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                  Manual 2 

Powers and duties of Officers and employees  

                   [Section 4(1)(b)(ii)] 
 

    Clinical Oncology & Radiology Department 
 
 

Name of Officer / 
Official 

Designation Duties in brief 

Dr Pragya Shukla Assistant 

Professor & HOD 

Overall control and supervision of department, 

OPD, indoor and emergency patient care 

services, teaching and training research 

projects etc. 

 

                               Radiation Oncology Department 
 
 

Name of Officer / 
Official 

Designation Duties in brief 

Mr. Sasindran M Medical Physicist 

and RSO 

Overall control and supervision of Equipment’s, 

technologist, medical Physicist Services, 

teaching and Training research 

projects, internee teaching etc, AERB 

correspondence services etc. 

 

 
 
 



 

 Manual 2 
Powers and duties of Officers and Employees  

[Section 4(1)(b)(ii)] 
 
 

 

 

Oncopathology Department 
 

Name of 
Official  

Designation Duties in brief 

Dr. Dhruv Jain  Assistant 
Professor  

 Overall Supervision, administration and 
standardization and quality assurance of 
diagnostic procedures. 

   Planning & implementation of the future 
development, services, teaching and 
training activities of the department. 

 Reporting on samples received. 

   Help in standardization of new procedures. 

 Reporting on samples received. 

   Daily supervision of records  

 Implementation of quality assurance 
program in the lab 

 Reporting on samples received. 

 Senior 
Resident 

 Specimen Grossing  

 Histopathology, Cytology, IHC reporting 

 Participating in teaching activities of the 
department 

 Participation in the quality assurance 
program in the lab 

Mr  Sevak Ram 
Mr Ankita 
Dadlani 
Mr Amlendu 
Kumar 
Mr Numan 
Ahmad 
Ms Sarita 
Singh 
Mr 
Dharmender 
 

Lab 
Technologist 

Their duties range from sample specimen 
collection, processing, preparing for reporting, 
stock maintenance, indent, file work, slide & block 
filling and IHC.  

Mr Bijender DEO Report typing and dispatching.  
 



Manual 2 
Powers and duties of Officers and Employees 

[Section4(1)(b)(ii)] 
 

Deptt of Lab Medicine (Biochemistry and Microbiology section) 

Name of official  Designation  Duties of brief  

Dr. Monica Gupta  Incharge (Lab Medicine)   Overall supervision, 
administration and 
standardization and quality 
assurance of diagnostic 
procedures.  

 Senior Residents   Routine reporting  

 Participating in teaching 
activities of the 
department 

 Participation in the quality 
assurance program in the 
lab    

Mr . Rakesh Kumar  Senior Incharge 

Technologist (Lab Medicine)   

Overall supervision of Lab 

Medicine work, managing duties 

of all lab staff, E-office and other 

file and miscellaneous work 

related to Lab Medicine Dept.         

Ms Nishi Nautiyal  
Ms Shaily Negi 
Mr Pramod  
Mr Sonu 
Ms Chanchal  
Ms Shweta Gupta  
Mr Pradeep 
Ms Nidhi Kaushik  
Mr Ganesh Datt Joshi  
Ms Divya  
Mr Sandeep    

Lab Technologist   

Their duties range from processing 

and preparing for reporting, stock 

maintenance, indent, file work, 

report entries, dispatch. 

Mr Inderjit  

 

 

 

HE-III (LDC)  All typing work related to lab 

medicine department.   

 

  



 
MANUAL 2 

POWERS AND DUTIES OF OFFICERS AND EMPLOYEES 
  (Section 4(1) (b) (ii)} 

 
PURCHASE DEPARTMENT 

 

S. NO Designation 
of Post 

 

Duties in brief 

1.  Purchase Officer 
 

 Head of the Dept/ Department Incharge 

2.  Asstt. Purchase 
Officer 

1. All the files to be routed through APO to the purchase 
officer. 

2. APO will be assisting the PO for smooth convening 
of the procurement related meetings 

3. APO under her supervision will reply all the queries/ 
RTI's / Grievances/ Issues being brought forward to 
the purchase officer with due approval of the PO and 
Worthy Director, DSCI 

4. APO will assist in procurement of the 
Equipments/Drugs Medicines/Consumables/Non-
consumables through the modes of procurement 
(GeM/e-tendering/RC/Open Tender/Limited 
Tender/Local Tender/Proprietary etc) as 
recommended by the HPC. 

