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2藤江   進
Administration Office FUJIE,SusumuDirector事務部 部　長

事務部長の下に、事務部次長、総務課、人事労務課、学務課、経営企画課、経理
課、施設管理グループ、医事課、大幸地区事務統括室を置いています。

■総務課
病院の管理運営に係る企画・立案および改善に関する業務、広報関係業務、臨
床研修関係業務、病院の評価に係る業務、医療安全管理・院内感染防止対策
の事務に関する業務ほか

■人事労務課
職員の人事・給与・労務管理・福利厚生に関する業務、労働安全衛生に関する業
務ほか

■学務課
学生の身分に関する業務、教務に関する業務、学生生活に関する業務、学生支
援に関する業務、国際交流および留学生に関する業務ほか

■経営企画課
病院経営の企画、分析に関する業務、予算・決算に関する業務、受託研究、共同
研究、受託事業及び補助金、寄附金などの外部資金の受入に関する業務、
先端医療の支援に関する業務、研究倫理等に関連する審査、支援に関する
業務ほか

■経理課
医薬品・医療材料などに関する業務、特定調達契約に関する業務ほか

■施設管理グループ
病院の将来計画に係る施設、設備などの企画・立案および改善に関する業務、
院内の環境整備に関する業務、資産管理に関する業務、警備・防火・防災に関す
る業務ほか

■医事課
診療契約、診療費の請求・収納などに関する業務、患者さんの受付などに関す
る業務、患者さんの診療報酬請求に関する業務、診療報酬に係る包括評価制
度の運用に関する業務、診療録の管理・開示に関する業務、中央診療施設の事
務に関する業務、拠点病院に関する業務、チーム医療に関する業務、患者サー
ビスや苦情・相談に関する業務、医療の地域連携に関する業務ほか

■大幸地区事務統括室
医学系研究科（大幸地区）および医学部保健学科の事務に関する業務

The following functions are controlled by the Administrative Director:
Assistant Administrative Director, General Affairs Division, Personnel 
Affairs and Labor Division, Student Affairs Division, Management Planning 
Division, Accounting Division, Facilities Control Group, Medical Affairs 
Division, and General Administration Division, Daiko Campus.

■General Affairs Division
This division designs, plans, and improves hospital management and opera-
tions, publicizes our services, plans clinical training, managing hospital evalu-
ations and handles administrative tasks related to the safety management 
of medical care and prevention of nosocomial infections. 
■Personnel Affairs and Labor Division
This division handles the administration of human resources, payroll, 
labor management, benefits and welfare, and occupational safety and 
health.
■Student Affairs Division
Services related to studentship, school affairs, student life, support for 
students, international exchange, and foreign students, etc.
■Management Planning Division
This Division provides administrative support related to the hospital’s 
business plans and analysis, budgets, settlement of accounts, contracted 
research, joint research, contracted business, and receipt of external 
funds such as grants and donations. Administrative support is also provid-
ed for advanced medicine as well as a review of research ethics and 
related matters.
■Accounting Division
This division handles the accounting of pharmaceuticals and medical 
materials, and specified procurement contracts.
■Facilities Control Group
This division designs, plans, and improves facilities and equipment for 
future hospital design. The division also handles improvements to the 
in-house environment, asset management, security, and the prevention of 
fire and disaster.
■Medical Affairs Division
This division is involved in medical service contracts, billing and receipt of 
medical fees, acceptance of patients, patient reimbursement claims on 
medical fees, application of a comprehensive evaluation system regarding 
medical fees, and the management and disclosure of medical records.  It 
also handles a variety of administrative work related to the clinical labo-
ratory and examination center, the functions of a core hospital, team 
medicine, patient service, complaints, counseling, regional medical coop-
eration and so on.
■Daiko Campus General Administration Office
Services related to the Graduate School of Medicine (Daiko Campus) and 
the School of Health Sciences.

多岐にわたる事務を処理し、
迅速円滑な病院運営をサポート
本院だけではなく、大学院医学系研究科・医学部における多種多様な事務に
ついて、各部署と連携を取りながら、迅速かつ円滑に処理しています。

The Administration Office processes a variety of administrative work of this hospi-
tal as well as the graduate school of medicine and school of medicine. Fast, 
smooth processing is made through collaboration with each department. 

Processing a variety of administrative work and supporting 
smooth hospital operations

業 務 体 制

業 務 内 容

Operation System

Scope of Medical Services
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