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About Myself 
Ready to work in a situation of challenge and always appreciate working as a team as I can relate and easily communicate to peoples at any levels.
Professional skills offered:

· Posse’s outstanding skills in understanding and resolving problems and hence recommending their solutions and to effectively carry out a spirit of collaboration while working in a team and have abilities to communicate and to relate to peoples at any levels.
· Strong organizing, counseling, mentoring, people and relationship management skills while maintaining high standards of performance and professionalism with a distinct ability to relate to people at any level.
· I have strong analytical, ad ministerial and management skills and spirit of collaboration of different dimension.

Technical soft skills offered:

· Windows 95, 98, Office 97 and 2000. E-mail software's like Microsoft Outlook, Outlook Express.
· Proficiency in MS Word, MS Excel, PowerPoint, PageMaker, Working knowledge of Photoshop, debase, List Server

Organizational Experiences:
From:  March, 2018  
As Consultant-Admin/Coordination of DGHS, National Center for Disease Control  (NCDC) Division with Ministry of Health and Family Welfare, Government of India, 

Job Profile


As Consultant-Admin/Coordination to NCDC Project Management Unit at NCDC Branches division of NCDC under DGHS, MoHFW, the different kinds of assess proposals from State review for establishment of new NCDC branches,  Upgradation of  NCDC  and taking over of  land in each State, day to day general administrative requirements, release of funds, preparation of review meeting, preparation of accounts of NCDC, Budgetary work, settlement of expenditure, preapration expenditure statement and collection of data, reports, utilization certificates, work analysis vs financial statements and audit reports compile and analysis financial resources provided to the NCDC division, Ministry of Health & Family Welfare. New Delhi.
Duties and responsibilities Conveyed:-

· Dealing with day to day general administration matters. 

· Record Management, assistance in arranging review meetings

· To  assist the  Additional Director, Dy Director, Assistant Director in Coordinating  with States Govts/ State Health Authorities in execution of work related to establishment of 30 branches and Upgradation of  NCDC

· To provide assistance to Consultant Finance in financial matters.

· To assist Sr. Consultant (Tech) in preparation of monthly/quarterly/yearly reports.

· To Monitor State Expenditures and implementation of proper finance/accounting procedures by them.

· To Arrange periodic release of funds, collect periodic Financial Monitoring Reports, Utilization Certificates and Audit Reports from States.

· To Analyse audited accounts of States and submit statement to the GOI.

· To Monitor financial status of outsourced components to other agencies, for hiring manpower and other services for the Branches

· To Travel to States/Districts to monitor Technical matters & financial expenditure etc

· To Any other work as assigned by the  concerned Senior officer/Nodal Officer/Director

From:  Nov, 2016  to Nov, 2017 
As Consultant-Finance of NHM, National Programe for Contrl of Blindness (NPCB) Division with Ministry of Health and Family Welfare, Government of India, 

Job Profile


As Consultant-Finance  to NPCB division of NHM under MoHFW, the different kinds of assess proposals for State PIP proposal,  release of funds, preparation of review meeting, preparation of accounts of NPCB, Budgetary work, settlement of expenditure, preapratio expenditure statement and collection of data, reports, utilization certificates, financial statements and audit reports compile and analysis financial resources provided to the NPCB division, Ministry of Health & Family Welfare. New Delhi.
Duties and responsibilities Conveyed:-

· Examine and assess proposals from states /Uts under NPCB

· Examine / Prepare state PIPs and allocation of funds to states.

· Preparation  notes /agenda/ presentation etc, for workshop /national review meeting  /regional review meetings.

· Preparation of accounts of NPCB /Budgetary work like monitoring /settlement of UCs /financial reports.
· Process of release of fund to States/UTs under NPCB

· Prepartion of expenditure statement, updation of performace data.

· Preparation of training proposal and clarififation of MIS and maintenance of periodical reports and return.
As Consultant-Financial Analyst in National Health Systems Resource Centre ( Short term) of  NHM, Immunization Division with Ministry of Health and Family Welfare, Government of India, 
Job Profile


As Consultant-Financial Analyst to Immunization Team of NHM under MoHFW, the task of release of funds and collection of data, reports, utilization certificates, financial statements and audit reports compile and analysis financial resources provided to the Immunization division, Ministry of Health & Family Welfare. New Delhi.
Duties and responsibilities Conveyed:-

· To Compile and analyze financial resources requirement for the MoHFW, Government of India activities related to the Polio eradication and Immunization Programme.  