5. APO will assist the PO in proper disposal of all the 
DAK received in purchase section. 

6. APO shall assist the PO and coordinate with the 
accounts branch in RE BE preparation and shall 
ensure the funds are properly utilized as per the 
budget allocated by the accounts. 

7. APO will assist in as a member secretary to provide 
secretarial assistance respective committees in 
tender document finalization, tender floating, 
opening, evaluating and finalizing the tender meets. 

8. All the miscellaneous works related to smooth 
functioning of purchase department 

3.  Junior Pharmacy 
Executive 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    Medical Gas Bills 
MGPS Bills 
Old EMD’s 
RTI  
Complaints 
Grievances 
All GeM carting, proposals & procurement 
All GeM Bills 
All GeM Consumables related issues 
Consumables of equipment’s against Rate Contract 
or Proprietary 
Other miscellaneous works 

     Drugs Medicine (RC) 
Local Chemist (RC) 
Medicine through GeM 
Drugs Bill 
All proposal related to Drugs 



  All proprietary drug proposal 
Drugs under 154 & 155 
GeM Bid for Drugs 
Other miscellaneous works related to current drugs 
medicine tender 
EMD of current Drugs Tender 
Evaluation and finalization of all Drug RC’s 
Procurement Committee meetings. 

4.  Hospital Executive 
III 

1. All the proposal of Equipment 
2. Extension of A/T of Equipment 
3. GeM Bids for Equipments 
4. Release of Old EMD/BG/FDR of the Equipment 
5. All Balance payment proposal for Equipment 
6. Complaints related to Equipment 
7. Grievance related to Equipment 
8. RTI related to Equipment 
9. New Equipment proposal for purchase 
10. New Tender floating related to Equipment 
11. New Equipment purchase from GeM 
12. Assisting in Evaluation and finalization of Equipment 

tender.  
13. Procurement Committee Meetings 
14. L/C related work 
15. Other miscellaneous works 

5.  Data Entry Operator 
 
 
 
 
 
 
 
 
 
 
 
 
 

To assist as Dealing Assistant in all above said works 
of Junior Pharmacy Executive and Hospital 
Executive III. 
All sanction and supply order shall be submitted with 
proper entry in the relevant register. 
All DAK related to Junior Pharmacy Executive and 
Hospital Executive III. 
GEM Bills & Proposal  
Local chemist/ Open tender Bills 
Mail (PO) 
All Bills with proper entry in the relevant register 
related to Consumable items. 
Receipt and Disposal of Dak 
 

6.  Nursing Orderly 1.  General routine work as a multi tasking staff related   
to Purchase Department. 
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         Powers and duties of Officers and Employees 

            [Section 4(1)(b)(ii)] 

 
Department of RADIOTHERAPY 

Name of 

Official 
Designation Duties in brief 

 

Dr. Pragya Shukla 

Asst. Professor 

Clinical 

Oncology and  

HOD 

Overall Supervision, administration and quality assurance of 

Radiotherapy procedures. 

Planning & implementation of the future development, services, 

teaching and training activities of the department. 

Routine clinical work. 

Discussion and opinion on Radiotherapy planning of patients. 

Mr Sasindran M Medical 

Physicist and 

Radiological 

Safety officer 

(RSO) 

 Carry out routine measurements and analysis of radiation 

levels in the controlled area, supervised area of the radiation 

facility and maintain records of the results thereof. 

 Investigate any situation that could lead to potential 

exposures.  

 Advise the employer regarding: (a) The necessary measures 

aimed at ensuring that the regulatory constraints and the 

terms and conditions of the license are adhered to. (b) The 

safe storage and movement of radioactive material within 

the radiation facility. (c) Initiation of suitable remedial 

measures in respect of any situation that could lead to 

potential exposures. (d) Routine measurements and analysis 

of radiation and radioactivity levels in the off-site 

environment of the radiation processing facility and 

maintenance of the records thereof. 

 Ensure that test and maintenance schedules for safety related 

components and systems are carried out in accordance with 

the schedule. 

 Report on all hazardous situations along with details of any 

immediate remedial actions taken are made available to the 

employer and licensee for submitting to the Competent 

Authority. 

 Ensure that personnel monitoring devices are provided to 

workers in the facility, used as required and securely stored 

in a radiation-free zone.  

 Supervise during maintenance and test procedures on 

systems and components or in areas where radiation safety 

may be affected or where service/maintenance personnel 

may need to be given special protection.  

