
Page 1 of 3 
 

Job Descriptions of Advertised Posts 
 

 

 

 

Table of Contents 

1 Director – Finance ........................................................................................................................ 2 

2 Additional Director - Finance ...................................................................................................... 3 

 

 

  



Page 2 of 3 
 

 

1 Director – Finance 

i. To plan, implement, review and manage Finance Directorate in terms of 

financial and operational aspects as set by management. 

ii. To develop and implement internal monitoring & Evaluation Mechanism for 

Finance Directorate. 

iii. To oversee financial matters relating to programs & non-program payments 

as per the rules & approved policies and ensure effective internal financial 

controls. 

iv. To propose and prepare budget estimates (sanction for new expenditures), 

forecast, tracking of financial targets and variances to highlight any un-usual 

feature(s) revealed by the quarterly 

v. variance reports and other required analytical data. 

vi. To propose investments to the management after analyzing the funds status 

to align the efficient financial management of the funds. 

vii. To liaise with External Auditor/ DG Audit for statutory annual financial audit 

of the Foundation and attending DAC and SDAC meetings. 

viii. To make correspondence with Education Department, Finance Department 

& DG Commercial Audit relating to financial & audit matters. 

ix. To ensure compliance of procurement policy & PPRA rules as a member of 

Purchase Committee. 

x. To prepare Finance Committee agendas, Financial reviews & Minutes of the 

meeting. 

xi. To assess the performance of all team members as per policy. 

xii. To identify training needs for team members on periodic basis and also 

through performance appraisal. 

xiii. Any other duty / assignment assigned by the supervisor. 
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2  Additional Director - Finance 

i. To execute, manage & implement finance and account as per approved 

policy and to propose improvements to the Director. 

ii. To supervise financial matters relating to programs & non-program 

payments as per the rules & approved policies and ensure effective internal 

financial controls. 

iii. To prepare Statutory Financial Statements (i.e. Balance sheet, receipt. 

Payments, accounts, cash flows etc) in accordance with the requirements 

of the Companies Ordinance, 1984, International Accounting Standards and 

reports for the Management, the Board of Directors and Finance & 

Education Department. 

iv. To assist in preparation of budget estimates (sanction for new 

expenditures), forecast, tracking of financial targets and variances to 

highlight any un-usual feature(s) revealed by the quarterly variance reports 

and other required analytical data. 

v. To ensure funds are released in timely manner as approved by the Finance 

Department Government of the Punjab. 

vi. To ensure timely submission of income Tax statements, Sales Tax Return 

and smooth execution of matters relating to banks. 

vii. To assist in corresponding with Education Department, Finance Department 

& DG Commercial Audit relating to financial & audit matters. 

viii. To assist in preparation of Finance Committee agendas, Financial reviews 

& Minutes of the meeting. 

ix. To assess the performance of team members and identify training needs for 

them. 

x. Any other duty / assignment assigned by the supervisor. 

 


