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The Aga Khan University Hospital, Karachi

Stadium Road
P.O.Box 3500, Karachi 74800, Pakistan.
Cable: Akaproject, Telex :23667 AKHMC PK
Fax: (92) 21 4934294, Telephone:4930051

January 11,2007

To Whom It Mav Qoncern

It gives me pleasure in writing for Ms. Sanober Karim Ali, who worked in Health
Information Management Services (HIMS) of AKUH in the capacity of Nurse Reviewer
from February to December 2006.

Ms. Sanober's primary task was to ensure proper documentation in patients' records in
accordance with Joint Commission International Accreditation (JCIA) standards. She
was required to audit patients' charts in wards, identify ,deficiencies and ensure
compliance by the relevant physician and paramedical staff. She also participated in
retrospective reviews of these records after the patients were discharged and charts were
returned to HIMS.

Sanober established a good rapport on the floor with doctors and staff, as well as, with
her colleagues in HIMS. She was good in reporting the outcome and always focused
towards improvement. She conducted her duties in a professional manner and obtained
positive results.

for the future.

i Management Seryices

I wish her the very

An lnstitution of The Aga Khan Health Service.



THE AGA KIIAN UNIVERSITY

Personnel Policies Administration and
Compensation Department/ Personnel Division

JOB DESCRIPTION FORM F'OR STAFF'

Annexure: HR/PP-20 - I

Issue # Date:_January 9,2006

Note:Please refer to the Guidelines for Writing Job Descriptions (Annexure: HR/PP-2O - II and III) before completing this Form

I. JOB/POSITIONTITLE

Registered Nurse

TO BE COMPLETED BY PERSONNEL

cRADE I posrrroN *
7l

DEPARTMENTAND DryISION

Medical Records (HIMS)

3. STATIJS

a) [--l run-rnar u; E NEw posrrroN To BE cLASSTFTED

c) I rEMpoRARy d) T-l poslTroN ALREADy Exrsrs

4. REPORTING RELATIONSHIP (Srate job/ position title of person
to whom an employee in thisjob reports to).

Manager, HIMS

5. JOBS DIRECTLY SUPERVISED (by an employee in this
position)

JOB TITLE # OF EMPLOYEES

6. JOB SUMMARY (State briefly the principle purpose of the job i.e. what the job is expected to accomplish).

A nurse with clinical nursing experience who functions as a member of JCIA surveillance audit, reviews
all patients documentations, identifies the deficiencies as per JCIA documentation standards fund get them
rectified by the authors\ (Physicians/ Nurses/Allied Healte.

/

7' AUTHORITIES ASSIGNED (State authorities delegated for financial matters or other decisions- if applicable)

NONE

t '::fi:ffil?il:T:rr,"^Al 
euALrFrcArroNS / TRATNTNG & woRK E*

experience, an employee should possess to carry out the job)

o Graduate of an accredited nursing diploma prograrq AKUSON preferred;
r Current registration with Pakistan Nursing Council;
o Minimum one year's of experience as Registered Nurse at AKUH or equivalent.

KNOWLEDGE AND COMPETENCIES(SIaIe skills, abilities & traits required)

o Ability to work in a team;
. Ability to work independently
o Awareness of current clinical documentation and literature;
o Potentials to assume leadership role;
o lbility to work under pressure.
r Good communication skills
o Good organizational skills
. Abillty to follow instructions.

(P.r.o.)
Form# AKU 0131/PC001 01.2005 Revision # 02



Job Description Form / <Job / Position Title> (ConJ'd) .---Page # 2

9. DESCRIPTION OF DUTIES/RESPONSIBILITIES

List duties under two separate headings: REGULAR DUTIES AND PERIODIC DUTIES. Use a numbered
statement for each duty. Make each statement as detailed as necessary to show clearly what is entailed. (Use ,

another blank sheet, ifrequired).

a. REGULARDUTIES/RESPONSIBILITIES

\i Conducts rounds to review all patients records of the delegated areas;
Review all discharged patient records ofthe delegated areas;

\3' Makes sure that all appropriate forms are present

\t Identifies deficiencies in all physicians, nursing and allied health documentations as per standard of JCIA
documentation guideline s.

