
 
JOB DESCRIPTION OF VICE- PRINCIPAL 

DY Patil School of Nursing, 

DY Patil University, Nerul, Navi Mumbai. 

Job Title: Professor  Cum Vice-Principal Present Position: Professor cum 

Vice- Principal. 

Department/College: DY Patil School of Nursing, Nerul, Navi Mumbai.  

Directly responsible to: Principal, Chancellor, Vice- Chancellor, and DY Patil 
Management. 

Supervisory responsibility for: Undergraduate/Post Graduate students, Teaching 

faculty, Administration staff Hospital staff (If required) and Patient care.  

OTHER CONTACTS: 

 

Internal: 

 Nursing Faculty, Administrative support staff and Under graduate & Post graduate 

students in D Y Patil College of Nursing. 

Chancellor Dr. Vijay Patil, Vice-Chancellor Dr. Shirish Patil, Registrar Dr. Sandeep 

Suhag, Controller of examination (COE) Dr. Abhay Choudhari, Dean of Medical 

college Dr. Mrs.Surekha Patil and all the Cross Disciplinary Department Professors 

and Head of the Departments of DY Patil University and Hospital, Nerul Navi 

Mumbai. 

 

External: 

Prospective students, Guest lecturers, External University and nursing experts, 

examiners, stakeholders i.e, parents and guardians/relatives of students, External 

University HOI/faculty and  Examination  and CAP staff, other goods maintenance 

services and suppliers. 

 

MAJOR DUTIES: 

 

1. Provide a high standard of academic related administrative support to the faculty’s 

postgraduate programs, from recruitment and admissions through to student 

support, under the guidance of the Principal. 

2. The Vice- Principal is expected to be able to work across all programs within the 

faculty but will have first line responsibility for a subset of these. 

3. In charge of the assigned department and thereby responsible for 

administration, Research, teaching activity and guidance of the particular 

department and assisting Principal in college administration and the assigned 

work from time to time. 

 

 

 

 

 

 

 

 



 

JOB PURPOSE: 

 

1.     As per the resolution of Indian Nursing Council “Integration of nursing Education 

and Service-Dual Role” aiming to achieve optimal patient care and to improve the 

quality of Nursing education through effective utilization of qualified faculty be 

approved for adoption with an aim to improve the quality of Nursing education and  

quality of patient care: 

2.     The Vice-Principal has the dual responsibilities of Nursing Education and Nursing 

Services to maintain the standard of performances as per the vision, mission, goals 

and objectives of the organization. 

 

JOB SUMMARY : 

 

The Professor is overall in charge of the assigned department and thereby responsible 

for administration, teaching activity and guidance of the particular department and 

assisting Principal in college administration. The following are inclusive: 

1. Will remain on call duties during the health care emergencies of the hospital 

services as required. 

2. Is overall in charge of the assigned department and the co-ordination for the 

academic activities of the particular assigned program from the beginning of the 

academic year till the completion. 

3. Is responsible for planning, implementation, evaluation of teaching and learning 

experiences as per the syllabus objectives. 

4. Provides support and Academic guidance to the students and the team of faculty of 

the assigned department to achieve the predetermined goals.  

5. Assisting authorities in college administration and the in the NAAC, NIRF, IQAC, 

INC, MNC, University inspection process. 

 

GENERAL: 

 

1. Heading the Nursing Education Department 

2. Assisting the Principal in :  

 Strategic direction and development of the college 

 Curriculum and academic development 

 Leading and managing staff 

 Management of physical and financial resources 

 Accounting for the efficiency and effectiveness of the college 

 

TEACHING RESPONSIBILITIES: 

 

1. Will Head the Department of Nursing Education.   

2. Assumes over all responsibilities for the planning, organizing and implementation 

of the teaching of the particular assigned department, at all levels and in her 

assigned subject and additional subject as when assigned. 

3. Organizes the overall teaching assignments and clinical supervision in the subject 

assigned. 

4. Suggests and helps in implementing teaching strategies and methodology most 

appropriate and provides conducive environment to bring about the best learning of 

the students at the college level. 

5. Identifies the needs of the learners in terms of objectives of the program by utilizing 

records of previous experience, personal interviews, tests and observations in her 



assigned subject and at the college level.  

6. Participates in the reformulation and implementation of the philosophy and 

objectives of the program 

7. Selects and organizes learning experiences which are in accordance with these 

objectives in her assigned department and at the college level  

8. Plans with the educational unit head, with the nursing services and allied groups for 

students learning 

9. Ascertains, selects and organizes facilities, equipment and materials necessary for 

learning both at departmental and college level. 

10. Updates knowledge and skill of nursing practices particularly relevant to the subject 

assigned 

11. Timely entry of the attendance and study materials to the LMS of respective batch. 

12. Will be the Class Coordinator of the assigned Nursing batch. 

 

GUIDANCE & COUNSELLING: 

 

1. Counsels and guides faculty, junior staff and students as and when required.  Refers 

faculty/ junior staff and students for further professional counseling as and when 

required.  Maintains records as confidential.  Records and reports to the Principal. 

