Uddyam PAHSUI Foundation, Solapur
(Section 8 Company)
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o An incubation Centre of PAH Solapur University, Solapur
Website- https:/fincubation.sus.ac.in/, Email- diil@sus.ac.in Tel: 02132017
2744770
r Recruitment Advertisement J

Uddyam PAHSUI Foundation, Solapur is an Incubation Center (Section 8
Company CIN: US0300PN2019NPL187196) hosted by Punyashlok Ahilyadevi
Holkar Solapur University, Solapur.

Uddyam PAHSU! Foundation invites applications for the post of

Office Assistant (01). Applicant shall be dynamic and self-motivated person
[Ossessing relevant experience. For more details visit:
http://incubation.sus.acin/ and interested candidate can submit his/her
application on or before 27" Jan, 2025 in a prescribed format as stated in
advertisement.

Sd/-
Date : 18/01/2025 President
Uddyam PAHSUI Foundation




ADVT NO. “UDDYAM/01/2025”

Applications in the prescribed format are invited from the eligible candidates for the following
Post to be filled in the Uddyam PAHSUI Foundation Solapur which is promoted by PAH Solapur
University & supported by Maharashtra State Innovation Society. These appointments will be

purely on the temporary basis for the period of 11 months. The candidates appointed will not

be entitled to claim the regular appointment.

[ Sr. No \ Name of the Post | No. Post J

1 Office Assistant 01

Application should include detailed CV of the candidate as per the format provided
(See Appendix-1)

Note that Uddyam PAHSUI Foundation Solapur reserves right to fill up or to modify or alter or
cancel the advertisement at any stage.

The candidate needs to download the application format and send its scanned copy and
detailed CV to the email, diil@sus.ac.in_/ceo.uddyam@sus.ac.in and submit its 02 hard copies
with relevant certificates {academic/work experience) by post/courier to the postal address,
"The Director, Innovation, Incubation & Linkages, 1" floor, instrumentation Building,
Punyashlok Ahilyadevi Holkar Solapur University, Solapur 413 255 (M.5.)".

Mention the advertisement number as "UDDYAM/01/2025” and Application for the post of on
the envelope.

The last date for submission of duly completed application in the prescribed format is to be
sent on or before... 27" Jan, 2025 to the diil@sus.ac.in along with detail CV and relevant
certificates {academic/work experience). The last date for receipt of hard copy is- on or
before 29" Jan 2025.

Date: 18/01/2025 Sd/-

President
Uddyam PAHSUI Foundation, Solapur



Office Assistant — Uddyam PAHSUI Foundation
Job Description:

We are secking a highly motivated and experienced office assistant to join our dynamic team.
You will be responsible for overseeing all financial operations of the foundation, ensuring
financial compliance, and providing sound financial advice to support our growth and objectives.

Responsibilities:

e Maintain accurate record of Uddyam PAHSUI Foundation Incubation Centre’s activities
and transactions.

¢ Manage the full financial cycle, including accounts payable, accounts receivable, payroll,
and budgeting.

e Maintain accurate and timely financial records in accordance with accounting principles
and statutory requirements.

e Prepare and analyze financial statements, reports, and forecasts.

e Implement and maintain internal controls to safeguard financial assets.

e Oversee PFMS, GST, and taxation compliance.

e Liaise with auditors and government agencies.

e Manage cash flow and optimize financial resources.

e Provide financial insights and recommendations to support strategic decision-making.

Eligibility Criteria:

e Bachelor's degree in Commerce with Master's degree (M.Com / MBA preferred).
Minimum of 3-5 years of experience in accounting, with 1-2 years preferably in
startups/incubators, industry. '
Operational knowledge of PFMS, GST, and taxation laws.

Experience in financial reporting, budgeting, and forecasting.

Excellent analytical and problem-solving skaills.

Strong communication, interpersonal, and leadership skills.

Ability to work independently and as part of a team.

Proficient in accounting software and MS Office suite & Tally Prime

English / Marathi Typing - 40/30



Uddyam PAHSUI Foundation, Solapur

(Section 8 Company)
At incubation Centre of Punyashlok Ahilyadevi Holkar Solapur Unlverslty, Solapur
Website- htps;/incubation sus,8¢.10/ Fmail- diil@sus.ac.in Tel: 2017 2744770

Appendiz-1
Application Format :
To,
The Director,
innovatlon, Incubation & Linkages,
PAH Solapur University, Solapur 413 255 Latest
Photo
" Subject: Application for the post of :

Sir,
1, hereby, submitting my application for the post mentioned above, with the following details:
1, Nan%: in Full (in Capital Letters) |
Mr./Ms. :
2. Postal Address in Full:

3. Phone Nb. with 8TD code:

Mobile No, _ e-mail ID (essential):
4, Date of Birth; - S 4 Ager 5.9ex!
| (b) Languages
known:
6, (a) Nationality:
1 Bducational Qualification:
o] Universityl | Month & | Su0jects “Marks [ Class/Drv
% of Grade
Board vearof [SPLGem Marks
passing : awarded

Brin | sub | Obt (Ut of




& Bxperience:

Organization/ Startup/} Bostiion | Natumoi T Tetiod of Apppiniment _
Cormpaity/ | Held | Appointment | Frem ) To Total
Inchbator - _ 5 . _ : .

9. Name, Addresses aind cofitact nambers oftwo persand 1o whom reforence may be made.

1, List of documigiite enclosed:

DECLARATION
« 1, heteby, dechare thal all ihformation submiifted I this application and in ifs
acepmpanimaents is true, complete and correot Lo the best of my knowledge and belief. 1
acoent that Ta the event of any information being found false, ncomplete; or incotrest, my
candidatureappointment is lable to be cancelled/ ferminsfed at any stage. 1 have read
carefully all instruetions given n. advertisement of the: wihsite of Uddyam PAHSUI
Foundation, Sotapur and the host lmstitution punyashlek Ahilyadevi Holkar Solapur

University, Solapur.

Plage:

Date: Name and signature