\r Communicates deficiencies to relevant authors.
\*-, Assist in getting the records rectified
\t o Follow up for pending records to review

. Provide data ofclosed record reviews and open records reviews to designated persons.

. Communicate problems and unresolved issues.

b. PERIODICDUTIES/RESPONSIBILITIES

r Participate in Closed Patient Reviews conducted on 5Yo of the total discharges using JCIA Closed Patient
Record Review Form.

. Attend tnsslings of different committees to explain queries if any.

. Assist in cross training staff for review process

10. ANY orHER FACToRS: (Please identifu other aspects of the job that significantly impact upon the employee in
this job (if applicable) e.g. specialized equipment used, extraordinary working conditions, internal/external
customers, etc. Use another blank sheet, if required).

l.(a) PREPAREDBY

NAME / SIGNATURE / DATE POSITION TITLE

(b). AppRovED By DEPT./DIVISION HEAD

NAME / SIGNATURE / DATE POSITION TITI,R

(c) REVIEWED BY PPAC DEPT

NAME / SIGNATURE/ DATE POSITION TITLE

(d) rssuED To EMPLOYEE

NAME/ SIGNATURE/ DATE EMPLOYEE #

March 30,2005
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The Aga Khan University Hospital, Karachi
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Stadium Road,
P O. Box 3500, Karachi 74800, Pakistan.
Cable: Akaproject, Telex: 29667 AKHMC PK,
Fax: (92) 21 493-4294, 493-2095, Telephone: 493-0051
www.aku.edu

January 17,2007

To Whom It Mav Concern

This letter is in support of Miss Sanober Karim Ali (employee # 03100893) who was worl.:irrg
in Cl Surgical Unit and left the unit in August 2005.

I have known Ms. Sanbber for almost 2 yearc as she has been working in my area as a Registc'rr:d
Nurse. As a professional Nurse, she had independently taken care of patients with Neurosurgerv"
Orthopedic, General surgery, and other related diseases.

In her professional life, Vts. Sanober was one of the hard working, and competent ernployee arrd
was considered as a 'caring' nurse while dealing with the client. She was also very cooperati.;e
and contributive towards her nursing sub-ordinates. She was the team leader and as a tr)am
leader, I have seen her assisting her team to the best of her abilities. Moreover, she also vrorkccii
for the critical patients. Throughout her practice, she was able to maintain good interpersonal
relationships with other health care teams including physicians, her nursing colleagues ancl o:her
paramedical staff.

Besides her professional commitments, she was also involved in unit related erlucational
activities and conducted various teaching sessions for patients and staff in her unit.

lgish her best of luck for her future and hope that she would continue the same.

N.^tZ--
Amfna Malik
Senior Assistant Manager, Nursing Services

An lnstitution of The Aga Khan Health Service
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L:.\l) \t ltst.'
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I. JOB/ POSITION TITLE

Registcrcd Nursc.
TO 8E COMPLETED BY PERSONNEL

GRADE 08 I ^^^ -I POSTTION 3

]. DEPARTMENT AND DIVISION

,\ll lnpatienr & ,\mbularon.drms E.\cluding CC/CIlC

3. STATUS

a) f putL-rrve b) f NEw pg51T16N To tsE cLA.ssrFrED
f--l pentttvtE E peslrro:..\t-,tEAD,r 

r:tirsrs

i .IOBS DIRECTLY SL'pERVlSllD rbr :rn cmplrrr3x rn thrs p(,:;rrr,,n,

i-l_.Ll _ l;\ll'l r t \ r:ir_s

lll"t.'t ill
.lr, r'.rllr., II .rlltllr,,tlrl,.I

\ lr rlt \t't , ll tr .\ I l( ).\\

' 
:,1:lrll,:1,i,'ttt"t""t 

rr illt llrc l'rlirrrrr \rrrrrrrl ( .rrrrcit (l,r..r rrr.rrrt rc(i\rr;r,{rn ft,r. (jratlrrltr ofan
. (.cr.tificnr,,,u,r],"ttttt"tttl ntrrsingrlipl'nrr pr.Arnnr

