
 
 
 
 
Admin and Accounts Executive 
 
Job Description / Key Responsibilities  

The Admin and Accounts Officer will play a critical role in ensuring the smooth financial and 
administrative operations of AME Foundation. The position involves handling day-to-day 
accounting tasks, ensuring financial compliance and reporting, while supporting staff, and 
ensuring the workplace is well-managed and compliant.   
 
Accounts & Finance Responsibilities:  

 Prepare and maintain accurate financial statements, including balance sheets, income 
statements, and cash flow reports. 

 Manage accounts payable/receivable, reconciliations, and bank statements to ensure 
timely payments and collections. 

 Handle payroll processing, tax filings (GST, TDS, Income Tax), and statutory compliance 
in line with Indian regulations. 

 Conduct month-end and year-end closings, including ledger maintenance and audit 
preparation. 

 Prepare periodic financial reports (expenditure statements, fund utilization reports, 
variance analyses).  

 Coordinate with internal and external auditors, providing necessary documentation and 
clarifications.  

 Track disbursement and utilization of project grants and funds.  
 Support procurement processes by ensuring adherence to financial guidelines.  
 Maintain records of all contracts, agreements, and related financial documentation.  
 Perform other finance and accounts-related tasks as assigned. 

 
Administrative Responsibilities:  

 Manage procurement processes, ensuring transparency, multiple quotations, and 
compliance with organizational policies.  

 Maintain inventory and asset registers (e.g., furniture, office equipment, supplies). 

 Ensure smooth functioning of office operations (utilities, repairs, maintenance).  

 Keep updated records of leases, rental agreements, vendor contracts, and related 
documentation.  

 Ensure Day-to-Day Attendance and Leave Management of Project Office Staff and 
Office Decorum to be maintained as per with organizational policies.  

 Supervise support staff to ensure efficient administrative support.  

 Coordinate logistics for meetings, workshops, field visits, and other events.  

 Manage travel bookings, accommodations, and staff reimbursements.  

 Maintain up-to-date digital and physical records of correspondence, contracts, and 
approvals.  

 Timely payments of all office utilities bills  
 
Qualifications and Skills 

 Bachelors degree in Commerce/Accounting (B. Com/M. Com); CA Inter/qualified or MBA in 
finance preferred. 



 3-5 years of relevant experience in administration and accounting in development & NGO 
sector. 

 Proficiency in Tally/ERM, and Microsoft Office (Esp MS Excel), Google Sheets etc. 
 Strong organizational and time management skills  
 Excellent analytical skills, attention to detail, and ability to meet deadlines in a fast-paced 

environment. 
 Excellent written and verbal communication in English and Kannada (required); Hindi 

(preferred). 
 
 
The remuneration will be in the range of Rs. 35,000 – Rs. 45,000 per month, based on 
qualifications and experience. 
 
The position is based in Bangalore. Candidates from South Bangalore preferred. 
 
Eligible candidates interested in this position are requested to send the applications 
to admin@amefound.org before 30th June 2026. 
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