  Ensure that monitoring instruments are calibrated 

periodically.  

 Maintain servicing, operation log books and associated QA 

records.  

 Assist the employer in: Instructing the workers on hazards 

of radiation and on suitable safety measures and work 

practices aimed at ensuring that exposure to radiation is kept 

as low as reasonably achievable. 

 Furnish to the licensee and the Competent Authority 

periodic reports on the safety status of the radiation 

installation.  



Ms Mamta Mahur 

 

Ms Varsha R. Gedam 

 

Ms Anshu 

Medical 

Physicist 

 Facility design and planning calculations, in accordance with 

the requirements of the installation that meets the regulatory 

stipulations of radiation protection and safety;  

 Preparations of specifications for treatment and dosimetric 

equipment;  

 Acceptance testing, commissioning and quality assurance 

(including calibration of therapy equipment);  

 Periodic calibration of the dosimetric equipment, traceable to 

national standards laboratory; 

 Measurement and analysis of beam data; and tabulation of 

beam data for clinical use; 

 Evaluation and optimisation of treatment planning; 

 Carrying out manual/computer generated dose calculations 

and participation in the review of patient chart 

 Development of QA protocols and procedures in radiation 

therapy regarding delivery of radiation treatment, radiation 

safety and control and regulatory compliance;  

1. Mrs Rashim 

Ravindran 

2. Mr Shailendra Anand 

3. Mr Saqib M Khan 

4. Mr Sandeep Anand 

5. Mr Rajkishore Tyagi 

6. Md Kashif 

7. Ms Ritu 

8. Mrs Sweety 

9. Mr Madhusudan 

10. Vandana Bharti 

11. Niranjan Kumar 

12. Deo Kumar 

13. Rashmi Anand 

14. Yogita 

15. Sanjeev Kumar 

16. Dipak Sharma 

17. Navneet Kumar 

18. Akash Kumar 

Radiotherapy 

Technologist 

 Patient set-up strictly in accordance with the prescription 

chart;  

 Selection of treatment parameters on the machine and the 

treatment control panel as defined in the prescription chart; 

 Delivery of correct dose to the planning treatment volume; 

 Stopping the treatment, when a fault condition develops; 

 Intimating the licensee/RSO immediately regarding the 

incident;  

 Ensuring that no further treatment is given to the patient, 

unless the RSO certifies, in writing, that the fault condition 

has been rectified, and it is safe to commence the treatment 

after re-setting of the treatment parameters on the control 

panel;  

 Following the radiation safety instructions, specified by 

the RSO from time to time  

  



 

 

 

Department of RADIOLOGY 

Name of 

Official 
Designation Duties in brief 

 

Dr. Pragya 

Shukla 

Asst. Professor 

Clinical 

Oncology and 

additional 

   Incharge 

Radiology  

Overall Supervision, administration and quality assurance of 

radiological procedures. Planning & implementation of the 

future development, services, teaching and training activities of 

the department. 

 

 

Dr Ankit Jaiswal 

 

Dr Neeraj 

Radiologist Routine clinical work including X-rays, ultrasound, colour-

doppler, conventional radiological procedures etc. 

Discussion and opinion on CT scans and MRI performed 

outside, for IPD and OPD patients of DSCI. 

 

Mr Sasindran M Medical 

Physicist and 

Radiological 

Safety officer 

(RSO) 

 Carry out routine measurements and analysis on 

radiation safety of the radiation installation and 

maintain records of the results thereof. 

 Investigate any situation that could lead to potential 

exposures. 

 Prepare and make available periodic reports on safety 

status of the radiation installation to the employer and 

the licensee for reporting to the Competent 

Authority. 

 Prepare and make available the reports on all 

hazardous situations along with details of any 

immediate remedial actions taken to the employer 

and the licensee for reporting to the Competent 

Authority. 

 Verify the performance of radiation monitoring 

systems, safety interlocks, protective devices such as 

lead (equivalent) aprons, and other safety systems 

such as structural shielding in the radiation 

installation if any. 

 Advise the employer and the licensee regarding: 

o necessary steps that ensure the dose of 

radiation workers are well within the dose 

limits prescribed by the Competent 

Authority. 

o The good work practices that ensure 

radiation doses are maintained As Low As 

Reasonably Achievable (ALARA). 

o carrying out periodic QA tests as prescribed 

by regulatory body. 

o Ensuring periodic calibration of monitoring 

instruments. 

