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AMATA INSTITUTE OF MEDICAT SCIENCES
(An undertaking of Amala Cancer Hospital Society)

Amala Nagar, Thrissur District, Kerala State, lndia - 580 555

Name

Job Title

Department

Sub Department

Reporting To

Supervising

Date of Joining

Last Revision Date

JOB DESCRIPTION

CA.Shabu T P

Chief Financial Officer

Administration

Finance

Director / Joint Director

Tax Consultant, Cost & Financial Analyst, lnternal Auditor,
Assistant Accounts Manager (General Hospitall, Accounts

Manager (Medical College), Accountant (Ayurveda

2845-2024

oL44-2025

Job Summary:

To head the finance department of the Organisation and ensure that finance and accounts functions are

efficiently carried out.

Main Responsibilitieg

Head the finance department of the Organisation and ensure that finance and accounts functions are

effi ciently carried out.

Actively contribute towards strategic planning and decision making at the Management level.

Ensure that the cash flow of the Hospital is efficiently managed through cash flow forecasting, working

capital monitoring and prudent use of bank facilities.

Obtain and maintain various bank facilities based on the business requirements.

Ensure that correct finance and accounts policies and procedures are followed across the Hospital and

provide strategic guidance to senior finance, accounts team and internal audit team and Department

Heads.

Ensure that Management is provided with relevant MIS Reports for the Finance Committee meetings.

Prepare annual budgets in co-ordination with Management and present the same in the Annual General

Meeting.

Ensure that Accounts are finalised properly and audits are carried out in time.

Analyse proposals for capital investments and medical equipment purchases and provide expert opinion

on the same.

lnitiate rate revisions across the Hospital, analyse rate revision proposals and provide expert opinion on
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completed in time.

8. verify, ensure compliance and provide compliance reports related to lncome Tax, GST, TDS, pF, Esl,
etc.

9. Handle lnspections, respond to communications, co-ordinate with auditors / consultants / lawyers,
organise documents for hearing, attend hearing, etc. on behalf of the Organisation in connection with
various applicable laws including those related to lncome Tax, TDs, Gsr, vAT, service Tax, Luxury Tax,
FCRA, Building Tax, Customs Duty, Excise Duty, pF, ESt, profession Tax, etc.

10. co-ordinate with Purchase Department, suppliers, Government Departments, clearing Agents,
Transporting Companies, Banks, etc. and organise necessary documentation, establish LCs, organise
overseas remittances, make payment of applicable duties / taxes for import / inter-state purchase of
equipments / goods.

11' Update Chief Financial Officer regarding amendments, clarifications, etc. in various applicable laws
including those related to tncome Tax, TDS, Gsr, FCRA, Building Tax, customs Duty, Excise Duty, pF,

ESl, Profession Tax, etc. and implement necessary changes in consultation with Chief Financial Officer.
12. Review agreements, contracts and other important documents in order to protect the interest of the

Organisation.

13. Verify M lS Reports from various divisions for the Finance Committee meetings and ensure its
correctness.

14. ldentifo all potential risks to which the Organisation is exposed to and ensure that adequate measures
are taken to mitigate the same.

15. Be always vigilant, take necessary proactive steps, scrutinise sensitive accounts and ensure that
proper procedures with required internal controls are in place to avoid frauds and irregularities for all
operational and finance activities.

15. Perform other duties assigned by the Director and superiors from time to time.

Employee's Name: Ms. Asha Thomas

Employee's Signature:

01-04-2025

{\&1
Dr. RITSI'TIIOIIAS
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AMATA !NST]TUTE OF MEDICAT SCIENCES
(An undertaking of Amala Cancer Hospital Society)

Amala Nagar, Thrissur District, Kerala State, tndia - OgO 555

JOB DESCRIPTION

Ms. Asha Thomas

Tax Consultant

Administration

Name

Job Title

Department

b Department Finance

Reporting To Chief Financial Officer

Supervisi ng

Date of Joining 15-01-2019

Date of Last Contract Renewal oL-04-2022

st Revision Date 01-04-202s

Job Summary:

To ensure statutory & tax compliance across the organisation and tackle all statutory & tax related matters

1. Ensure compliance of all applicable laws including those related to Income Tax, TDS, GST, FCRA,

Building Tax, Customs Duty, PF, ESl, Profession Tax, etc. including correct and timely collection /
deduction and remittance of taxes, maintenance of proper books & records, timely filing of returns,
timely completion of audits, smooth implementation of amendments / changes, guidance & training,
etc.

