
 
 

JOB DESCRIPTION OF LECTURER WITH CLASS COORDINATOR 

RESPONSIBILITY 

DY PATIL SCHOOL OF NURSING, 

DY PATIL UNIVERSITY, NERUL, NAVI MUMBAI. 

Job Title: Class Coordinator in any category Present Position: Class Coordinator 

(HOD) 

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

Directly responsible to: Principal ,DY Patil School of Nursing 

Supervisory responsibility for: Undergraduate/Post Graduate students and Patient care. 

 

JOB PURPOSE 

Administration of the assigned department of the nursing college and assists the Principal 

and Vice principal in smooth maintenance of the academic activities and achieving the 

strategic aims and objectives  

 

JOB SUMMARY: - 

The Class coordinator works under the direction of the Principal and assists him/her in 

curriculum Instruction & Teaching and reports timely (monthly at the least) of the 

execution and other matters related to academics and discipline. 

 

GENERAL: - 

 

Along with the job responsibilities of a Lecturer/Asso Professor/Professor an HOD 

is supposed to carry out the following additional responsibilities too 

1. Planning and coordinating with other faculty in the department for implementation 

of curriculum both Theory / Clinical 

2. Supervises other faculty in the department 

3. To act as mentor to students. 



4. Co-ordinates with the external Lecturer for various courses as assigned. 

5. Ascertains, selects & organizes facilities equipment and materials necessary for 

learning. 

6. Maintains internal assessment records and makes it available for Scrutiny. 

7. Prepares and maintains all relevant records and registers like cumulative record, 

subject and clinical register, attendance, absenteeism, etc. along with co-coordinator 

8. Arranges medical examination during the course in case of sickness. 

9. Monitoring and updating of LMS of the respective batch. 

10. Managing the leave and absenteeism of the students so that the students are eligible 

to answer University exam. 

11. Collects evaluation of the students and discusses with the Principal. 

12. Maintains all NAAC related records of the students. 

 

TEACHING RESPONSIBILITIES: - 

1. Prepares and maintains the departmental file and strategic plan updated as per the 

college system. 

2. Ensures that there is completion of academics as per the subjects of the given batch 

as per the plan, by reviewing it on monthly basis 

3. Establishes learning objectives and periodically assesses for the learned behavior of 

the students. 

4. Devices teaching methods appropriate to objectives & content. 

5. Prepare and/ or assists in the preparation of pre and post testing materials. 

6. Develops appropriate teaching aids to impart quality education. 

7. Teaches in the classroom, laboratory and clinical areas. 

8. Keeps anecdotal records of student’s performance in laboratory and clinical areas 

9. Records performance in written examination. 

10. Acts as a role model in clinical practice and classroom activities. 

11. Co-operates with faculty, student body and advisory board in program advancement. 

12. Participate in organizing Extra-curricular activities. 

13. Offers guidance and counseling to the students. 



 

14. Participate as a member on various Education /Administration committee of the 

institution. 

15. Participates in the activities of the professional association. 

16. Supervises Nursing students in classroom, laboratory and clinical practice. 

17. Facilitate and provide opportunity in students learning activities. 

GUIDANCE & COUNSELING: - 

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

undergo University exam from the concerned class. 

 Arranging remedial classes and coaching for the slow learner. 

APPRAISAL OF STUDENTS: - 

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

2. Reports to the Principal. 

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

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. Keeps the Principal appraised of clinical experience of students 

OTHER RESPONSIBILITIES: - 

1. Coordinates the activities of visits to various departments of D.Y. Patil hospital or 

University as well as other institution as an academic requirement of the concerned 

batch students. 

2. Preparing the health records of the respective batch students  

3. Maintains the quarterly attendance of students of concerned batches and issuing 

warning letters to the students having gross attendance deficit (below 80% of the 

total)  

4. Conduction of Mentor Mentee Meeting four times in a year. 

5. Maintains complete records of the entire batch as per INC stipulated norms and 

systems set in the college including internal assessment and hands over to office 

admin at the end of the academic year. 


