2. Accounts-- Based Location Delhi
JD
1. Accounts Payable Management
· Perform vendor ledger reconciliation and resolve discrepancies

· Follow up with plant accounts teams for pending invoice submissions and bookings

· Track invoice status and ensure timely booking in the system

· Coordinate with the procurement and stores teams to match GRN and PO-based invoices

2. Statutory Audit Support
· Collate and provide challans and records for ESIC, PF, and TDS during audits

· Maintain a repository of statutory compliance documents for audit readiness

3. MIS & Reporting
· Prepare and circulate weekly/monthly Accounts Payable MIS
· Assist in aging analysis, pending invoice summary, and provisioning

· Support in monthly closing activities and audit schedules

4. Coordination & Documentation
· Ensure proper documentation of vendor invoices, debit/credit notes, and payment approvals

· Help track advance payments and their adjustments

· Maintain vendor master data and update as required

· MSME payment Compliance.

· Other Support Activities.

· Tax Audit Support to the finance team.