2' Verify whether TDS from payments to contractors, professionals, service providers, etc. is deducted
correctly and also TDS working for remittance is correctly done and organise its oniine payment.

3' Estimate correct TDS amounts that need to be deducted from employees with taxable salary and
obtain lnvestment Declaration Forms, investment proof, etc. for the purpose.

4. Ensure timely filing of quarterly and annual TDS returns and also timely issue of TDS certificates to
employees, contractors and professionals.

5. Verifli various transactions and ensure compliance of all applicable laws including those related to
lncome Tax, TDS, GST, FCRA, etc.

5. Verify reports for various GST returns and GST audit and ensure that applicable GST returns are filed
properly and accurately in time and that GST audit is completed in time.

7. Ensure that applicable FCRA returns are filed properly and accurately in time and that FCRA audit is

In itials:
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AMALA INSTITUTE OF MEDICAL SCIENCES
(An undertaking of Amala Cancer Hospital Society)

Amala Nagar, Thrissur District, Kerala State, lndia - 580 555

JOB DESCRIPTION

Mr. Franco Joseph

Chief Financial officer

Administration {

Finance

Director

Name

Job Title

Department

5ub Department

ReportinE To

Su pervis ing Accounts Manager - General Hospital, Accounts Manager -
Cardiac Centre, Statutory Compliance Executive, Assistant

lnternal Auditor, Finance Executive

07 -o7-zol4ite of Joining

Job Summary:

To head the finance department ofthe Hospital and ensure that finance and accounts functions are efficiently

ca rried out

a. Head the finance department of the Hospital and ensure that finance and accounts functions are

efficiently ca rried out.

b. Actively contribute towards strategic planning and decision making at the Management level.

c. Ensure that the cash flow of the Hospital is efficiently managed through cash flow forecastinS, working

capital monitoring and prudent use of bank facilities.

d. obtain and maintain various bank facilities based on the business requirements.

e. Ensure that correct finance and accounts policies and procedures are followed across the Hospital and

provide strategic guidance to senior finance and accounts team and Department Heads on these.

f. Ensure that Management is provided with relevant MIS Reports for the Finance Committee meetings.

g. prepare annual budgets in co-ordination with Management and present thers,ame in the Annual General

Meeting.

h. Ensure that Accounts are finalised properly and audits are carried out in time.

i. Analyse proposals for capital investments and medical equipment purchases and provide expert opinion

on the same.

j. tnitiate various rate revisions across the Hospital, analyse rate revision proposals and provide expert

opinlon on the same.

Miin Rbsponsibiliti€s



m. Constantly look for areas that need improvements in finance, accounts and operations by critically

analysing & taking feedbacks from colleagues and implement corrective measures, on approval from

Management, if it a major change.

Be always vigilant, take necessary proactive steps and implement internal control procedures to avoid

fra uds and irregularities.

Liaison and maintain cordial relationship with bankers, auditors, department heads, key suppliers, key

service providers and other key business associates.

Develop, manage, guide, motivate, train and appraise the subordinates'

Perform other duties assigned by the Director from time !o time'

n
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Employee's Name: Mr. Fra nco Joseph

Employee's Signature:

Date: 02-07-20!7
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AMALA INSTITUTE OF MEDICAL SCIENCES
^"'lo-^'' ,,.a"ntking of Amal: c3nc'r Ho5pltal Soci€ti)

orrlr'*r*, ,*sir District' K€rala state' lndia - 680 555

IOB DESCRIPTION

llarne

Job Title

DePartment
. Administration

Sub Department
Finance

Chief Financial Officer
Reporting To

supervising

-te of toi#.ng i5-01-2019

01'0/.2022
/ate of Last contract Renewal

Last Revision Date a1c4?922

Job Summary:

To enstrre statutorY & tax cornpliance ac!'css the oiganisatioii afid tackic aii statutory & rax reiated matters

ivis. Asha Thomas

, Tax Consultant

l.EnsurecomplianceofallapplicablelawsincludingthoserelatedtolncomeTax,TDs,GsT,FCRA,
Building Tax, customs Duty, PF, ESl, Profession Tax, etc. including correct and timely collection /

deducticn and rcmittance of taxes, mairrierrance of proper books & records, timely filing of returns' '

tirnely ccmp|etion of audits, smooth implementation of amendments / chan8es, guidance & training,

etc.