· Monitoring the funding under the programme and provide monthly, quarterly and annual feedback & analysis to supervisors. Assist the secretariat staff in creating necessary tools required for analyzing the funding states.

· To develop budget and funding proposals for Polio eradication and other Immunization programme activities of the Ministry of Health and Family Welfare, Government of India. 
· Identify funding gaps in advance and liaise with the donor community and development partners for donors grant and help coordinate their inputs with respect to financial grants, funding agreements, cash flow and other financial management issues.
· Support and facilitate financial management practices such as timely release of funds, monitoring expenditure, prompt return of statements of expenditure and utilization certificate for polio eradication ant other Immunization programme activities of the Government of India.
· Visit state and districts for assessment of financial management systems as and when advised by the Deputy Commissioner (Immunization).
From:  March, 2006 to June, 2016 
As Finance Consultant in Financial Management Group (FMG) of NRHM-Finance Division with UNFPA (United Nation Population Fund)  with under M/s. SPC Management Services, India Office & Ministry of Health and Family Welfare, Government of India, 
Job Profile


As Finance Consultant to FMG Team of NHM under MoHFW, the task of release of funds and collection of data, reports, utilization certificates, financial statements and audit reports will be handled centrally by the FMG, tasks related to assisting in the process of monitor receipt of financial reports from the States/Union Territories and release of grants,  expenditure of FMRs SFPs, Unspent balance, Statutory Audit, Concurrent Audit, e-banking, Utilization Certificate, and financial reviews/ study and action taken by them. The Monitor the submission of audit reports and action taken on them. 
Duties and responsibilities Conveyed:-
· To monitor the financial performance and manage the financial issues of States /UTs.

· To put up of release proposal and preparation of sanction letters for release of funds & release grants to States.
In co-ordination with various divisions such as Budget, IFD, PAO etc., clearance of NRHM Utilization Certificates.
· Identify funding gaps in advance and liaise with the donor community and development partners for donors grant and help coordinate their inputs with respect to financial grants, funding agreements, cash flow and other financial management issues.
· Electronic fund transfer to the States/UTs through PFMS portal of Ministry of Finance, GoI.

· Feeding of FMR for consolidation at National Level, Comparision Statement with references to the percentage of Allocation, Release and Expenditure and for arranging at Division wise expenditure collects and reported under each activity.

· Analysis of data relating to funds utilization, audited utilization certificates, trends of expenditures, pattern of utilization.

· Conducting training & capacity building workshops for the State /District/Block level finance / accounts staff from time to time and providing technical assistance to States/UTs.
· Jointly team visit regularly to the States / District for conducting finance, accounts and audit performance reviews/ studies and preparing status reports with observation and recommendation for improvement and strengthened.

· Monitoring, studies of financial report and UCs, compliances and analysis different thematic area  are matters relating to all studies conducted by the third party and Compilation of fund utilization data of various components/ programs of NRHM/NHM
From:  April, 2004 to Feb, 2006
As Administration Manager to RCH Design Team with DFID (Department for International Development, British High Commission (DFID), Government of U.K ).
Job Profile
Tasks related to assisting in the process of design and initial implementation of RCH II. Assisted the NPO RCH WHO in the following activities:

· Developing strategies which facilitate the recruitment of qualified, talented and committed People & Developing and Appraisal report and look after to ensuring the continuous improvement and development of Organization.

· Organizing of meetings & preparation of presentations & Support project manager in organizing meeting, workshops, and other activities as per project guidelines.

· Developing and monitoring target performance & Developing Policies and procedures. Maintaining and updating organization charts, job framework and employee records.

· Coordinate with all reporting units to ensure proper and effective documentation system in place at all levels.

· Assisting in identifying the manpower recruitment and facilitate recruitment process.

· Manage/arrange engagements and tour like travel related booking of air/train tickets etc.

· Responsibilities for any procurement /purchase, inventory control, asset and vehicle maintenance related to handle day to day correspondence, insurance, AMC related procedures.

