MAHARASHTRA INFORMATION TECHNOLOGY CORPORATION LIMITED.
(A GOVERNMENT OF MAHARASHTRA ENTERPRISE)

Advt.No.: MAHAIT/01/10/2023 Dated 03/10/2023.

ADVERTISEMENT FOR THE POST OF FINANCE AND ACCOUNTS MANAGER

The MAHARASHTRA INFORMATION TECHNOLOGY CORPORATION LIMITED (A
Government of Maharashtra Enterprise) invites applications for the post of Finance and Accounts
Manager amongst experienced, talented professionals purely on contract basis in the office of
MAHAIT. The Brief information about MAHAIT and detail advertise for Finance and Accounts
Manager is as follows. Last date for submission of applications is (13-10-2023)

e Post: Finance and Accounts Manager

e No of Post: One

e Location: - Applicant would be expected to work at Registered Office of MAHAIT
e Reporting: Chief Financial Officer

e Remuneration: Between Rs.1, 75,000/- to Rs.2, 00,000/- CTC (per month)

e Job Description

e 1. Supervising day to day tasks of finance and accounts operations and the managing
the team.

e 2. Preparing financial statements of accounts and managing company’s accounts.

e 3. Scrutinizing closely all the accounts including verification of vouchers and
transactions, reconciliation of cash and bank statements monthly.

e 4. Taking periodical reviews of all accounts’ sections/ teams, analyzing and preparing
a report based on records available.

e 5. Handling monthly account closing and ensuring efficient cash flow planning.

e 6. Preparing and keeping in check overall accounting, payroll, and grants
administration.

e 7. Ensuring payment of all types of taxation applicable to the corporation.

e 8. Ensuring proper and flawless conduct of Statutory Audit and other Internal Audits.

e 9. Ensuring monthly reporting of Revenue, UBR, Outstanding and Collection and
Management Reports.

e 10. Ensuring that systems and procedures are in place including supporting of
effective program implementation.

e 11. Ensuring proper reconciliation of Creditors and Debtors.

e 12. Working closely with project leaders on their respective project finances and
educating them on finance and accounting procedure as required.

e 13. Supporting operations team in ancillary finance and accounts requirements.

e 14, Assisting the CFO in establishing good financial controls and preparing budgets.

e 15. Performing any other activities as directed by the Managing Director or the CFO

Skills and Qualifications Required

e B.Com, CA from Institute of Chartered Accountants of India with relevant experience in
handling day to day financial tasks.

e Experience in leading large teams

e 10 yrs in reputed organizations out of which minimum 5 years of experience in a similar
role of a large company.

e Must be well versed with Tally



SELECTION PROCESS :-

e The candidates will be shortlisted for selection process taking into consideration the
gualification and experience etc.

e  The selection process will consist of Personal Interview.

o  MAHAIT reserves the right to fix the standard and specifications for screening and calling the
candidates for interview. Applicants meeting the requirements as specified under Terms and
Conditions will be required to appear for Personal Interview in Registered Office in MAHAIT.
Applicants will be required to produce of following, at the time of attending the Personal
Interview:-

1. Two Passport Size Colour Photographs.
2. Proof of Identification, such as Voter ID/Aadhar Card/Passport/ PAN Card.
3. Original Certificates related to Qualifications along with one set of Self Attested Copy.
4. Testimonials and documents related to experience etc.
Time Schedule: -

o Last date of receipt of application : 13-10-2023
e Selection Process at Mumbai : October 2023

Note: The candidates shortlisted for Interview process will be informed to attend Interview process by
email/SMS on the address/information provided by them in the application. MAHAIT will not be
responsible for any loss of email /information sent due to invalid or wrong email id.

¢ Terms and Conditions:

(d) The candidates applying should ensure that they fulfill all eligibility criteria. Their
admission to all the stages of the recruitment process will be purely provisional subject to satisfying the
prescribed eligibility criteria mentioned in this advertisement. Company will take up verification of
eligibility conditions with reference to documents submitted by the candidate only after the candidate
has qualified for interview.

(b) No equivalent qualification shall be acceptable for the post.

(c) Pre-requisites are minimum and mere possession of the same does not entitle the candidate
to be called for selection process. Considering the experience, the candidates will be shortlisted for
selection process.

(d) The candidates should have adequate Knowledge of ‘Marathi, Hindi and English’.

(e) If any false/incorrect information furnished by the candidate is detected at any stage of
recruitment process, his/her candidature will not be considered.

(F) If the candidate knowingly or will fully furnishes incorrect or false particulars or suppresses
material information, he/she will be disqualified and if appointed, shall be liable for dismissal from the
Company’s service without any notice or assigning any reasons whatsoever.