2. Verify whether TDS from payments to contractors, professionals, service providers, etc' is deducted

correctly and also TDS working for !'emlttance is correcl'i dcne and oi'Sanlse its on-iiire pi'yrnent'

3. Estimate correct TDS amounts that ne€d to be deducted from employees w'ith taxabie salary anci

obtain lnvestment Declaration Forms, investment proof, etc. for the purpose.

4. Ensure tirnely filing of quarterly and annual TDs returns and also timely issue of TDS certificates to '

employees, contractors and professionals \
5. Verify various transactions and ensure compliance of all applicable\rlaws ;ncltrding those felat€d to '

lncome Tax, TDS, GST, FCRA, etc.

6. Verify reports for various GST returns and GST audit and ensure that applicable GST returns are filed

properly and accurately in time and that GST audit is completed in time'

7. Ensure that app,icable FCRA returns are filed properly and accurately in time and thal fCBA audit is

lnitials:
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completed in time.
8. Verifi7, ensure compl.

etc. lance and Frovide compliance r,rn^*. .^t_^ , _

" fu:::::.xilr ff?ril: 
=,,;;;ce 

reports rprated tn rncorne rax, csr rDs, pr, Esi,

various appricab,.,r*lillL'j:* "t""-ffi r,,'",co-ordinate 
with auditors / r

ILHA, Buirdins r.r, .rl'lt''1'n* 
tn*" '"i.",i"',"':i: 

o:n''t 
""n" ;;;:J"'sultants / lawvers'

10. Co-ordinate *nn ,r,lt"T '"*, ";;";;, ; J::" 
rax' rDs' tt;' ";;' 

'""' 
in connection with

t:r::r,,, ; #T fli::#*Hn:::p,,;ru:'*;-*- 
rax I u x r ry r3Y

overseas;r,n.".*..."_""11]jll.1l, organise necessary ilffi]i::ul|l .:^,,,n, Agents, ,

,, ;il,i,:;;kh" "" 
o"'"" "i1'0ffi: ffi::i?,-'"ffil:::] estabrish 

"'' "'*''"
incruding those rerated 

r,^fficer regarding amendments, o.r**,a"r. 
"*"," .,.-,"'*"" 

purchase of 
'

. ^ _ESr, 

proression r,,, 
"t. 

llll*TJ*-, ;r;, ;;;, ?..1:; ffiffH:'.T:;.;JI,",. appricabre raws

r. 2. Review,r;;;;:::Ind im prement, 
".",,. ry .h,,gu; ;;il:;#1il'"::11 Excise Duty, pF,

orsanisation. rt!'ects and 
",t;;;;;:Tnges 

in consultation with chief Financiar oi,'r";.'
13. Verify Mrs Reports from v",;^,,. ,, , . 

""1'-"t uocuments in order to protect the interest of tr
correctness. m various divisions for the Finance cnrn-;**^^

14. rdentifu alr potentiar ,ou, ,. *r""-,r^:-""'. 
'"t tne Finance committee meetings and ensure its , r.--

, - 
are taken 

" 
ro,*," ii" l"*inich 

the orgallisation is expcscd to and ensure tirai ar, l

15. Be always ,,r,nr,, ,.i" ;"":""-^. 
'"yr s Lrrdr doequate m".tlrt"r '

proper procedur", *,,n ,..ll.t"tlary 
proactive steps, :

. - 
ope.rationar .n, ,n"n." ,..,1* ',,",r"i.";;#::: il:.H::Ij[rrT:::?,ilff11"r":rjl

L6 perform other duties .rrfr"a by the Director and superors from time to tinl€. 

o-'-' "'IcJ 'ier arr

mployee,s Name:

mployee,s Signature:

dte;

Ms. Asha Thern:s

07-04-2022
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j,r AMALA INSTITUTE OF MEDICAT SCIENCES
(Ari urrderiakirrg of Amaia Cancer ospitai Soc,ety)

Amala t{aBar, Tfirissur Dijtrist, t(erala State, lndia - 6g0 sss

JOB DESCRIPTION

Ms. Mncy P. VlYame

Job Title Assistant Accounts Manager (General Hospital)

Department Administration

Sub Department Accounts
!