 



1. Mr Uday 

Kumar 

2. Purna Chandra 

Sinha 

3. Nikhel Oscar 

Joseph 

4. Netrapal 

5. Rajnish Singh 

6. Rajender 

7. Priya Kapoor 

8. Manish Verma 

Technologists  Positioning patients and equipment, explaining the 

procedures, and ensuring patients' comfort. 

 Inserting commands and data into the computer to 

document and specify the scan sequences, and monitoring 

the video display to adjust the density or contrast. 

 Monitoring patients during examinations, ensuring their 

safety, and following procedures to prevent unnecessary 

exposure to radiation. 

 Producing diagnostic images, reporting important 

information to the Physician, and updating patients' 

records. 

 Organizing the daily procedure schedules for emergencies 

and monitoring radiographic supplies. 

 Performing administrative tasks, such as answering 

technical questions, scheduling appointments, and offering 

pre-procedure advice. 

 Performing scheduled maintenance and emergency repairs 

on radiographic equipment and maintaining the log book & 

stock registers. 

Sajan Thomas L  Nursing Officer  To ensure delivery of patient care through 

implementation of prescribed medication and 

monitoring effects. 

 To provide nursing care to patients based on 

established clinical practice standards. 

 To collaborate with other disciplines to ensure 

effective and efficient patient care delivery. 

 To promote a safe environment for patients, visitors 

and co-workers including the implementation of 

infection control policies of the hospital. 

 Maintain the Inventory of medical consumables 

 Check that the central oxygen, suction apparatus, BP 

apparatus, stethoscope etc. are in working condition. 

 To supervise the policy of waste segregation  

 To see the every procedure tray must be clean 

 Other miscellaneous work assigned by the supervisor 

 

  



 

Department of NUCLEAR MEDICINE  

Name of Official Designation Duties in brief 

Dr. Pankaj 

Tyagi 

Assoc. Prof. 

Gastro &  

additional  
Incharge Nuclear 

Medical 

Overall Supervision, administration and quality assurance of 

Nuclear Medicine procedures. Planning & implementation of the 

future development, services, teaching and training activities of the 

department. 

 Asstt. Prof.  Planning, proposing, processing the proposals, procuring 

& maintaining of machinery, equipment’s & instruments. 

 Duties related to Medical Education & Research 

 Supervise duties  

 Staff Training 

 Supervise the medical, paramedical and technical staff  

 Administrative functions.  

 To exhibit keen interest, initiative & drive in the overall 

development of the Department. 

Mr Sasindran M Medical 

Physicist and 

Radiological 

Safety officer 

(RSO) 

 Supervise the work of the technical staff. 

 Prepare Annual Status Reports according to AERB / BARC 

regulation. 

 Dealing with AERB/BARC as per the requirement  

 Regular check  e-LORA 

 Obtain NOC for isotopes. 

 QC of all the equipment 

 Radiation monitoring. 

 Personnel monitoring and records maintenance. 

 Ensure Radiation Safety. 

 Display of Radiation Symbols 

 Periodic training/classes of Radiation safety 

 Ensuring the periodic Radiation Safety meeting  

Ms Pallavi 

Sharma 

Technologist  Maintain department records – 

o Patient records 

o Inventory of consumables 

o Inventory of isotopes 

o Equipment log book 

 QC of all the equipment. 

 Patient preparation. 

 Acquisition of studies. 

 Elution of isotopes. 

 Radiopharmaceutical preparation. 

 Basic data processing and film exposure. 

Kiran Kuriakose  

 

Nursing Officer  To ensure delivery of patient care through 

implementation of prescribed medication and monitoring 

effects. 

 To provide nursing care to patients based on established 

clinical practice standards. 

 To collaborate with other disciplines to ensure effective 

and efficient patient care delivery. 

 To promote a safe environment for patients, visitors and 

co-workers including the implementation of infection 

control policies of the hospital. 

 Maintain the Inventory of medical consumables 



 Check that the central oxygen, suction apparatus, BP 

apparatus, stethoscope etc. are in working condition. 

 To supervise the policy of waste segregation  

 To see the every procedure tray must be clean 

 Other miscellaneous work assigned by the supervisor. 

 



              Manual 2 
Powers and duties of Officers and Employees                          

[Section 4(1)(b)(ii)] 

                Dept of Oncopathology (Hematopathology section)  

 

Name of Official  Designation Duties in brief 

Dr. Monica 
Gupta 

Assistant 
Professor  
Oncopathology 

 Overall Supervision, administration and 
standardization and quality assurance of 
diagnostic procedures. 