. ttit'iltllrnonrn Rcsuscitnri,rr (CpR)

. n,.n,,lll.i..ljl?liu,'",srrn,ion
lleccnt crpericncc _ at lcastI 6 months in oncologv carc sctting prefcrrcd.

frcrh qr;Iltr;ttrt lill lhcr rcccrtc llf,.rtl:ilt(.ilt

Revision # 0l



Nurse

+:
USt duties rmdertTro m t -rL-. DEA F;:ffif:1*ffi]trf;ffffHiff#Jtr?3t*ffi.useinunrbcrcrrstaterEntrorcachduty.Makccachsrr*mcnr

a- REGUITR
2 & Assesment

I' conducs comprehcnsivc trtra tottoe esscssment rnd documents in thc peticnt essessment form.' NuFitionel petient for skin irt.gtit \ 
: Pancnt rssessment form.

Bcd riddcn pati.nt fo. s[i i;;;;il
- Cerdiec sl,stem
- Elementary systern

:$::?I;:13,:ff;

:' ffi::il::il1'i[,til"il'ji:l?lJ;,.;,iil:;;;i:T:.strtus' supportsl'stem, nnanciar background, ava'abirir' or3' Assesses patient's r"""r ori.in'1suo.;"'",ir.lou;*,i"e) by utilizing srandardized pain scales
b. H:,,i,,:ssesses 

patienr's o"a f..iry,f g-.i"jng'r,"gu and prorides ,upp-o., accordingty

I plans day+o_day activiry

;: i'Tli;:Xt1lT:[:';:;.ffi:T;:proride best quarin'crre rccording to paricnt,s need rssessmcnr

" ,,,, 
j;"r,"])l,ljrhealth-tcaching sessions r". p.,i""iJ famities rccording to rheir rcarning nced :sscssmcnr.

l' ErPlains & dcli'g15.s11g to Paticnt5 rs pcr doctor's ordcr and es pcr ir.rcnrificd needs during assessmcrr.l' coordinates palliative home c"re 
'"J"", "i,rr oth", d"p".tn,""ir'. i.g. nu.rn,,e... pBSD .,.1 ,o .1]*, clicnr.s nccds.l' conducts follorv-ups of refcrred homc hcalth c"re p"ticnts fu. .urr*i h".rth status. inr.ircs qucrics & pro'ir.rcsclarifications & rddirional informarion to prticn(y familics u.hcncr.er rcr;uircd.. {' Tc:chcs differcnt tlpcs of rcla.r.tion :nd ji."err ional therrpics ,o p",;"n, rnrJ fanrilr. 

'rcnrbcrs
5. Hclps famih.mcmbcrs ro rlcel ",i,, p"ii"",,, cnd of lifeo l-istens to paticnt's nccds and,"spun,rs in a aou.,aour:nd trctfrrr,rl'nrr.t 

:;f ..lJ::IT:|,il..';,:':p1"u'i'fiiiii"cirl *rrrkcr tbr thc r'ciri rrrd prr crr'r';.1icrr rrr'''. ,,r rr,r 
'rricnr 

rrrrr rrrrrirr.)-. l'torrdctpJticntsrvilllcoiltxctllof l,rllirtircll0ntrl{crlfhclrcrr.rrit.r. lrc[or.rtlirr.hrr1t..
,!. I'ttrttlt'-Ftm.ilr Eilttctttrrttt

, t_:::!.:L::t::::l

' l:;lt"t":lrrrl 
(rtrrlrcl\ 

't'tr((r'rt rl{'(r{,r ll\ lr.rrrr rrr.rrtrr rr.rrrrr rrrr r.ril rr..rrrr.,r(.r\(.i,r *r{,::(rr
r. l.:r.,tt"tt'' 