Reporting To Chief Financial Officer

Supervising Accounts Executive (Cardiac & Scanning). Cashier - Accounts and

_ Date of Joining

Accounts Assistants of General Hospital

01-01-2018

Date of Last Contract Renewal 2020

tast Revision Date 07-1t-202L

Job Summary:

To manage accounts function of General l{ospital, Cardiac & Scanning pharmacy, Nursing School, Homoeo,
Eethany, Foreign Contribution, Research, etc.

^a Supervise Accounts staff and provide guidance on finance, accounts and statutory compliance related

ce providers, etc. and ensure that the same is processed correctly in
d statutes such as lncome Tax, GSt TDS, etc. and supported by

matters to them.

d

e

c

D Ensure that full collection from cash counters are deposited into designated bank accounts by the next
working day.

Ensure that concessions, scholarships, etc. are accounted in accordance with relevant approvals,
policies and procedures.

Ensure that Accounts Receivable and Accounts Payable are stated correctly in the Accounts module.
Verify payments to suppliers, servi
line with relevant procedures an

adequate documents & approvals.
t D^,,i-,,. --t--, ^.:-^-J -rd.o,y, )rrpErru, piofeSSiorrai fee, hurrurariurn, i , aii ces and other manpower

related pa.yments thoroughly and ensure that it is corre
Profession Tax, TDS, other manpower related deductions,

prepareci and uctions such as PF, ESl,

is correctly don
g. Ensure that accounting of additions, work elated to Fixed Assets are

done correctlv and in time

tnitials: fi^

in progress, tran rs and disposals
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,. Ensure that the disbursal, replenishment, accounting, tallying, verification, review. handover, etc. of
pefty cash is handieci as per the reievant poircres and procetiures.

i. Prepare Daily Bank Position Report anci ensure that optimum balances are maintained in all bank
accounts.

j. Ensure that correct and up to date accountin& internal control policies and procedures, documentation I

:nrl fil:aa crrc+am. -.- l^ll^'.,^A

k. Compty wittt all applicable laws including those related to lncome Tax, GST, TDS, Building Tax, Customs

Duty, Excise Duty, PF, ESl, Profession Tax, Gratuity, etc.

l. Ensure that various finance and accounts transactions are processed correctly and as per relevant
statutes and approve the same.

m. Verify reports for various GST returns and GST audit and file applicable GST returns properly and
accurately in time and complete GST audit in time.

n. Estimate correct TDS amounts that need to be deducted from employees with taxable salary and obtain
lnvestment Declaration Forms, investment proof, etc. for the purpose.

o. Ensure timely filing of quarterly and annual TDS returns and also timely issue of TDS certificates to
employees, contractors and professionals.

p. Monitor software issues and follow up with service provider for quick resolution of the same.
q. Ensure that month closing is carried out wherein all ledger accounts are scruitinised and reconciled,

unusuai anri iong penciing balances are analysed and corrective steps are taken, external supporting
documents are obtained and necessary reports are submitted to the superiors, within the deadlines.

r. Prepare MIS report, analyse major variances and present the same at the Finance Committee meeting ,

and also provide various ad hoc reports to superiors.
c Ei^-li,r^ltk^ ^--^,6+. C^. -^^,,-l -,,)it i^ ---^-)-^^^..;.t A-^,.^t:--- c.--,J--l- -^) ^---.-Ar,rvvrrrrr16 J.orrudrur orru Err5urE PrsPcrdrlu

of all audit related schedules, within the deadlines.

t. Co-ordinate with auditors for audits and ensure that year closing and audits are completed, within the
deadlines.

u. ldentifv all Dotential risks to which the Hospital is exposed to and ensure that adequate mea.sure=s are

v. Be always vi8ilant, take necessary proactive steps, scrutinise sensitive accounts and ensure that proper
procedures with required internal controls are in place to avoid frauds and irregularities for all

operational and finance activities.

w. Provide various periodical and ad hoc reports to superiors.

x. Perform other duties assigned by the Director and superiors from time to time.