 Planning & implementation of the future 
development, services, teaching and 
training activities of the department. 

 Reporting on samples received. 

 Help in standardization of new 
procedures. 

 Reporting on samples received. 

 Daily supervision of records  

 Senior Residents  Routine reporting 

 Participating in teaching activities of the 
department 

 Participation in the quality assurance 
program in the lab 

Mr  Sohan Singh 
Mr Sachin 
Dhingra 
Mr Vinay Kumar 
Mr Vijay Kumar 
Mr Ashwani 
Rathi 
Mr Vijay Amrit 
Raj 
Ms Anu Singh 
Ms Pooja Negi  
 

Lab Technologist  
Their duties range from processing and 
preparing for reporting, stock maintenance, 
indent, file work, report entries, dispatch. 

 
Mrs. Mamta 
Sharma 

 
H.E.-III(LDC) 

 
Bone Marrow Report Typing and Maintaining 
Monthly Census. All Computer related work. 



MANNUAL – 2 

POWERS AND DUTIES OF OFFICERS AND EMPLOYEES  

[Section 4 (1) (B) (ii)] 

 

SL. 

NO. 

NAME OF THE 

OFFICIAL 

DESIGNATION DUTIES IN BRIEF 

1. Dr Monica Gupta Office In-charge 

(Dietary 

Department) 

 Physical verification of all the bills related to 
Dietary Department received from M/s NAFED, 
IGL-PNG & GeM from time to time. 

 Verification of all the bills related to department 
in e-office. 

 Processing of files related to all important and 
time bound matters from time to time in e-office 
as well as physical file. 

 Taken up all the important decisions related to 
Dietary Department. 
 

2. Ms. Deepti Lahoti Senior Dietary 

Executive 

 Preparing duty roaster of kitchen staff twice a 
month. 

 Preparing records of total duties done by the 
kitchen staff as well as leaves taken by the 
kitchen staff at the end of every month so that 
salaries can be drawn by them timely. 

 Supervision of job assignments done by both 
Junior Executives. 

 Verifying all department files in e-office. 

 To provide/ prepare answers and explanation 
for Audit paras & RTI questions. 

 Checking of bills entries in the perishable stock 
register. 

 Verification of bills. 
 

3. Ms. Anjuman Junior Dietary 

Executive 

 Preparation of staggered annual demand of 
non-perishable kitchen items (being procured 
from GeM). 

 Checking and verification of entries of non-
perishable kitchen items in the stock register. 

 Checking of proposal of bills for payment of 
non-perishable kitchen items in e-office. 

 Checking of IGL-PNG bills on monthly basis 
and checking the proposal of the same for 
payment in e-office. 

 Taking bed-to-bed rounds of patients in general 
ward on daily basis. 

 Updating diet sheet daily. 

 Regular general pantry round for hygiene and 
sanitization. 



 Checking of quarterly demand proposal made 
for procurement of non-perishable items 
through GeM. 

 Issuing of protein supplements as per the 
nutritional needs of IPD patients provided by 
Tanisha Foundation. 

 Diet counseling of IPD and OPD patients. 
 

4. Ms. Simple Matharu Junior Dietary 

Executive 

 Checking of entries of perishable kitchen items 
(being procured from NAFED) in the stock 
register. 

 Checking of proposal of bills of perishable 
kitchen items for payment in e-office. 

 Checking of proposal of Milk bill (TIME 
BOUND) (from Mother dairy) in e-office on a 
monthly basis. 

 Preparing menu and demand FOR IPD 
patients as per patient’s census on a daily 
basis. 

 Diet counseling of IPD & OPD patients. 

 Preparation of reading material and diet charts 
provided to cancer patient on Chemo and 
Radiation and other Sx. 

 Collection and representation of data for the 
protein supplements being provided to cnacer 
patients from Tanisha Foundation. 

 Kitchen round for physical verification, hygiene 
and sanitization. 

 Imparting education to kitchen and pantry 
workers regarding personal hygiene and food 
handling practices.  
 

5.  Ms. Jyoti Malhotra Hospital 

Executive 

 Processing of bills received from M/s IGL 

(Time bound) and any other matter related 

to the IGL-PNG. 

 Issuing of kitchen non-Perishable items 

from store according to demand prepared 

by JDE (on daily basis) following FIFO. 

