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Account Assistant 

 
 
 

GSFC University is incorporated under the Gujarat Private Universities 

(Second Amendment) Act 2014. The vision behind establishing this distinct 

University is societal development through relevant and cutting edge 

knowledge in frontier areas of professional growth. GSFC-U presently offers 

courses in Engineering, Science, and Management with major emphasis on 

skill development and producing industry ready manpower. 
 

 

Individuals with strong inclination towards academics and having an 

innovative approach to develop industry- ready talent are invited to join our 

endeavor.  

 

Explore a wide spectrum of opportunities ranging from administration to 

academics at GSFC University. 

 
 

The recruit shall be responsible for developing students and making them 

proficient in the subject and to facilitate & encourage a learning experience 

which provides students with the opportunity to achieve their individual 

potential.  
 

 
 

 

The recruit shall be responsible for:-  

 

 Fee Collection & Fees reconciliation (including relevant Bank 

Reconciliations) & Preparation of relevant MIS report. 

  Prepares routine entries and posts financial transactions; reconciles 

entries and internal ledgers to financial reporting system reports. 

 Reconcile various expenditure reports to source documents; distributes 

and files financial documents and reports. 

 Assist in roll over from Tally ERP to Infinity ERP finance module for 

successful ERP implementation. 

 Manages petty cash collection such as Transcript Fees, ID Card Fees, 

Reassessment Fees & all other offline fees collected and maintain offline 

registers as well, enters cash transactions in ledgers and reconciles cash 

reports; 

 Assists in preparation of Financial Statements / Budget / Cost Reports / 

Billings / Fee related FRC Compliance work etc. 

 Assists in preparation and filing of local / Statutory compliances as 

necessary such as TDS, PF, PT etc.,  

 Assisting in Analyzing and Reconciling bank statements and general 

ledgers 

 Assists in Preparation of Monthly GST expense statement for GSTR 3B 

return purpose & Receiving and processing expense form and request for 

payments. 

 Support during the conduct of Statutory / Internal  / Any Other Audit 

Work of GSFC University (as applicable) (including NAAC / UGC 

related assistance as may be required). 

  Performs various clerical and routine accounting tasks in support to the 

Deputy Manager (Finance) & Accountant. 
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 Liasoning with other departments and vendors to resolve problems and 

expedite payment, and responds to inquiries by telephone or in writing; 

 Answers telephones, opens and logs mail, and assists in other clerical 

functions; 

 Sorts documents; codes, logs, reviews for accuracy; matches supporting 

invoices to procurement documents; and verifies invoices for payment. 

 Performs miscellaneous job-related duties as assigned. 
 

 

Master of Commerce (M.Com) with 2-5 years experience in relevant field 

OR 

Inter CA with 0-2 years experience in relevant field 
  

 

 

 Ability to work as part of a team and take direction accurately. 

 Analytical thinker and problem solver. 

 Competent IT skills, particularly proficiency with spreadsheet software. 

 High level of accuracy. 

 Extremely organized in a manner that is easily read by others. 

 Trustworthy and discreet when dealing with confidential information. 

 
 

Director/Assistant Director (Administration), GSFCU 
 

Pay and other remuneration shall be commensurate with skills, qualification, 

experience and market trends. 
 

The salary shall have following components - 

A. The core salary 

B. PF as per applicable statutory norms 

A. Increment based on PMS score as per the PMS policy for Non 

Teaching staff 
 

● Group Mediclaim Insurance Policy and Group Personal Accident 

Policy 

● Treatment at GSFC Medical Center on applicable terms 

 

Stage 1 -  Written Ability Test 
 

HR will conduct a written ability test of all present candidates. As a 
part of the procedure, you will be required to write an 
application/Essay/Paragraph on a given topic.  This test shall 
comprise a weightage of 50 marks which will be required to be 
completed in 20 minutes. This test is to analyze the content for 
grammar, punctuation, and handwriting. Committee will assess the 
content and the qualifying score will be 30.  Only qualified candidates 
shall be invited for the further rounds of selection procedure.  

 

 

 

 



 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
 

Tenure of Appointment 

 

 

 
 

 

Location 

 

Stage 2 –Personal Interview 

 

Interviews of the short listed candidates will be conducted by the 

committee members.  
    

 

 

HR shall share Case Study/Assignment through mail in advance. The 

candidate is expected to complete the given case studies in PPT form and 

submit the same before the interview. This case study is specially designed 

to gauge the candidate’s skills, competencies & how he/she approaches 

tasks and solves emerging issues relevant to his. /her field. The solved 

case study will be extensively discussed with the Selection Committee 

during the interview (if required).  
 
 

The shortlisted candidate shall be given a regular appointment of 5 years. 

Initially, he/she will be on a probation/observation period of 1 year. The 

appointment may be extended/ renewed based upon the assessment of 

performance in accordance with the Performance management policy i.e. 

PMS for Non Teaching staff. 

 
 

 

Vadodara, Gujarat.  

 