Employee's Name: Ms- Vincy P. V.

Employee's Signature:

Date:

lnitials:

07-L1-2021
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AMALA INSTITUTE OF MEDICAT SCIENCES

(An undertaking of Amala Cancer Hospital Society)

Amala Natar, Thrissur District, Kerala State, lndia - 580 555

JOB DESCRIPTION

Ms. Aii varghese P.

Assistant lntemal Auditor

Adminis$ation

finance (lA!

Chief Financial Officer

l?!tn|n.l 4!!.lit rv..rrtiva( an/ tntarnel Arr.lit A<(iGtrnt

19-01-2017

ot-0r'*,2023

Name

Job Title

Department

Sub Department

ReportinS To

JUPEr Yr5r16

Dateof Joining

Last Revision Date

Job Summary:
To manage lnternal Audit function ofthe Organisation, lnternal Audit Programs, taking corrective steps, etc.

a. Manage lnternal Audit staff, closeli monitor their work and provide necessary guidance to them.

b. Ensure that various lnt€rnal Audit Programs are prepared in time, review the same and take corrective

actions, where required.

r^Ensure that various Reconciliation and Control Reports are prepared in time, review the same and take

corrective actions, where required.

d. Verify payments to suppliers, service providers, petty cash payments, patient refunds, etc. and ensure

that the same is processed correctly in line with relevant procedures and statutes such as lncome Tax,

GST, TDS, etc. and supported by adequate documents & approvals, as and when required.

e. Review salary, stipend, professional fee, honorarium, incentives, allowances and other manpower

related payments thoroughly and ensure that it is correctly prepared and deductions such as Ph, LSl,

Profession Tax, TDS, other manpower related deductions, etc. are correctly done, as and when required.

f. Be always vigilant and identify all frauds and irregularities and also propose internal controls to avoid

frauds and irregularities for all operational and finance activities.

g. Periorm other duties assiSneci by the Oirector arrti superiuis fioiiiii-'ne to tir"e.\

Employee's Signature:

Date:

M
01-04-2023

Dr"B&"HiYTHOXAS
rir&, mc,oGt Dlt8, i/nGos

' Pfttf{€lPAt
IiT'!flLAIIISTII'UTE OF MEDICAL SCIETICES

;$,ALA II*GAB, THRISSUR.6E(l 555

Main Responsibilities



0Amala
FINANCE DEPARTMENT

MANIIAL

Doc. No. AIMS/DM/FIN-24

Rev No 0,5

Rev DaIc t0/0412025

Page No Page 14 of38

6.0. DUTIES AND RESPONSIBILITIES

Chief Financiel OfEcer:

1. Head the finance departrnent of the Organisation and ensure that finance and accounts functions

are efficiently carried out.

2. Actively contribute towards strategic planning and decision making at the Management level.

3. Ensure that the cash flow ofthe Organisation is efficiently managed through cash flow forecasring,

working capital monitoring and prudent use ofbank facilities.

4. Obtain and maintain various bank facilities based on the business requirements.

5. Ensure that correct finance and accounts policies and procedures are followed across the

Organisation and provide strategic guidance to senior fiaance, accounts and internal audit tean and

Department Heads.

6. Ensure that Management is provided \yith relevant MIS Reports for the Finance Committee

meetings.

7. Prepare annual [udget5 in co-ordination with Managernent and present the same in the Annual

General Meeting.

8. Ensue that Accounts are finalised properly and audits are carried out in tirne.

9. Analyse proposals for capital investments and medical equiprent purchases and provide expert

opinion on the same.

10. Initiate various rate revisions across the Organisation, analyse rate revision proposals and provide

expert opioion on the same.

1 l. Participate in formulation of corporate policies & procedures.