 Receiving of kitchen Perishable items (i.e. 

Fruits, vegetable and other dairy items) 

(Thrice/ twice a week). 

 Processing of leave application of staff of 

Dietary department and workers working 

under ICSIL to CRU section. 

 Deals in all correspondence related to 

dietary department. 

 Stock entries of 35-40 perishable items with 

representation of data in stock register 

individually on monthly basis. 



 Processing of bills of all kitchen Perishable 

Items procured from M/s NAFED on monthly 

basis duly verified by the SDE and MOIC. 

 Settlement of all the Reimbursement of bills 

and advances taken from Accounts section 

by SDE and JDE from time to time. 

 

6. Ms. Meenu Rawat  Data Entry 

Operator (from 

ICSIL) 

 Annual demand preparation of approx 60 Non-
perishable items for approval i.e Atta, Sugar, 
Salt etc and further quarterly demand 
preparation out of it for procurement in 
staggered manner. 

 GeM (time bound) 
 Preparation of demand for Non-perishable and 

consumable items for rate approval of 
commodities preparation by carting each items 
on GeM using business analytical tools and to 
prepare L1 comparison sheet) further process 
file for amount approval. 

 Ordering of all 60 non-perishable items after 
checking the availability of the items one by 
one with receiving of the items after checking 
of quantity and quality as well. 

 Processing of bills after receiving within one week 
(time bound) individually for all the items. 

 Updation of payment on the GeM’s website 
after payment done for individual item in 
buyer’s GeM Id. 

 Re-submission of proposal of non-perishable 
items from quarterly demand, in case any item is 
not available on previous approved amount.  

 CRAC of items. 

 Processing of milk bills (time bound) on 
monthly basis. 

 Monthly consumption of meals and milk used 
in dharamshala as per the demand on daily 
basis in register available in Dietary Deptt. 

 Preparation of daily census and then merged 
into monthly basis census. 

 Preparation of all formats used in Dietary deptt. 
(i.e temperature monitoring, kitchen workers 
monthly attendance etc) on monthly basis. 

 Processing of special menu file occasionally. 

 Weighing of cooked food/ items of breakfast 
and lunch on daily basis. 

 Other work assigned from time to time. 
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MANUAL-2 
 

 

DEPARTMENT OF NURSING 
 
 

POWERS AND DUTIES OF OFFICERS AND EMPLOYEES 
[Section 4 (1) (b) (ii)] 

 

NAME OF 
OFFICIAL 

DESIGNATION DUTIES IN BRIEF 

Ms. Sinimol  Baby 
Officiating Asstt. 

Director (Nursing) 

 Organizes and plans nursing care activities. 

Plans staffing pattern and the other 

necessary requirements of wards and deptts. 

 Complies and submits nursing statistics to 

the concerned authorities. 

 Conducts and attends to the departmental 

and interdepartmental meetings/conferences 

from time to time. 

 Makes regular rounds of wards/ deptts. 

Ensures to the safety and general dealing 

of the wards/deptts. 

 Looks into general comforts of the patient 

and his/her relatives. 

 Receives report from the Night Supervisor of 

wards/deptts. 

 Scrutiny of Duty Roster and ensure 

availability of requisite number of staff in 

every shift. 

 Makes rotation plan for the nursing staff and 

domestic staff under her/his jurisdiction. 

 Supervise the proper use and care of the 

equipment and supplies in the Wards and 

department. 

 Arranges and conducts staff development 

programmes. 

 Assists in planning for a participation in the 

 

DELHI STATE CANCER INSTITUTES 
- centres par excellence in the service of humanity 

(A group of autonomous institutions under the Govt. of NCT of Delhi) 

EAST: DILSHAD GARDEN, DELHI 110095  
EPABX: +91-11-2213 5200, 2213 5700 FAX: +91-11-2211 0505 

WEST: C-2/B, JANAK PURI, NEW DELHI 110058  

EPABX: +91-11-2550 1111, 2554 1111 FAX: +91-11-2554 9999 
Website: www.dsci.nic.in E-mail: director.dsci@nic.in NIN No: 1112313380 

 

 

http://www.dsci.nic.in/
mailto:director.dsci@nic.in


 

training of nursing personnel. 

 Supervision, Guidance and Control of Group 

“D” employees of the hospital. 

 Ensure all possible preventive measures for 

infection control and maintain infection 

control practices. 

 Enforcement of Biomedical Waste 

Management protocols. 

