 

performance of the heart and diagnose abnormalities. An echocardiogram uses sound to make a picture 

of your heart, while an ambulatory ECG makes a record of your heart while you're active. Cardiologists 

also sometimes give an exercise stress tests to test your heart's limits. In this test, you walk on a 

treadmill at various speeds while hooked up to a heart monitor. 

Making a Diagnosis: 
Through reviewing test results and listening to patient symptoms, a cardiologist diagnoses the patient's 

cardiovascular problem. The doctor then explains the test results and diagnosis to the patient, using 

diagrams or models of the heart if necessary. Catching diseases early can help prevent a heart attack or a 

vascular aneurysm. 

Catheterization Description: 
Some cardiologists are trained to use a catheter to diagnose heart problems. This involves placing a 

small tube with a camera into an artery near the heart, which the doctor can then use to take pictures, 

helping to get a clearer picture of what is going on inside. 

Treatment Options: 
Once the cardiologist finds a problem, he works with the patient to treat it. Recommended treatments 

can range from dietary changes to medication to surgery. In some cases, the cardiologist does minimally 

invasive surgeries, such as placing stents or pacemakers. However, a cardiologist doesn't do major 

surgery. When patients need bypass, for example, he refers them to a surgeon. 
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Follow-Up Care: 
Post-treatment, the cardiologist continues to monitor the progress of the patient, running more tests to 

see how well the treatment is taking. She schedules regular check-ups and make recommendations of 

further treatment. As the patient's health improves, she sometimes decreases medications. In some cases, 

people with heart disease must visit the cardiologist for approval before having other procedures, such as 

surgery or major dental work. 

 