12. Take necessary steps for statutory compliance ofapplicable laws in the Organisation.

13. Constantly look for areas that need improvements in finance, accounts and operations by critically

analysing & taking feedbacks from colleagues a1d implonent corrective measures, on approval

from Managemeng if it a major change.

Prepared By Verified By Approved By Issued By

CA Shabu T P

Chief Financial 0ffrcer
Ms. Susmi Alphonsa Kurian

Quality Coordinator
Fr. Deljo Puthoor CMI

Accreditation Co-ordinator
Fr. Julious Arakkal CMI

Director

'\S- ,g-A /d{@- d+--a\'\..q
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Amala
FINANCE DEPARTMENT

MANIIAL

Doc. No. AIMS/DM/FIN.24

Issue No 02

Rev No 05

Rev Date toto4tz0z5

Page No Page 15 of38

14. Be always vigilant, take necessary proactive steps and implement intemal control procedures to

avoid frauds and irregularities.

15. Liaison and maintain cordial relationship with bankers, auditors, deparhnent heads, key suppliers,

key service providers and other key business associates.

16. Develop, manage, guide, motivate, train and appraise the subordinates.

17. Perform other duties assiped by the Director from time to time.

Tax CoNultrnt:

l. Ensure compliance of all applicable laws including those related to Income Taa TDS, GST,

FCRA, Building Ta:r, Customs Duty, PF, ESI, Profession Ta& etc. including correct and timely

collection / deduction and remittance of taxes, maintenance of proper books & records, timely

filing of retums, timely completion of audits, smooth implementation of amen&nents / changes,

guidance & training etc.

2. Verifo whether TDS from payments to contractors, professionals, service providers, etc. is

deducted correctly and also TDS working for remittance is correctly done and organise its onJine

payment.

3. Estimae correct TDS amounts tlat need to be deducted from employees with taxable salary and

obtain Investuent Declaration Forms, inveslnent proof, etc. for the purpose.

4. Ensure timely filing of quarterly and annual TDS retums and also timely issue of TDS certificates

to employees, contractors and professionals.

5. Veriff various transactions and ensure compliance of aII applicable laws including those related to

Income Tax, TDS, GST, FCRA, etc.

6. Verii/ reports for various GST retums and GST audit and ensure that applicable GST retums are

filed properly and accuately in time and that GST audit is completed in time.

7. Ensure that applicable FCRA returns are filed properly and accurately in time and that FCRA audit

is completed in time.

Prepared By Verified By Approved By Issued By

CA Shabu T P

Chief Financial Offrcer
Ms. Susrni Alphonsa Kurian

Quality Coordinator
Fr. Deljo Puthoor CMI

Accreditation Co-ordinator

Fr. Julious tuakkal CMI
Dire€tor

.:&r"-- .C'ur>'v<,1 (+--Y+-213=I

I



Ama a
FINANCE DEPARTMENT

MANUAL

Doc. No. AIMS/DM/FIN.24

Issue No 02
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Page No Page 16 of38

8. Verii,, ensure compliance and provide compliance reports related to Income Tax, GST, TDS, PF,

ESI, etc.

9. Handle Inspections, respond to communications, co-ordinate with auditors / consultants / lawyers,

organise documents for hearing attend hearing, etc. on behalf of the Organisation in connection

with various applicable laws including those related to Income Taa TDS, GST, FCRA Building

Talg Customs Duty, Excise Duty, PF, ESI, Profession Ta\ etc.

10. Co-ordinate with Purchase Departmen! Suppliers, Govemment Departments, Clearing Agents,

Transporting Companies, Banks, etc. and organise necessiuy documentation, establish [Cs,

organise overseas remittances, make payment of applicable duties / taxes for import / inter-state

purchase of equipments / goods.

11. Update Chief Financial Officer regarding amendments, clarifications, etc. in various applicable

laws including those related to Income Taa TDS, GST, FCRA Building Targ Customs Duty,

Excise Duty, PF, ESI, Profession Tan, etc. and implement necessary changes in consultation with

Chief Financial O{fi cer.

12. Review agreements, contracts and other important documents in order to protect the interest ofthe

Organisation.

