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(Manual – 2) Powers and 
Duties of Officers 
and Employees 

1) Principal Secretary/Administrative Secretary   
  
The principal secretary / Administrative secretary is the 
official head of the department. It is responsibility of the 
administrative head to ensure proper implementation of 
the Govt. policies after processing files after analyzing 
pros and cones on the issue and submit the files at 
appropriate level as per standing orders. In addition, it is 
also the duties of administrative Secretary to monitor the 
decision at the level of DRME/Principal, Medical 
Colleges/ Medical Superintendents/Deputy Medical 
Superintendents. Secretary is also looking after the 
implementation of the Centrally sponsored Schemes. 
Subject to the general or special directions of a Minister-
in-charge and to the transaction rules, he is responsible 
for the disposal of all business pertaining to his 
department entrusted to him [vide Rules 7 and 30 of the 
Government of Punjab Allocation of Business Rules, 
1994].  

The principal secretary / secretary, shall 
refer the matter to the chief secretary. The final decision 
about the legality or otherwise of a decision shall be 
taken in consultation with law department. The secretary 
exercises general supervision and control over the staff 
under him and is responsible for seeing that the 
members of the staff do the work allotted to them 
efficiently and expeditiously (Rule 76 of the Government 
of Punjab Allocation of Business Rules, 1994).   
  
b) A special secretary to government, as and when 
appointed, will exercise such powers as  
may be vested in him under the business rules.   
  
2) Special Secretary/ Additional Secretary/ Joint 
Secretary   
  

Special Secretary/ Additional Secretary/ Joint 
Secretary is entrusted with the maximum measure of 
independent functioning and responsibility in respect of 
all business falling within his wing subject, to the general 
responsibility of the Secretary for the administration of 
the wing as a whole.   
  
3) Director, Medical Education and Research:   
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He is responsible to ensure proper 
implementation of the Govt. directions / monitoring of the 
Hospital functioning and teaching. He is interested with 
the duties of transfer/suspend/dismissal and termination 
of Class-III and IV and non Gazetted staff. He is also 
interested with the duties to deal with Court Cases, RTI 
Cases, Human Right Cases which he exercises through 
Joint Director, Medical Education and Research and 
Nodal Officers. In his official capacity, he is President of 
the Punjab Nurses Registration Council and member of 
Punjab Pharmacy Council, Punjab, Medical Council and 
also co-ordinate with the activities of other councils 
including Ayurveda, Homoeopathy and Nodal Authority 
and Baba Farid University of Health Sciences to regulate 
admissions, fee fixations and in-achieving the objectives 
of these bodies with growth of the Private sector in 
Medical/ Dental/ Nursing/Ayurvedic and Homeopathy 
department.  
 The department of Medical Education and 
Research is interested with the responsibilities for 
issuing essentiality certificates/NOC for starting various 
courses relating to these specialties and to regulate 
admission, fee etc in this regard. Department is also 
entrusted to monitor and implement of Human Organ 
Transplantation Act-1994.  
4) Joint Director, Medical Education and 
Research:    
  
Joint Director is supposed to assist Director Research 
and Medical Education and to act also by virtue of his 
officer and to perform duties as delegated to him by the 
DRME  from time to time.    
  
5) Deputy Controller (Finance and Accounts)   
  
i) Duties relating to financial matters like salary, general 
provident fund, purchase of  
Equipment, Medical reimbursement, Audit Paras and 
budget related activities delegated by the Director, 
Medical Education and Research.   
 

 