 Recommendation of leaves of Nursing Staff 

for approval by the Director 

 Review of all relevant nursing records 

 Regular checking serviceability status of 

equipments in use. 

 Review of stock of emergency medicines 

held in crash cart. 

 Supervision of nursing care provided to the 

patients and take feed-back from patients. 

 Liaison and coordination with other 

departments. 

 Check all ward stock registers and other 

documents for accuracy, error free and 

reliability 

 Ensure near expire medicines information 

sent to store and replaced as per policy. 

 Review various audit reports of the 

departments to ensure compliance to 

process as required. 

 Information processing & research. 

EDUCATIONAL FUNCTION 

 Arranges classes and clinical teaching of 

Staff in the department; related to the 

specialty experience. 

 Implements the ward teaching programme 

and clinical experience of the staff with the 

help of doctors and senior nurses. 

 Counselling and guidance of staff and 

students. 

 Arrange and conducts staff development 

programmes of her/his departments. 



 

 

GENERAL AND OFFICE DUTIES 

 Takes hospital rounds with Director and 

special visitors for the hospital rounds.  

 Attends to general correspondence. 

Maintains necessary records concerning 

the nursing staff confidential reports and 

health             records. 

 Submits Annual Report of the Nursing 

Department. 

 Participates in professional and community 

work. 

 Arranges and participates in professional 

and social function of staff. 

 Submits monthly and annual report of 

Biomedical Waste Management to the 

Director. 

 Submit monthly EWS report. 

 Nodal Officer of Biomedical Waste 

Management & Kayakalp Programme. 

Ms Jyoti Joshi 
Ms Veena Singh  
Ms Binumol Mathew  
Mr Kanivalan 
Radhakrishnan 
Ms Rekha Garg  
Ms Susha James 

Senior Nursing 
Officer 

 Senior Nursing Officer is a first level nursing 

supervisor who is accountable for nursing 

care management of wards OPD and other 

diagnostic departments.   

 Management of patient care. 

 Management of personnel 

 Maintenance of safe environment for the 

patient and staff 

 Maintenance of supplies and equipments 

 Management of emergencies 

 Information processing and research 

JOB WORK 

 Ensures safe and clean-environment for the 

ward and department. 

 Makes duty roster and work assignments 

of Nursing Officers and non-nursing 

personnel working with her / him. 

 Indenting and procurement of ward 

supplies and equipment and keeps 



 

records. Does regular inventory checking. 

 Makes list of condemnation of articles and 

submits it to all concerned. 

 Maintains good public relations. 

 Ensures that ward statistics are regularly 

submitted. 

 Reports about any medico - legal cases in 

the        wards. 

 Supervises nurses duties. 

 Writes reports of all wards and makes census 

of patients on daily basis. 

 Custody of Narcoties drugs and their 

administration 

 Report about any notifiable disease 

 Get verification of ward stock, indents 

maintenance and condemnation of stores etc. 

on regular basis. 

 Organize staff meeting with departmental and 

inter-departmental staff. 

 Act as liaison between nursing staffs, public 

and other departments. 

 Keep the Nursing Officer informed of the 

needs of the Nursing units / wards under her 

supervision and of any special problem. 

 Deal with problems, complaints of nurses, 

nursing students / patients and relatives and 

of Group ‘D’ staff of her / his unit and try to 

solve them. 

 Organize orientation programme for new staff 

of ward. 

 Making use of opportunities to take part in the 

professional and community organization. 

 Attending the educational meeting in the 

hospital and out the hospital. 

 Ensuring the implementation of Infection 

Control and Biomedical Waste Management 

guidelines. 



 

 Supervising for patients chemotherapy 

administration and preparation of cytotoxic 

drugs. 

Ms Hema Rani  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Nursing Officer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Nursing Officer is a first level professional 

nurse who provides direct patients care to 

one patient or group of patients assigned to 

her/him during duty shift and assist in 

management of wards. 

JOB WORK 

 Carry out the procedures of admission and 

discharge of the patient. At the time of 

admission-explain the hospital procedure to 

the relatives. 

 At the time of discharge explains the doctor’s 

advise to the relatives of the patients. 

 Makes beds of all patients and helps or 

guides students or Group “D” employees to 

make beds by supplying linen. Maintains 

personal hygiene like mouth care give bath 

with the help of group “D” employees daily. 

Attends to the nutritional needs of the patients 

and feeds the helpless and serious patients. 

 Maintains and help with group “D” for feeding 

to the patients. 

