      Advt No:01/TISS/Project/RCI-VAW





09th of December 2021
	Name of position
	Administrative-cum-Accounts Assistants

	No. of positions
	Two (2)

	Advertisement No: 
	01/TISS/Project/RCI-VAW

	Last Date of Application
	15th of December, 2021

	Remuneration
	Aprox 20,000 – 25000 PM as per experience


Vacancy for 2 positions of Administrative-cum-Accounts Assistants in TISS field action project unit:
Resource Centre for Interventions on Violence Against Women
The Resource Centre for Interventions on Violence Against Women (RCI-VAW) has emerged & grown organically from three decades of work by Tata Institute of Social Sciences on violence against women (VAW) with Police, viz. the Special Cells for Women & Children. Key areas of work include interventions research, training/education, advocacy and programme design/implementation/management, which also requires strategic planning and resource management support. This has expanded in the past few years to larger VAW interventions work across the country, and the RCI-VAW has expanded its team accordingly. 
At present, the RCI-VAW is seeking suitable candidates for the positions of Administrative-cum-Accounts Assistants to engage in all grant management & tracking for the RCI-VAW's work across multiple States, especially in view of ongoing partnerships with the NCW (Govt. of India), JHPIEGO India, WCDC (Govt. of Bihar) and others. Advertisement will remain posted on Institute website till at least 15.12.2021 and applications will be received till suitable candidates are found and selected. 
Administrative-cum-Accounts Assistants (2):
· Essential requirements: At least a Bachelors Degree, with NGO/social sector/academic institution (higher education) experience of at least 2 years, and in-depth knowledge of ERP systems (including Tally, or other PMS applications) and proficient in computer usage, fluency in written English for noting drafting & other official communication purposes;
· Preference will be given to those with degree in Commerce/Finance/Business Administration, and to women;
· Willing to travel occasionally and work beyond office setting with varied groups of individuals, and to work in team with programme & research personnel, train self and others in programme-based financial management.
Job Description : 
· Manage & Oversee the daily Operations of the Accounts Department
· Monitoring & analysing accounting data and produce Financial Statements or reports
· Payroll & Statutory related activities
· Audit related activities
· ERP related activities
· Establishing and enforcing proper accounting methods, policies and principles
· Keeping of accounts information confidential and secure them with random database backups
· All Administrative work including Training arrangements, Ticket booking for Domestic travel, Dispatch, Processing of appointments, Extension and No dues etc
Instructions : 
     •     Curriculum vitae/resumes - containing phone and e-mail contact details - must be sent preferably vide e-mail (with subject line 'Admin. positions') to  workatrcivaw@tiss.edu
OR by post to Dr. Trupti Jhaveri Panchal (Asst. Professor), School of Social Work, Tata Institute of Social Sciences, V.N. Purav Marg, Deonar, Mumbai-400088.

     •     The Institute reserves the right in short listing the candidates. Only short-listed candidates will be contacted for an interview through an email.
Note: The selected candidate will have to be join with immediate effect.
Selected candidates will be remunerated as mutually negotiated and appointed annually on contractual basis.
Advertisement for the position is available at the following link: https://tiss.edu/project-positions/ on the website: www.tiss.edu. 
Dr. Trupti Jhaveri Panchal
(Asst. Professor), School of Social Work, 
Tata Institute of Social Sciences, V.N. Purav Marg, 
Deonar, Mumbai-400088. 
Email: trupti@tiss.edu
