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MAVIM

General Manager (Finance and Administration) Roles and Responsibilities
Personnel:

Will be responsible for the overall personnel matters of the corporation.

To set and update the existing administrative system to ensure the effective execution of administration.

To develop and implement a suitable HR development for MAVIM in consultation with HRD consultant.

To organize Board of Director meetings on quarterly basis and ensure the execution of the decisions of the board meeting.
To ensure the speedy execution of the administrative matters especially in relation to Tejaswini program.

To ensure the recruitment at H.O. districtand CMRC level for successful implementation of the development program.

To maintain and follow the mandatory Govt. requirements in personnel sector e.g. maintaining roster, reservations for socially
backword, handicapped people as per Govt. norms.

To ensure maintenance of the personnel record of all employees of the corporation.

To liaison with Government of Maharashtra and Government of India, other funding agencies.

Toworkin close coordination with Sr. Advisor and all depts. i.e. programme, finance and Administration.

To ensure the proper work distribution amongst the team members in administration department, assign the specific target to
the, take the continuous review of their work.

To recommend the suitable decisions to the management which will enable to corporation to expand/update its functions and
approachesin progressive mannerinthe developmentsectorinthe future.

Establishment:

To Handle all Procurement process as per GOM & IFAD Procurement Guidelines

Will be responsible for the establishment matters of the corporation.

To ensure the house keepingissues like payment of rent, taxes, all types of bills etcin due period of time every month.
Will be responsible to ensure the safety of the organization and organizational assets.

To ensure the maintenance of the vehicles, insurance of the vehicle.

To prepare a procurement plan and execute it efficiently especially under Tejaswini program.

To attend all legal letters related to MAVIM co-ordination with Women and Child Department, Governments low and judicial
departmentand MAVIM legal Advisor.

C.Finance Sector:

Submission of weekly report of pending files, worksheets to Manager (Adm.) through Dy. Manager (Est.Gen. Adm.)
Will be responsible for the overall financial matters of the corporation.

To set and update the existing financial systems to ensure the effective execution of the decisions taken.

To ensure financial progress of the corp. under various program.

To liaison with Government of Maharashtra and Government of India and IFAD /any other international agency.

To study and analyse the funding systems of the corporation and develop a suitable plan to for sound financial stability of the
corporation and execute the same.

To finalize the Annual Work Plan and Budget (AWPB) under Tejaswini program in close coordination with CAFO and Manager M/E.

To Finalize the annual budget of the corporation other than AWPB under Tejaswini, to explore the various sources of funding, to
ensure the fund release from the Govt. as well as form the other funding institutions.

To complete the audit (internal / Govt./statutory) of the corporation (including both the concurrent and backlog period) in the
course of time.

To ensure fund regular fund flow by managing the fund sources.
Toworkin close coordination with CAFO and his team.

To ensure the proper work distribution amongst the team members in finance department, assign the specific target to the, take
the continuous review of their work.

To ensure timely disposal of all correspondence and file related to finance and Adm.
Assessing work performance of all officials working under finance
Any other assignments given by Managing Director.
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To,

Managing Director,

Mahila Arthik Vikas Mahamandal,
Griha Nirman Bhavan (MHADA),
Bandra (East),

Mumbai - 400 051.

SUB: Application for the post of.

JauTSe www.mavimindia.org

APPLICATION FORM

Latest
Passport Size
Photograph of
applicant self
attested

REF: Advertisement No.

1. Applicant Details :

Name (first-middle-last)

Date of birth (dd-mm-yyyy)

Age as on

Category (SC, ST, OBC, JNT, other)

Marital Status - ( ) Single ( ) Married ( )Divorced

Place of birth

Sex-( )Male( )Female

Permanent Address

Tel. No. No

Mobile

Current Address (If different than permanent address)

Tel. No. No

Mobile

E mail ID

SECTION -B
1. Educational Details (From S.S.C. onwards)

Qualification University/ Board

% of Marks

Year of Passing

Subject/ Specialization




2.0ther Courses / Additional Qualification

Sr. No.

Title of the course /
qualification / award

Institute / University

Part time /
Full Time

Duration &
Year of passing

3. Workshops & training Attended

Sr. No.

Name of the Program

Conducted by

Duration

Year

SECTION-C

1. Experience Details: (In chronological order)

Sr. No.

Name of Organization/
Department

Joining Date

Leaving Date

Position held

Role / Nature
of duties

2. Details of Retirement

e Year of retirement and position held:

e Details of last salary drawn:

SECTION-D

1. Skills:

i. Languages Known (Fluency- Good- better- excellent)

Language

Speaking

Writing

Understand

Marathi

English

Hindi




ii. Computer Skills Details: (Examination Passed)

iii. Any other information the applicant would like to mention (Research papers, Publications)

I, the undersigned, hereby declare that all the above information is valid and accurate to the best of my knowledge.

Date

Place Signature :

NOTE -

1. Applicant should submit undertaking that He/She has not faced any Departmental Enquiry during his/her service.

2. Applicant should submit all relevant documents such as Educational qualification certificate, Experience certificate,
Appointment, Retirement, Salary drawn etc.



