
  
 

 

JOB DESCRIPTION OF UG COORDINATOR 
DY Patil School of Nursing, 

DY Patil University, Nerul, Navi Mumbai. 

 

Job Title: UG coordinator Present Position: UG coordinator 

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

Directly responsible to: Principal, School of Nursing 

Supervisory responsibility for: Undergraduate/Post Graduate students, Hospital 

nursing staff (If required) and Patient care. 

OTHER CONTACTS: as specified in the primary role and as deemed fit in this role 
 

Internal: 

Principal, Vice-Principal, Nursing Faculty, Administrative support staff and Under 

graduate students in D Y Patil College of Nursing. 

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. 

JOB PURPOSE: 

The primary responsibility of an Undergraduate Liaison or a Program Coordinator is to 

deal with complex matters with respect to undergraduate recruitment, retention, 

curriculum and programming. 

 

JOB SUMMARY: - 

1. UG coordinator is responsible for receiving and collating student feedback relating 

to their academic programme and student experience and passing this information 

to relevant staff or volunteers as appropriate.  



2. They are expected to proactively pursue improvements to their programme of 

study and seek to maintain standards.  

OTHER RESPONSIBILITIES: 

1. Academic audit of the UG program quarterly 

2. Strong communication skills, work ethic, initiative, sense of urgency and attention 

to detail 

3. Strong project management, creative problem-solving skills and ability to act 

independently 

4. Confidence to manage very senior interactions and expectations 

5. Ensure professional communication skill with  staffs and students 

6. Communicate updates to Higher authority 

7. Listen to and encourage feedback from students on an ad-hoc basis.  

8. Contribute to discussions within Staff-Student Meetings  

9. Produce clear written communication in the form of e-mails, website copy or as 

otherwise appropriate to disseminate information to constituents.  

10. Motivates both staff and student in the time of any grievance 

11. Guide faculty and staff in all respective academic Coordination 

12. Grievance in teaching or clinical area by staff and student to be taken care and 

guide them and inform to higher authority 

13. Plans, co-ordinates with other faculty in the department for implementation of 

curriculum both Theory / Clinical 

14. Monitor the theory and clinical prescribed hours as per the INC norms 

15. Plans and conducts prescribed tests / examination as per INC criteria 

16. Monitor the internal assessment records of all batches and to update it 

17. Assign and monitor the lecture schedule along with the departmental HOD’s for 

all the batches 

18. Maintains and monitors all relevant records related to each batches 

19. Arrange for medical examination for the new students along with First year HOD 

20. Prepare the advance Learners and slow learners timetable in consultation with 

HOD’S 

21. Enquire and identify the need of each batch related to education and to implement 

them 

22. Any grievance in relation to education of students or teachers to be notified to the 



chairperson 

23. Monitor the anecdotal records of students of all batches in consultation with the 

HOD’S 

24. Be a part in organizing curricular activities 

25. Coordinating with the extra-curricular activities 

26. Motivates the faculty in participating in conferences conducted by other 

institutions 

27. Organizing in- service and continuing education program in consultation with 

respective committee 

28. Assist in preparation of final university examination timetable in consultation with 

chair person 

29. Review Student progress reports and provide academic guidance in consultation 

with guidance and counseling committee 

Act as a mentor to colleagues. 

 


