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Master’s / Bachelor’s Degree in Accounting / MBA

3+ years’ experience in general or tax accounting.

Hands on experience in Tally ERP 9.0 prime with practical knowledge.
Experience with computerized ledger systems.

Advanced Knowledge of MS Office.

Strong problem solving and analytical skills.

Ability to function well in a team-oriented environment.
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GST, TDS, TDS under GST, Income Tax working. Ledgers & Banks reconciliation, billing.

0

Resolving Audit queries, Advance Tax etc.
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1. Knowledge of basic bookkeeping and financial transactions.

2. Familiarity with financial regulations, i.e. Generally Accepted Accounting Principles (GAAP).

3. Booking of monthly sales and generate e-invoices.

4. Process bills, cheques, receipts and other documents.

5. Prepare accurate, daily MIS / cash flow.

6. Conduct daily/ weekly account reconciliations to ensure accurate reporting and ledger
maintenance.

7. Payment of GST, TDS, Advance tax, TDS under GST etc.

8. Conduct regular ledger maintenance.

9. Handling petty cash & passing necessary entries in tally.

10. Verifying financial data and maintain accurate records.

11. Report the status of accounts and discrepancies.

12. Follow up with the clients for recovery.

13. Audit queries needs to be addressed.
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¢ Qualification: B.Sc. (Computer Science) / B.CA / B.E. (IT) or Equivalent Degree.

e Experience : Minimum 3 years.

e Knowledge of English, Marathi and Hindi languages.

¢ Additional qualification in Computer Hardware and Networking (CCNA- Cisco Certified Network
Associate or CCNP - Cisco Certified Network Professional) will be preferred.

e Salary-Rs. 35,000/-

e Nature of Duties : - IT (Hardware & Software related all issues)

o Setting up new computer systems and installing, maintaining existing systems and troubleshooting
the software & hardware.

e Assisting in Developing and maintaining official website.

e Assisting in Purchase of Hardware, Software & Supporting software. Maintenance of Firewall,
Antivirus, etc.

e Assisting in Handling issues of software like HRMS, TALLY ERP9 Software, etc.

e Providing technical assistance and identifying solutions as per requirements.

e Expertise in MS Office & Data handling.

e Assisting in Ensuring Cyber security.

e Resolve Mobile and Telephone issues.

e Repairing hardware and servers as and when required.

e Work assigned as per requirement.




e Requirements and skills

e Proven work experience as a Desktop Support Engineer, Technical Support Engineer or similar
role.

e Hands-on experience with Windows/Linux/Mac OS environments.

e Working knowledge of office automation products and computer peripherals, like printers and
scanners.

e Knowledge of network security practices and anti-virus programs.

e Ability to perform remote troubleshooting and provide clear instructions.

Responsibilities: -

e Address user tickets regarding hardware, software and networking.

¢ Conduct remote troubleshooting.

e Record technical issues and solutions in logs.

e Help create technical documentation and manuals

e Install and maintain equipment and software.

e Perform remote troubleshooting. Help new employees set up their workstations.

e Maintain and upgrade equipment as needed.

e Train new employees to use a company's software and apps.

¢ Respond to ad hoc and urgent requests.

e Advise executives on the best technological solutions for an organization.

e Monitor the performance of a company's desktop infrastructure and provide suggestions to
improve efficiency.

e Test network connections.

e Train end users when new software or IT regulations arrive at a company.
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