CONSTRUCTION SKILL DEVELOPMENT COUNCIL OF INDIA
Vacancy : Deputy General Manager – Finance & Accounts
Job Title 

: Deputy General Manager - Finance & Accounts
Job Location 

: New Delhi/ NCR

Age Limit 

: Not more than 45 years on the last date of receipt of Application

Type of Employment   : Regular employment preceded by 6-month probation period

No of vacancy 

: One

1. Qualification and Experience:
a. MBA (Finance)/ Chartered Accountancy on regular from a recognised University with strong academics. 

b. Minimum 15 years of progressive experience in Finance Management 
c. Proven track record in management of Accounting & Finance management of a large business enterprise.

d. Experience in strategic planning and execution

2. Skills:
a. Accounting 

b. Finance Management

c. Knowledge of Accounting software like tally & others

d. Communication with Government & Industries

e. Knowledge of company laws

f. Competitive analysis

g. Contract review with potential clients

h. Conflict resolution and negotiation

i. Knowledge management
j. Financial analysis & vetting of MoUs
KEY FUNCTIONS AND RESPONSIBILITIES 
3. Key Functions

a. The DGM (Finance) will provide strategic & financial leadership at CSDCI & will supervise all aspects of finance including treasury, risk, compliance, audit, stakeholder management, investor management, operational management, financial reporting and analysis at CSDCI.
b. He/She will develop & maintain internal controls and ensure all financial processes, discipline & statutory compliances etc. are in-line with the CSDCI’s social & business strategy/plans.

c. He/She will advise the CEO on strategic issues, corporate planning and provide inputs towards major / critical business decisions in terms of financial viability, current financial position and covenants restricting future strategic decisions.

d. He/She will ensure compliance with corporate & management accounting principles, applicable central/state/local regulatory laws and rules for financial and tax reporting whilst directing and overseeing all aspects of the Finance & Accounting functions of CSDCI.

e. He/She will support the CEO with strategic recommendations for the preparation of CSDCI’s annual financial strategy & financial plan and undertake continuous evaluation of short and long-term strategic financial objectives.

f. He/She will transform the organization to make it a robust & professional company with a competitive edge having very well-defined norms of corporate governance.

g. He/She will proactively monitor changes in government regulations and policies, industry, and economy affecting the company’s finance practices, assess the implications and develop / modify procedures and controls to ably respond to the situation.

h. He/She will review procedures relating to the preparation of the company’s plans / budgets / forecasts and controls pertaining to key finance activities, monitor adherence to the relevant processes, policies and take timely action in case of deviations.

i. He/She will identify areas of improvements in all processes of the company and set systems and processes to control and manage the financial and commercial operations through appropriate financial management and reporting systems, controls, procedures and processes.

j. He/She will be expected to maintain speed and accuracy of billings and payments and report the deviations to CEO.

4. Maintenance of Accounts:            

a. Review of daily accounting of bills (Venders, Training Providers, Assessment Agencies, Procurements, telephone, rent, and electricity) which is approved after ensuring the statutory deduction like TDS or any other tax as applicable.

b. Keep record of fee received from Assessment Body, checking arithmetical accuracy of noting sheets provided by operation department under various schemes (PMKVY, Non PMKVY, UP NULM, HP NULM, RPL, DDUGKY etc).
c. Issue payment to various parties under various schemes (PMKVY, Non PMKVY, UP NULM, HP NULM, RPL, DDUGKY etc).
d. Receipt of payments who make payment to us against TOT, assessment, TP, TC etc.

e. Bank Statements - Checking of online statements on daily basis and find out direct deposits/ RTGS/NEFT by various parties & maintenance of tracker of noting’s.
f. Recording of FDR and their Interest income on timely basis
g. Daily Accounting of Cash Payment and Receiving transaction in the tally software after ensuring the cash payment and receiving is supported by the relevant documents

h. Withdrawal cash from bank after approval from CEO.

i. Maintain cash book Register or imprest account reconcile on daily basis.

j. Receipts, Payments & Invoice Generations: Issue receipt/Invoice of payment to various parties who make payment to us against TOT, Assessments, TP, TC etc. as per details shared by Operations  

5. Expenditure Monitoring, Liaison with Parties for Reconciliations & IT Certificates:
a. Party ledger reconciliation          

b. Co-ordinate with operation department for payments.             

c. Dealing with operation department for party reconciliation, terms of payments scheme wise and reading of MOUs.

d. Invoices issued by AB’s.
6. Pay Disbursements of Staff: 
a. Review of preparation and disbursement of Staff Salary as per salary sheet audited by CA
b. Deduction as applicable on salary like Income Tax, advance or deduction in respect of absence etc.

c. Deposit ESI and EPF challan into banks.

d. Collect tax saving declaration form and document like investment, rent, medical expenditure from employee

e. Prepare full & final settlement after audit by CA.

f. Provide detailed monthly salary slips to employees.

g. Preparation of salary structure and as and when required.

7. Audit, Utilization Certificate & Balance Sheet Preparations : Co-ordinate with internal auditor and external auditor for internal financial audit done on quarterly basis & statutory audit on yearly basis & give all the assistance required & resolve their objections and qualifications, helps in preparing balance sheet & providing data for preparing utilization certificate on quarterly basis. 
8. ROC forms, Directors Documents, KYC, AGM Agenda & Resolutions:
 

a. Co-ordinate with chartered accountant for ROC compliances & should be complete at timely like filling of Notice for AGM, filling of AGM, filling of changes of directors, filling of annual return, filling of compliances certificate.

b. Co-ordinate for tax audit and statutory audit and providing necessary documents for filling of income tax return, and filling of other income tax matter.

12. Obtaining 12A, 80G, 197A & other Certificates Yearly: For this coordinating with statutory auditor, preparing & providing necessary documents as required for the purpose of obtaining above certificate.

Gross Remuneration would be Rs. 12:00 Lacs per annum (negotiable) depending upon credential of the candidate.