From: April 2002 to March, 2004
As Admin & Procurement Manager with Finance at the Women’s Coalition for Peace and Development, New Delhi. (Wean). The Coalition is also the secretariat of India Alliance for Child Rights (IACR). The IACR advocates child rights -related issues through interaction with other NGOs and Government.
Overall Responsibilities:

· Negotiate, finalize, award and administrative contract issued to vendors and different consultants, including processing of bills / different types of claims, service providers and staff.
· Process and account for expenses claims settlement in the appropriate account head.
· Maintain filing systems for documents and vouchers and ensure proper files are maintained to support all transaction processed.
· Maintain records for monthly eligible reimbursements made to project staff and update the same on a regular basis.
· Keep the track of advances due and follow up with the concerned staff for its timely settlement.
· Developing and managing the Procurements Department with includes setting targets and monitoring performance.
· Developing and supporting transparent and efficient systems for procurement and supply chain management based on the organization.
· Developing and implementing robust administrative and inventory control processes across the organization.
· The approval for signatures of legal documents like grant agreements, consulting contracts, travel letter, extension etc. 
· Inventory Management including updating the records and to undertaking periodic physical inventory of all assets including assets in project offices, including maintenance of asset register.
· Management the travel arrangements of project & Office staff, including dealing with the travel agent, processing travel approval and, hotel, car, ticketing arrangements.
· Arrangement of office equipment maintenance like IT hardware and backup system, remote IT assistance to project Offices and Administrational and logistic support for programming organizing team and planning activities & Handling bank operation and book keeping of the organization.

· Creating the budgetary framework of the Project including financial and budgetary contribution to proposals and reports for funding bodies.

· Develop a Management Information System, Control procedures for all administrative issues including security policy.
· Responsible for maintenance of inventory and fixed assets, travel and accommodation arrangements, logistics, house-keeping, front office management etc.

From:  Oct, 1998 to March, 2002   
As Administrative Assistant cum Finance & Accounts Executive with Bengal Association. Bengal Association has Additional responsibility of Banga Sanskriti Bhawan, a trust with joint venture of Government of West Bengal.
Job Profile


· Ensuring the implementation of corporate policies in the organization. Implementing staff welfare policies with key focus on enhancing employee motivation.
· Getting the feedback from employees time to time, checking the bills of vendors & general purchase.
· Signing the cashbook and checking the vouchers of cash expenses. 
· Liaising with government offices, staff and other vendors to get the work done on time with least expense. 
· Interacting with different departments for executing the maintenance of all equipment in the organization and enhancing the overall efficiency.
· Undertaking corporate image building measures through effective relationship management with guests and visitors to the organization. Circulating various periodical MIS reports.
· Preparing and maintaining statutory books of accounts viz. journal, ledger, cash book and subsidiaries in compliance with time & accuracy norms.
· Presenting a true and fair view of the financial position of the project by preparing financial statements.
· Leading, mentoring & monitoring the performance of the team to ensure efficiency in process operations & meeting of individual & group targets. 
· Creating & sustaining a dynamic environment that fosters development opportunities & motivates high performance amongst team members. 
· Handling housekeeping activities in the organization; ensuring availability of stationary, diesel generators and transportation, etc.
· Checking the job of house-keeping staff randomly. Checking the checklist and verifying them on random basis.
· Keeping track  and maintenance of printing of the magazine like-copy editing, Page making and finalizing the dummy copy  before printing and Looking after post printing distribution.

Responsibilities of Finance - Banga Sanskriti Bhavan Trust
· Responsibilities include planning and executing the total accounting function and banking relations-vouching, ledger keeping, bank reconciliation & the Annual Audit / final accounts preparation.
· Assisting for preparation of budget and budget guideline. Implement and developed budget 
· Review budget information for grant and different agreements and Carried out financial analysis of project expense reports and Clearing of advances and reviews of payment request for processing of payments.

· Prepare the annual budget and regular analysis of actual expenditure against the budget.
· The maintain of banking arrangements and cash flow requirements.
· Proper checking of entries are made and scrutinizes various ledger reports, passing year –end closure entries etc.

As Liaison Chief Co-ordination.

· Responsible for PR with Government and Corporate agencies, reputed large Public Sector Undertaking etc.  
· Independently handling all important meeting and correspondence with Senior Officials at the level of Additional & Joint Secretaries & Directors etc and Management responsibilities of various round the year cultural activities v.i.z large Annual Book Fair (at Pragati Maidan collaboration with ITPO), stage shows cultural evening shows and sports etc.

Academic qualification:


· MBA –Finance (BIMS, Pune) -2008
· B. Com  (Delhi University) -2003

Personal Details
·       Father’s Name- Late Shri Jugal Manna.
· Marital Status- Married.

· Languages Known: English, Hindi & Bengali (Mother tongue).

· Many cultural and social activities in school and different organizations had been carried out and a sports activity at School level has been undertaken.
· Interested in Reading books particularly related to computers, and working at PC, listening music, traveling.
(Moni Mohan Manna)
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