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Account Executive- 
	Location:
	New Delhi

	Reports to:
	Senior Manager (Accounts)

	Date:
	April  2019


	Section 1 | About Udayan Care  

	Udayan Care, an ISO 9000 certified organisation, has been working for the quality care of disadvantaged children and women and youth for over 25 years, with the endeavor of providing sustainable rehabilitation. The mission of “A nurturing home for every orphaned child; an opportunity for higher education for every girl and for every adult; the dignity of self-reliance and the desire to give back to society.” is what drives its 140 employees and close to 800 volunteers to action. 

Based on the belief that a loving home and family is the right of every child, Udayan Ghars are long term residential homes that nurture children who are orphaned or abandoned in a family environment. Beyond 18, they get aftercare support and are educated and trained further, till job ready and independent.  
Udayan Care has been accredited by Give India, Guidestar and Credibility Alliance, for its transparent and credible performance. In 2015, the Honourable President of India awarded Udayan Care the National Award for Child Welfare 2014—India’s highest commendation for a non-profit child welfare organisation constituted by the Government of India. 

Please visit: www.udayancare.org 


	Section 2 | Key Responsibilities   

	· Voucher Entry – Entry of Vouchers in Accounting System.

· Accounts Payable – Vendor Bills Checking with PO, Accounting, statutory deductions, payment and analysis.

· Payments – cash/bank payment to vendors/employees.

· Accounts Receivable – issue of invoice to customers, accounting, receipt and analysis.

· Cash & Bank – Day to day banking and cash management.

· Reconciliation of banks, vendors, customers, ledgers balances on periodic basic.

· Final Account - Preparing profit and loss accounts and the balance sheet

· Payroll – processing of payroll and reimbursement of employees.

· Reporting – support in periodic reporting and monthly managements accounts.

· Statutory Compliance – support in all like (TDS, service tax, PF, ESI, GST,

	Section 3 | Experience and Qualifications 

	Experience

· Minimum 2-3 years of experience in Accounts department, preferably in social sector.

	Educational Qualifications 

· B.com/M.com

	Skills and Knowledge
· Well versed with all the accounting aspects.

· Good knowledge and experience in Tally, ERP software.

· Ability to handle complexity and ambiguity

· Good interpersonal and communication skills

· Ability to work under pressure.

· Maintaining good record of all accounts, which is understood by others
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