ANNEXURE-                                                                                                                   

JOB DESCRIPTION OF THE POST OF FINANCIAL ADVISOR

I.
JOB STATUS



:
EXECUTIVE DIRECTOR

II.
 REPORTS TO


:
VC & MD

III.
REPORTING OFFICERS

:
1). CHIEF AUDITOR








2). Dy.CAO (B&F)








3). Dy.CAO (C.E)

IV.
 RESPONSIBILITIES:
1. Finance – Budget – Preparation of annual plans and five – year plans, Planning Commission..  

2. Borrowings, lease finance, repayment of loans, cash flow management. 

3. Fund management including opening of current accounts and collection accounts with banks, recategorisation of these accounts, transfer of funds to central office and from Central Office to Units, reconciliation of transfer of funds amounts and all bank accounts. 

4. Traffic Revenue – Fares – M.V. Taxes – Hiring of Buses. 

5. Other revenues – Advertisement – Parcel services – Postal bills, etc.

6. Capital Expenditure – Chassis and bus body fabrication, Purchase of staff cars and jeeps, computers and allied items, office equipments, body building workshops and printing press including materials purchase by BBW Stores, costing of BBW and Printing Press Units, incentives pertaining to them.

7. All items pertaining to civil engineering works.

8. Electric trolley buses and wind mill.

9. Any other works assigned by VC&MD.

10. He will be a member of the Purchase Provisioning Committees for BBW & Printing Press and members of Tender Committee in respect of civil works and will accord financial concurrence of all proposals pertaining to the projects under him.

***

                                                                                                        ANNEXURE-

JOB DESCRIPTION OF CHIEF ACCOUNTS OFFICER

I)    JOB STATUS

               ..
   EXECUTIVE DIRECTOR 

II)
REPORTS TO                             
::
VC & MD

III)
REPORTING OFFICERS            
:: 
DY CAO (S, P & A) AND AO (MAIN -




ACCOUNTS)

IV)
RESPONSIBILITIES:

1.  Maintenance of principal books of account and all other subsidiary books of accounts and registers, supporting vouchers and documents

2.  Compilation of monthly accounts and P & L Account as well as compilation of annual Profit & Loss Account and Balance Sheet in accordance with the RTCs Act and APSRTC Rules, all matters pertaining to Insurance Fund, Reserve Fund etc forming part of the Accounts.

3.  Administration and Establishment matters relating to Accounts Department in Central Office and Zones and State cadre Supervisory Staff in liaison with Personnel Department.

4.  Sales Tax, Income Tax and allied matters.

5. Revenue expenditure pertaining to HSD Oil, Stores & Spares & Tubes, Personnel Cost, Staff Advances, General Administration expenses.

6.  Production Units of Workshops, Tyre Shops inclusive of incentives and costing of all these Units.

7.  Any other work entrusted by the VC & MD.

He will be a member of the Purchase Provisioning Committees pertaining to items listed above and will consider accord financial concurrence on all proposals pertaining to the subjects under him.

***