13. Verifu MIS Reports from various divisions for the Finance Committee meetings and ensure its

correctless.

14. Identifu all potential risks to which the Organisation is exposed to and ensure that adequate

measures are taken to mitigate the same.

15. Be always vigilant, take nec€ssary proactive steps. scrutinize sensitive accounts and ensure that

proper procedures with required intemal controls are in place to avoid frauds and irregularities for

all operational and finance activifies.

16. Perform other duties assigned by the Director and superiors from time to time.

Prepared By Verified Bv Approved By Issued By

CA Shabu T P

ChiefFinancial Officer
Ms. Susmi Alphonsa Kurian

Quality Coordinator

Fr. Deljo Puthoor CMI
Accreditation Co-ordinator

Fr. Julious Arakkal CMI
Director
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MANUAL

Doc. No. AIMS/DM/FIN-24

Issue No 02

Rev No 05

Rev Date

Page No Page 17 of38

Assistatrt Accounts Manager (General Hospital):

l. Manage Accounts staff and provide guidance on finance, accounts and statutory compliance

related matters to them.

2. Ensure that ful! collection from cash counters are deposited into designated bank accounts by the

next working day.

3. Ensure that concessions, scholarships, etc. are accounted in accordance with relevant approvals,

policies and procedures.

4. Ensure that Aocounts Receivable and Accounts Payable are stated correctly in the Accounts

module.

5. VeriS palmeIrts to supplierg service providers, etc. and ensure that the same is processed

correctly in line with relevant procedures and statutes such as [ncome Taa GST, TDS, etc. and

supported by adequate documents & approvals.

6. Make online paynents based on approved documents.

7. Review salary, stipend, professional feg honorarium, incentives, allowances and other manpower

related payments and ensure that it is correctly done.

8. Ensure that accounting of additions, work in progress, transfers and disposals related to Fixed

Assets are done correctly and in time.

9. Ensure that the disbursal, replenishment, accounting, tallying verification, review, handover, etc.

ofpetty cash is handled as per the relevant policies and procedures.

10. Prepare Daily Bank Position Report and ensure that optimum balances are maintained in all bank

accouf,ts.

11. Ensure that correct and up to date accounting internal control policies and procedures,

documentation and filing systems are followed.

12. Comply with all applicable laws including those related to Income Tax, GST, TDS, Building Tax"

Customs Duty, Excise Duty, PF, ESI, Profession Ta:q Gratuity, etc.

Prepared By Yerified By Approved By Issued By

CA Shabu T P

ChiefFinancial Officer
Ms. Susmi Alphonsa Kurian

Quality Coordinator

Fr. Deljo Puthoor CMI
Accreditation Co-ordinator

Fr. Julious fuakkal CMI
Director
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13. Ensure that various finance and accounts transactions are processed correcfly and as per relevant

statutes and approve the same.

14. Monitor software issues and follow up with service provider for quick resolution ofthe same.

15. Ensure that month closing is carried out wherein all ledger accounts are scruitinised and

reconciled, unusual and long pending balances are analysed and conective steps are taken, extemal

supporting documents are obtained and necessary reports are submitted to the superiors, within the

deadlines.

16. Ensure that Accounts staff provides various reconciliationq reports, r'ouchers, documents,

explanations, etc. to lntemal Audit Staff, in time.

17. Prepare MIS report, analyse major variances and present the same at the Finance Committee

meeting and also provide various ad hoc reports to superiors.

18. Finalise the accounts for annual audit in accordance with Accounting Standards and ensure

preparation of all audit related schedules, within the deadlines.

19. Co-ordinate with auditors for audits and ensure 0rat year closing and audits are completed, within

the deadlines.

20. Identify all potential risks to which the Hospital is exposed to and ensure that adequate measures

are taken to mitigate the same.

21. Be always vigilanq take nec€ssary proactive seps, scrutinise sensitive accounts and ensure that

proper procedures with required intemal controls are in place to avoid frauds and irregularities for

all operational and fi-nance activities.

22. Provide various periodical and ad hoc reports to superiors and auditors.

23. Perform other duties assiped by the Director and superiors from time to time.
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