(g) The decision of the Company in all matters relating to recruitment shall be final and no
individual correspondence will be entertained. Applications received after due date will not be
entertained.

(h) The selection in MAHAIT is done strictly as per merit in a systematic way. Canvassing in
any form will disqualify a candidate.

(i) The Company reserves the right to cancel the Advertisement fully or partly on any grounds
and such decision of the Company will not be notified or intimated to the candidates.



(i) Application Form submitted by Applicants presently working in Central or State
Government/Semi Government Undertakings or Companies will not be entertained unless accompanied
by ‘No Objection Certificate’ and ‘No Enquiry & Vigilance Clearance Certificate’ from the employer
and these have to be produced at the time of Personal Interview.

(K) The application must be submitted in the Proforma given in this advertisement/website in
the same order preferably typewritten on foolscap paper. All items of the application must be filled in
according to instructions given for filling the application form.

() Date of birth as per Secondary School Certificate (SSC) and age as on 30/06/2023 should be
mentioned.

(m) Hard copies of Applications duly filled in with attested copies of certificates in support of
age & qualifications should be submitted to The Managing Director, MAHARASHTRA
INFORMATION TECHNOLOGY CORPORATION LIMITED (A Government of Maharashtra
Enterprise) 3" Floor, Apeejay House, Near K.C.College, Churchgate, Mumbai — 400020. Or email to
hrl.mahait@mahait.org.Applications received after due date (for whatsoever reason) shall not be
entertained.

(n) The job description provided in advertisement is of tentative nature. The job profile and
responsibilities may differ in actual employment as per the decision of appointing and reporting
authority in MahalT.

(o) MAHAIT reserves the right to modify/alter/restrict/enlarge/cancel the selection process, if
need arises, any reasons thereof. The decision of the Management will be final and no appeal will be
entertained against this issue. The right to accept/reject any or all application(s) received is reserved
with MAHAIT without assigning any reason thereof.

(p) Selected applicant will be appointed as Finance and Accounts Manager on contract of
MahalT.

(gq) The appointment does not give any right to a candidate for regular employment in
MAHAIT.

(r) Selected Candidate’s services can be terminated by MAHAIT with two months’ notice. If
candidate wishes to leave the services of MAHAIT, he / she shall have to give two months’ notice or
remittance of two months’ remuneration in lieu thereof.

Procedure to apply :

Eligible candidates have to send hard copies of duly filled Application Form (in the format
given below) attached with copies of Testimonials in support of age, qualifications, experience etc.
addressed to The Managing Director, MAHARASHTRA INFORMATION TECHNOLOGY
CORPORATION LIMITED (A Government of Maharashtra Enterprise) 3™ Floor, Apeejay House,
Near K.C.College, Churchgate, Mumbai — 400020. . Or email to hrl.mahait@mahait.org so as to reach
on or before 13-10-2023 by 1700 hrs.

Date :03-10-2023 Managing Director
Place : Mumbai MITC Ltd.



APPLICATION FOR THE POSITION OF FINANCE AND ACCOUNTS MANAGER
IN MAHARASHTRA INFORMATION TECHNOLOGY CORPORATION
LIMITED
Advertisement No.

Affix your
recognizable
recent Passport
size photograph
& Sign over it

1. Namein full :

2. Full Address
a) Residence :

CONTACT NO : PII|N
e-mail ID :

b) Office (with Telephone No., Mobile No., e-mail address etc.)

MOBILE NO : Pl I|N
e-mail ID :

3. a) Date of Birth : ]

b) Age as on 30/06/2023 : Years Months Days

4. Whether currently working or retired :
Indicate your category by (V) | WORKING | RETIRED |

5. Present Designation : | |
(In case of retired persons, post held at the time of retirement)

6. Office/Department | |

7. Scale of Pay: | |

8. Present Gross Emoluments OR last emoluments in case of retired person
(Specify Basic Pay, D.A., Other Allowances etc) :




9. Qualification Details :
a) Educational / Professional Qualification:

Academic Degree / Post — Name of the University / Year of %
Graduation Institution Passing Marks
Passed & Class

Professional

b) Details of affiliation with Professional Bodies/Institution/Society :

Name of the Body Membership No. Since when

10. Experience : Details of posts held from time to time :

Sr. Name of the | Positi | Scale of Period Total Experience Nature of
No | Organization on Pay & Job
with No.of Held Gross (Responsib
employee & Emolu "From | To | Years | Months ilities
Turnover ments handled)*
Total Exp.

* Attach separate sheet if required

11. Please indicate your present level vis-a-vis your organization structure and the prospective
career progression path.

12. List of Publications / academic honors received :

13. Any other information :

Place :
Date : Signature of the Candidate

Note : Copies of Testimonials in support of age, qualifications, experience etc. may be furnished,
wherever necessary.
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