2. Guides and counsels the weak students, failed students and also students due to 

undergo University exam from all classes.  

 

ADVISORY: 

 

Is supportive to the Principal in the plans (long and short term) goals for the future 

development of the Institution. Keeps her appraised at all times about the working 

of Institution and each department. 

 

APPRAISAL OF STUDENTS: 

 

1. Appraises students’ performance at regular intervals and keeps anecdotal records. 

2. Reports to the Principal about students’ progress time to time. 

3. Designs forms to assess the overall professional development of the students 

 

EVALUATION OF PROGRAMME: 

 

1. Arranges for periodic review of programs suggesting new courses and updating all 

on-going courses.   

2. Provides for continuous evaluation during the course and at the end of the year.  

Uses results as a basis for student counseling, appraisal of staff performance and up 

gradation of the courses. 

3. Does periodic evaluation of the program – self, stake-holders, and students and 

from x-students too.  

4. Analyzing and Redesigning the evaluation forms, if need be. 

 

 

 

 

 



 

STAFF DEVELOPMENT AND CONTINUING EDUCATIONAL ACTIVITIES: 

 

1. Will co-ordinate staff development program in all its totality and also create a 

conducive environment which enhances staff to come forward for personal and 

professional development.  

2. Will be supportive to Staff in new assignments as and when given. 

3. Will conduct the induction program of new employees and help them get 

acclimatized to the culture and working system of the college. 

 

RESEARCH : 

 

1. Will head the Ethical Committee 

2. Prepare suitable proposals and implement these and participate in clinical nursing 

research at the college level. 

3. Tap external sources who can grant funds for college research 

4. Prepare proposals to receive grants from external sources.   

5. Guide students to conduct research projects. 

6. Participate in collaborative/ partnership research activities. 

7. Initiate and participating for chapter writing and book publication. 

 

REPORTS AND RECORDS : 

 

Maintains records and writes reports in relation to the department and other 

assigned and non-assigned work. 

 

SCIENTIFIC PUBLICATIONS : 

 

1. Publishes 3 scientific papers per year and encourages and guides other faculty to do 

the same. 

2. Assumes the role of an expert and co-ordinates when Staff and students go for 

paper-presentations 

3. Participation in paper presentation, being a judge for scientific paper presentation. 

4. Being a resource person/ guest speaker in the conference and workshop. 

 

CLINICAL SUPERVISION: 

 

1. Assumes overall responsibilities for planning, organization and implementation of 

clinical learning of the students in the area assigned. 

2. Plans and gives a detailed orientation program for the students assigned in the 

clinical area 

3. Participates in clinical supervision of the assigned subject and in other areas as and 

when necessary. 

4. Guides and supervises students in selection and care of patients 

5. Supervises procedures 

6. Conducts case presentation/ discussion 

7. Keeps anecdotal records and evaluates clinical performance of the students 

8. Maintain students’ clinical experience record 

9. Checks ward diaries  



 

 
10. Helps to maintain conducive environment for clinical experience 

11. Keeps the Principal appraised of clinical experience of students 

12. Guides and counsels students 

13. Maintains effective interpersonal relationships with various health team members 

and department. 

 

OTHER RESPONSIBILITIES: 

 

1. Co-ordinates the University/INC/MNC/NAAC?UGC inspections, internal 

assessment, uploading data required by approving agencies and responding to their 

various regular and periodic communications. 

2. Makes the academic calendar of the college in consultation with the Principal 

3. Makes the clinical supervision plan of the College staff in consultation with the 

Principal 

4. Coordinating admission activities as the Secretary of the admission committee and 

keeping its records. 

5. Coordinates the activities of professional visitors – educational visits from other 

colleges 

6. Co-ordinates one mass health education program at the college level involving all 

the students 

7. Supports Principal during scrutinizing the University examination forms and other 

essentialities of the exam 

8. Coordinates with hospital team to ensure induction of all senior batch students into 

the hospital in the capacity of Staff Nurses 

9. Checking the health records of the students kept by the Class  Coordinators 

10. Participates in inventory and stock checking at the college level. 

11. Participates in maintenance of various equipment’s/ articles 

12. Conducts hostel’s rounds as The Head of anti-ragging committee 

13. Maintains various records of Fortis Institute of Nursing  

14. Participates in planning, organization and conduction of co-curricular and extra-

curricular activities 

15. Assumes various additional responsibilities delegated by the Principal 

16. Participates in maintenance/ promotion of students’ health 

17. Checks and Maintains the quarterly attendance of students of all batches 

18. Assists in conduction of university theory and practical examination 

19. Attends seminars/ conference/ programs (Lamp Lighting, College-Annual Day etc.) 

of various institutions when assigned. 

20. Participates in various meetings at D. Y. Patil University School of Nursing 

21. Identifies personal training needs and career development with Principal 

22. Performs any other job-related duties not specified in job description when assigned 

to by Superiors. 

23. Maintain good communication with colleagues, students and their relatives, visitors 

in the college, hospital and other institution. 

24. To lead and implement the NAAC related activities and assisting in maintaining the 

documents. 

 