(ll ll(lllll( tll ltr'r rrlr'(l lt' llrlt( rll\

' '"t'" ";"""i 'l')i'l;);:''i''""'" 
.r cx'| t pt r'\ rtr( tr rr' rr'rrr.rrr\

r -ir-.--
,,. 

t'tt bctcltrlrt lrrrl Jrrrrrtlrr:rl,rr rr'rL r\rllr .,rrr',,.:rtt,,,,j.,,,cc.
' l\((l)\ltirtvlr.rr.lfrr.lll:r.rrrrr.rl:rrrrlrrlrrr.rrr.rllr'rrrrrlrrrrrrrrrlr..rl,rllrrrrrrr
I littrtttrs Ilr;tl irr[orrtrrtirr'rr rlr,,,rt ll]rrr(il1 rrrll rr.rrr.rrrr rrrrrlirir.rrrrll.t l,l
s.- ,,;tt"tttt 

l llrr\lllr'( ittrrlt 
'l '\ht. ll rir l)l(llr\\t'.JI rll'(lrrrrrc.rrrrr rr.lr.rrrrrr

,,. ,r,'tttttt'rrllll'l\lJll(l\ 
arrrl rlrilltr ltr llrr Jr.lrticr,l t6l ll

_ 
^ ::rilrsltrtt rlrrlrtr to rrtrrtrlc urrt on I rrrr1l1.rl11l1 11.,.,.., r rltllltrr.tlcs rr rllr co_rroIkcr.\ lo cltlt:[tc( lcxiltrrtrt.k.

,'\\,,,,a-,',',,,,,,,,.1,,,,,,)llilil,l,lll'l::::l:'i{;;,"i rrrrn:rrrrrrrrr.trccrprr.rrcrr,rrr,rcrrrrr<rrrrr'r,rr
I .,\s {isr s,,, 1,.n.",Jr,"i^1ffi!frIifi )ccu pr r rrrrrr I r hc'pr

lcr
\lonitors and rc.coil l'A c!thctcr ptrimclcrs in thc flrlicnt., s chrr-t rnd infornrs Io plrvsici:n ,/ Tcrm Lcrdcr irnnlcdirtclrinlrsivc monitoring for crrmplc rrtcrirl linc I O,f. ,* r" S,,azc crtlrctcr.
\lonitors peticnrs rvith

ofI. Frmiliaru.irhOnffi
l. Takcs Dreoncrrriv^ ^_^, ^.r.Tl T.rou,incs, raking assignmcnr c.g. n:rcoric cupboarcl.
]. Lrlcs.nreoncr"ri". o".. oJtn. p",i.ntrl

l. illliiill::;:::::::l:i;';;;.;;; room unir based prcscntrrion,srand rounds.
l. illl'.iliT I I * : I : i:','-y-n'"o'.,)",; ", ; ; ;, ;i"o H'T'il l#i ;lii fiTi:.,:. ?"_: :lll sire-care onJ?o.a.oring
6. Ensures transfer out or o" 

-' *'"'t
7. Assi*c er DN, r_ ._^ _ . . .,ian, 

as son as the1, are singed out b-y inesthetist

;. t';i: *,H::":t l'i:ll ;;;;;;"ffi 'J ::TH:,ll : :1',",';.,', ",.3. l]:'.::,:T: ..po- 
"iJruurnits to shifts supervisor on 

anesthetist si

9. .A.ssists in oR for ,ninoi o. 
rv J''ra )sPcffsor on ume.

0. Able to monira. h^d^_.- _- 
9cedures-for example cathcterization ofpatienu10. Able to monitor patiens-* 
- ---r LJ rwr q'rrrPrc qtnltenzallon ol PatienL

r l. Abte ro moniror o"ri"n," *jjl l::::::: T:I:l"c I", crample aneriat tine / CVp, swan sua:ze catherer.I r. Abre to moniror p"r.nt, ,niir, ;;;;;;;. ffiffi;il: ff;li::ff::i iill, SIJ:il,il il::;:ff:::


