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Primary health care centre's Administrator

SCOPE OF RESPONSIBILITIES: W g gl (3Uas

Key responsibilities of the role in detail, include ensuring the safety and security of the PHC center and
warehouse, monitoring staff check-in and check-out times, managing logistics and warehouse operations, and
ensuring a clean and well-maintained work environment for staff.
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e Ensure safety and security of PHC / Warehouse and its materials.
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e Monitor attendance and departure times for staff.
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e Logistics warehouse management proper in, Out and stocking
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e Preparing the monthly request for the needs of supplies IEC Hygiene, Stationary, IEC and submitting it
to the responsible supervisor.
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e Ensure efficient running of generator (timing, fuel monitoring, filters changing). And securing kitchen
supplies and Fuel and oil supplies.
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e S/He will be responsible for the technical condition of building the dispensary and for any necessary
maintenance and restoration of the dispensary.
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e S/He will be responsible for printing the attendance sheet, monitor it, sign with stamp it, and share it
with the organization at the end of each month.
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e S/He will be responsible for preparing the monthly annual leave tracker, and share it with the
organization at the end of each month.
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e S/He will be responsible for following the recruitment process of hiring workers for PHC (follow with
LHA for signing the contracts, ask the candidates for submitting their education certificates, experience
certificates, and any other documents will be in need)

ol alla | 3 siall 0l g8 (ady Le daaal) i ae Al i giasall 3 Cala gill Clel ) dalic e Vgsmse 9 S @
(Rl O Sy I Sl IS5 3 uad) clalgd (bl | paniiiall (e dpagle il

o |t will be the link between the LHA and the PHC to implement the regulations, laws and directives.
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e Ensure proper running of equipment IE TV messages.
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e Ensure a good working environment for employees.
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e Ensure PHC is always clean.
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e Manage crowding and access issues.
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1. Education: A diploma or bachelor's degree in a relevant field such business management is typically
required.
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2. Experience: At least 1-3 years of experience in a similar role, preferably in a healthcare setting
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3. Communication skills: Excellent communication skills, both verbal and written, are essential.
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4. Organizational skills: Strong organizational skills, including the ability to manage multiple priorities

and deadlines, are necessary.
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