
 
 
 
 
 

Place of posting 
Bhubaneswar, Odisha 
Nature of appointment 
The appointments are purely on contractual basis for a period of one year; contract will be renewed 
annually based on successful completion of assigned responsibilities.  
 
Position: Manager-Finance & Accounts (No of vacancy: 1)  
Roles & Responsibilities: Key Activities (Daily, Monthly, Quarterly and Annually) 
 
Daily: Verification of daily vouchers & supporting documents before the payment being processed 

- Accounting of Payments and Accounting of Bills (Creation of liability in the books of accounts) 
of Vendors. 

- Checking the approvals obtained, availability of BLI, Checking of Supporting Documents (PO, 
Contract, Adherence to agree commercial terms), Reviewing the notes and queries by the 
maker as per the checklist to be developed and Checking of accounting treatment. 

- Employee claims - advance and settlement 
- Checking the tour approval, BTOR, eligibility as per the travel policy, validating and seeking 

explanation from the employees for the queries raised by the maker 
- Procurement 
- Adherence to the procurement checklist (to be developed and checked by the maker) which 

includes Desk top review regarding credentials of the vendor from whom the quotations are 
obtained.   

- Escalation if not adherence to the above before processing the payments through mail. 
 
Monthly: 
 

- Monthly closure of books of accounts as per the timelines and after review of Financials by 
seniors’ whatever changes suggested need to be done. 

- 1st level Reviewer for BRS of all the operating bank accounts 
- Preparation of Earmarked fund reconciliation. 
- Ensure all Regulatory and Statutory Compliances are done as per the timelines (PF, P. Tax, 

ESIC, TDS etc.) along with Finance & Accounts team. 
- Ensure timely settlement of all advances on regular basis (Supplier and Employee). 
- Strict adherence to cost center concepts of accounting in Tally. Monitoring of admin costs 

such as Travel, Printing & Stationary, etc. and ensure costs are within AWP budgets of your 
unit/program. 

- Analysis of employee claims (Employee wise and nature of expenses wise) 
- To be part of MRM which will provide insight about the program activities 

 
Quarterly: 

- Calculation of saving Interest allocation to projects. 
- Preparation and submission of timely Utilisation Certificates after review done by seniors 



- Timely preparation of Cash flow and suggested changes need to be carried out as advised by 
Seniors. 

- To monitor the preparation & submission of other source contribution tracker & report 
submission tracker and bring to notice of ED for any deviation. 

- To identify and visit the program locations to check the availability of the assets 
deployed/attendance of the employee and review of the documents 

Annually: 
- Review of Financials (Balance sheet, Income & Expenditure, Receipt & Payment etc.) & give 

suggestions for any changes need to be done. 
- Co- ordinate for conducting and closure of Statutory Audit reports. 
- Co- ordinate for conducting and closure of Internal Audit reports. 
- Co-ordinate for ensure the PY closure of audit issues. 
- Onward Grantee compliances/ Review of Grant Management. 

Others: 
- Evidence of receipt of good and services. 
- To ensure surplus funds are timely invested in the Fixed deposits. 
- Flag any activities which are not in line with Code of conduct of the organisation 
- Being part of the team for implementation of SoPs 
- Responsible for closure of all internal audit queries for the function as per time committed 

Reporting: 
- Reporting to Senior Finance team member for all day to day operation function 
- Administrative reported to Executive Director. 

Desired qualification and experience  

- Qualification - CA /ICWA - Intern passed, M Com and B Com passed candidates with 5 to 8 
years of good experience is finance and accounts. Experience in NGO sector is preferable but 
not compulsory. 

- Good communication skill, both in written and verbal forms in English. 
- Ability to work with a multi-disciplined work-force. 
- Attitude of continuous learning and seeks to ensure excellence in work. 
- Flexible work approach and ability to handle work pressure including travel to project or field 

locations in remote areas, if required. 

How to Apply: 

If you are interested and have the passion to associate with an organization working on integrated 
development programmes, addressed to The HR Department, Livolink Foundation, Bhubaneswar, at 
the email id: livolinkfoundation@gmail.com no later than 12 July 2019. 

Incomplete CVs will not be shortlisted. For all the positions upper age limit is 45 years.   

Please mention the post applied for in the ‘subject line’.  

Livolink Foundation is an equal opportunity employer. Female candidates are encouraged to apply.  

Applications received beyond the last date will not be entertained. Canvassing in any forms or 
making telephonic calls will be considered as a disqualification.  



Only shortlisted candidates will be intimated over phone/email. 
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