 Maintains clean and safe environment for the 

patients. Implements and maintains ward 

policies and routines. 

 Takes rounds with the doctors when called to 

list new orders and see that they are carried 

out. 

 Staff nurses participate in counselling and 

educate patient and his family members 

regarding nature of illness and need for 

his/her treatment. 

 Maintains the records and reports to the 

units. 

 Perform various technical tasks related to the  

nursing care. 

 Administration of medication i.e. 

Ms Jomy Yeldho 

Ms Reena Rawat 

Ms Sarika Sharing 

Ms P Sanatombi 
Chanu 

Ms C Indu Bala 

Ms Tessy Gambhir 

Ms Jaseentha Jose 

Ms Rajbala 

Ms Sonia 

Ms Rimpi Bhardwaj 

Ms Sarojini Mehra 

Ms Lincy Sebastian 

Ms Smitha G Karup 

Ms Sini Thomas 

Ms Yamuna George 

Ms Jyothi Lekshmi 

Ms Ruchi Frank 

Mr Megin Skaria 

Mr Kiran Kuriakose 

Ms Nysi Thomas 

Ms Preeti 

Ms Parneet Arora 

Ms Mollykutty 
Sebastian 

Ms Soumya A J 

Ms Vandana Masih 

Ms Anu K Thomas 

Ms Anita S 
Meshram 

Ms Soumya Jacob 

Ms Chamma 

Ms Suby Mol P E 

Ms Reena Thomas 

Ms Nisha 

Ms Siji Sadanandan 

Ms Nemn Gaih 
Ching 

Ms Dim NgaihLian 

Ms Khooni Aricho 

Ms A Hriiziine 
Celine 

Ms Irengbam 
Ranibala 

Ms Lamlalchoi 
Gangte 

Ms Jogy Jose 

Ms Akhilas Mol 



 

Ms Pushpa Swain  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Nursing Officer 
 
 

chemotherapy, tablets, injections, infusions 

and transfusion on prescription or according 

to standing instruction. 

 Assisting doctors in various medical and 

surgical diagnostic procedures by preparing 

patients and getting ready with required 

things. 

 Performing simple diagnostic procedures. 

Collecting and sending of specimens for 

laboratory 

 Recording of vital signs. 

 Observes all patients conditions and take 

suitable action and report. 

 Give expert bed side nursing care to all 

patients. 

 Give pre-op, intra-operative and post-

operative care for patients. 

 Ensure cleaning and autoclaving of OT 

instruments. 

 Assist surgeon for all major and minor 

surgeries. 

 Maintain sterilization and disinfection and 

following principles of sterile technique. 

 Explain patients about the chemotherapy 

administration and its side effects and how to 

minimize the side effects. 

 Giving health education regarding proper diet, 

personal hygiene and precautions to be taken 

before and after chemotherapy. 

 Preparation and administration of cytotoxic 

drugs by following the 5 rights of medication. 

 Attends last offices in case of a patient dying 

during shifts and arrange to preserve dead 

body in mortuary or hand over the body with 

respect to concerned family members / 

relatives / authorities. 

Ms Princy Joseph 

Ms Kanjka 
Sachdeva 

Ms Seena Alias 

Ms Mariamma 
Abraham 

Ms Rani George 

Ms Sherly Salu 

Ms Jelitta James 

Mr Binesh P S 

Ms Vinita Singh 

Ms Teena Biju 

Ms Vandana Stone 

Ms Deepika William 

Ms Bincy Thomas 

Ms Shincy 
Sebastian 

Ms Bincy Thomas-II 

Ms Soraisam Bonee 

Devi 

Ms Lekhamol K S 

Ms Sarita 

Ms G Parvathy 

Ms Suchitra CS 

Mr Satheesh V 

Ms Sheena Das 

Ms Soumya Soman 

Ms Sairom 
Kiranbala Devi 

Ms Ambily T P 

Ms Viji Peter 

Ms Manjusha M J 

Ms Elizabeth James 

Mr  Manu Das 

Mr Saneesh Simon 

Mr Sajan Thomas L 

Ms Kajal Deshwal 

Ms Jogi George 

Ms N Rameshwori 
Devi 

Ms Usha Biju 

Ms Aleyamma 
George 

Ms Bilas A 
Varghese 

Ms Sithara Mathew 

Ms Julie Abraham 

Ms Soumya K N 

Ms Soosan Korulla 

Ms Josmy Joseph 

 
 


