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Programme Co-Ordinator Job requirements/responsibilities:

1. Implement Plans and Instructions of PHD NCD Cell

2. Stock/Logistics/ Materials updation

3. Reviewing and integrating existing training material into the program and
refresher Training of Staff, whenever required

4. New recruitment of staffs to be trained

5. Visiting HP/Disp./NCD Corners/Peripheral hosp./Maternity home/Pvt. Clinics to
monitor the NCD activities.

6. Reviewing program implementation at HP/Disp./NCD Corners levels

7. Collaborating with NGOS and other sectors for awareness & programme
implementation

8. Prepare monthly ward NCD report/Disp. Report & validation and to support Sr.
medical officer of ward

9. Preparing and submitting quarterly progress report for NPCDCS to NCD Cell.
10. Ensure awareness in different section of community.

11. Wellness activities monitoring such as yoga session, dietician session etc.
12. Any other job assigned by concerned officers

13. NCD IT Software Data entry



Dietitian Job requirements/responsibilities

1. Implement Visiting Plans in Deputed ward Municiapl Dispensaries and
Instructions of PHD NCD Cell

2. Stock of Diet sheet/Logistics of Register and Reports/IEC Materials updation
3. Conduct Diet Counselling sessions to patients identified by Medical Officers
Dispensary

4. Conduct Health Talk as required in area/HP/Ward as per program

5. Issue Diet chart to patients after counselling

6. F up Counselled patient after 3 months and record their vitals for further
analysis

7. Use IEC Materials for awareness & programme implementation

8. Prepare monthly Diet Counselling report of each Dispensary and compile of
complete ward.

9. Preparing and submitting quarterly progress report after analysis to NCD Cell.
10. Ensure Monthly Reporting by 4 of each Month to NCD Cell

11. Bring to Notice of Medical Officer if a patient remains uncontrolled

12. Any other job assigned by concerned officers



