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No: IIPHS/2021/Ads/1/54/106                                                                  Date: 21
st
 September 2026 

 

Position: Finance Assistant 

Location: Shillong, Meghalaya 

Number of Posts: 1 (One) 

Duration of position: 1 year (Renewable based on performance) 

________________________________________________________________________________ 

About IIPHS: 

The Indian Institute of Public Health Shillong (IIPH-Shillong) is a northeast regional 

institute of public health. It was established in 2015 by the PHFI in collaboration with the 

Government of Meghalaya to redress the limited institutional and systems capacity in public health 

in the North East Region of India. IIPH-Shillong is an autonomous educational & research institute 

of the IIPH Shillong Society, registered under the Meghalaya Society registration Act of 1983. IIPH 

Shillong had been upgraded to a university through the IIPH Shillong Act passed in the legislative 

assembly in 2026. 

Roles and Responsibilities: 

1. Assist in maintaining and reconciling daily, monthly and annual financial transactions to 

ensure accuracy and completeness. 

2. Assist in the preparation and maintenance of budgets and expenditure records, ensuring 

expenses are within approved allocations. 

3. Maintain accurate books of accounts, ledgers, vouchers, financial records and supporting 

documents. 

4. Assist in managing accounts payable and receivable, including processing payments, receipts 

and related documentation. 

5. Verify and process invoices, bills, vouchers and payment documents, ensuring proper 

approvals and supporting records. 

6. Assist with bank reconciliation, cash management and other financial reconciliations, and 

report discrepancies to the supervisor. 

7. Assist in preparing financial statements, expenditure reports, budget utilisation reports 

and periodic financial summaries as required. 

8. Ensure financial transactions and records are maintained in accordance with organisational 

policies and applicable statutory requirements, including FCRA requirements where 

applicable. 

9. Maintain and update financial records in Tally, including accounting entries, vouchers, ledgers 

and reconciliations. 

10. Assist in processing and maintaining financial information through PFMS (Public Financial 

Management System), as required. 

11. Assist with project-wise financial tracking, including monitoring expenditure against 

approved budgets and maintaining supporting documents. 

12. Coordinate with programme and project teams to collect and verify bills, invoices, vouchers 

and expenditure details. 

13. Assist in procurement and payment-related processes, ensuring proper documentation and 

adherence to approved procedures. 

14. Assist with internal and external audits by compiling financial records, supporting 

documents and required reports, and help identify documentation gaps or discrepancies. 

15. Perform any other duties assigned by the supervisor from time to time. 
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Qualifications: 

Essential:  

1. Bachelor’s degree in Commerce (B.Com) or equivalent qualification, with an understanding 

of FCRA compliance. 

Desirable:  

2. Master’s Degree in Commerce/Finance Management with experience in modern financial 

management techniques, such as the accrual method of accounting, particularly in the context 

of educational or research institutions.  

 

Experience:  

1. 3-5 years of experience in managing accounting systems, preferably in autonomous institutions 

or government bodies.  

2. Sound working knowledge of rules and regulations relating to accounts, audits, and financial 

matters for Research and Development institutions, including FCRA compliance.  

3. Prior experience in a research establishment or other institutions of higher education, with 

exposure to FCRA fund management. 

 

How to Apply: 

1. Interested candidates may upload the required data in the Google form link. 

2. Last date for receipt of application: 12:00 PM noon, 24
th

 September 2026. 

CV Format: 

1. Full Name, address, and contact details (including email and phone). 
2. Educational qualifications – Diploma/degree/s, year, and institute qualified from. 
3. Language skills (spoken, written skills), Software skills. 
4. Work experience (position/job title, organization, duration) if none please state NIL. 
5. Research experience and Publications (if any). 
6. Referees (two persons who you have worked or trained under). 
7. Any other relevant information. 

 

General Instructions: 

1. The Institute reserves the right to withdraw any advertised post at any time without 

assigning any reason.  

2. Mere eligibility will not entitle any candidate to be called for an interview. In case the 

number of applicants is large, a Screening Committee shall shortlist the most suitable 

candidates to be called for the interview.  

3. Candidates must ensure, before applying, that they fulfil the eligibility criteria stipulated in 

the advertisement. If a candidate is found to be ineligible at any stage of the recruitment 

process, their candidature shall be disqualified and cancelled. Suppression of information or 

submission of false information will lead to cancellation of candidature at any stage of the 

recruitment process.  

4. Only shortlisted candidates will be called for the interview. Shortlisted candidates called for 

the interview shall bear their own expenses towards travel and stay.  

5. The Institute reserves the right to reject any application without assigning any reason 

whatsoever.  

6. The Institute reserves the right to revise, reschedule, cancel, suspend, or modify the 

recruitment process without assigning any reason. The decision of the Institute shall be final, 

and no appeal shall be entertained.  

7. The Institute reserves the right to consider candidates found suitable during the recruitment 

process for other vacant positions within the Institute, subject to the candidate fulfilling the 

prescribed eligibility criteria for the respective position and the availability of the post.  

https://forms.gle/J3Zv1tJ5Hn6fhJYTA
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8. Any corrigendum, changes, or updates relating to the recruitment process shall be made 

available only on the Institute's website: www.iiphs.ac.in.  

9. Candidates are required to bring self-attested copies of all relevant testimonials and 

supporting documents, along with the original certificates, at the time of the interview.  

10. Incomplete and/or unsigned applications shall be summarily rejected.  

11. The decision of the Institute in all matters relating to eligibility, acceptance or rejection of 

applications, mode of selection, and conduct of the examination/interview shall be final and 

binding on the candidates. No enquiry or correspondence in this regard shall be entertained 

from any individual or their agency.  

12. Applications received after the prescribed closing date shall not be entertained.  

13. Canvassing in any form and/or bringing any political or other influence will be treated as a 

disqualification for the post.  

14. Applicants must fulfil the minimum educational qualifications and other essential 

requirements and conditions stipulated in the advertisement for the post.  

15. Candidates must be in sound bodily health. If selected, they shall be required to undergo 

such medical examination and satisfy such medical authority as the Institute may require.  

16. The Competent Authority reserves the right to extend the closing date for receipt of 

applications and/or postpone or cancel the recruitment process without assigning any reason. 

 

 

 

Sd/- 

Registrar 

Indian Institute of Public Health Shillong  

Lawmali, Shillong - 793001 
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