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Job Description  
 
Position Name      : - Accountant Officer 
Qualification         : - M.Com/B.Com 

No. of Experience: - 02-04 Years (GSTR-1, GSTR-3B, GSTR-2A, GSTR-2B) 
Age           : - 25-35  
Technical Skills    : - SAP 
Soft Skill               : - Excel/Word/SAP 

 
 

Role & Responsibility :- 
 
 

1. GST reconciliation PR / 2B  SR/E-INVOICE for all Locations. 
2. Preparing data for return. 
3. Preparing reports for monthly MIS. 
4. Preparation GSTR-1, GSTR-3B, GSTR-2A, GSTR-2B.  
5.  Sending letter & mail to non-filers / defaulter 

6. Coordinating with inter user departments. 
7. Good Computer knowledge in MS Excel. 
8. Work Exp. In SAP. 

 
 
 
 
 
 
 
 
 
 
 
 
 


