
Duties and Responsibilities of the Officers of 

Finance Department 
 

1 Title of the Job Financial Adviser & Chief Accounts Officer 
  

2. Objectives The Financial Adviser & Chief Accounts Officer of the 

Port is the principal adviser to the Port administration 

as also to other departments of the Port on all 

matters involving finance. 

3. Duties & 
Responsibilities 

 Supervise and control of Finance Department.  

 Accounting of all Financial transactions of the Port 
in accordance laid down principles and 
procedures and directives issued by the Board 
and Government from time to time. 

 Appraisal of Investment decisions. 

 Financial evaluation and vetting of various types 
of proposals/tenders for approval. 

 Control of expenditure. 

 Finalization of Annual Accounts and Preparation 
of Budget Estimates of the Port. 

 Rate Revision for Services. 

 Collection of Revenue for Services provided by 
the Port. 

 Investment of all funds of the Port & Management 
of Cash flows. 

 Ensuring payments 
toVendors/Employees/Pensioners. 

 Ensuring Statutory compliances like Income Tax, 
GST and filing of periodic returns. 

 Reporting of Financial duties to Ministry, IPA and 
Other Government Agencies. 

 Preparation of Port’s Administration Report and 
Budget Estimates in consultation with concerned 
departments. 

 Shall examine and comment upon all proposals 
involving Financial implications. 

 

 

  



1 Title of the Job  Sr. Dy. C.A.O(Establishment & Revenue)  
 

2. Objectives The objective is to Monitor all Establishment 

Related Matters and Revenue related matters. 

3. Duties & 
Responsibilities 

 Monitoring and Supervising the works relates to  
Dy. Chief Accounts Officer/Sr. Accounts 
Officer/Accounts Officers Gr.I / Assistant Manager 
(Finance - Traffic Audit, MFA, RFA)/ Assistant 
Manager (Finance-Securities)/ Assistant 
Manager (Finance – Establishment / Cash)/ 
Assistant Manager (Finance – Stock Verification, 
Despatch, Record)/ Assistant Manager (Finance 
– Pension, PF) 

 Monitoring all Establishment matters. 

 Timely completion of all matters pertaining to 
establishment disciplinary proceedings and 
Vigilance issues. 

 Timely completion of all matters pertaining to 
employee. 

 Ensure timely redressal of pensioners grievances. 

 Ensure timely settlement of LTC Claims. 

 Monitoring of investment and treasury operations 
and management of different funds/cash 
balances of the Port. 

 Periodical follow up of correspondences with 
Ministry of Shipping and IPA. 

 Closing all Audit query related Establishment, 
Revenue, Bills, PF and Pension Section. 

 Ensuring timely collection of all revenue due to the 
Port. 

 Ensuring timely passing of refunds to Port Users. 

 Review of all arbitration and legal issues. 

 Monitoring of statutory compliance like Income 
Tax, TDS, GST etc., 

 Ensuring timely claim of IT refund. 

 Clarifying doubt and obtaining opinion from the 
Trust Tax Consultant in issues related to GST 
Compliance. 

 Ensure that pension is promptly credited in the 
Bank account of the pensioners/family pension. 

 Prompt follow up of status of Court Cases and 
reporting the same. 
 

 

 

 

 

 



 

1 Title of the Job Sr. Dy. C.A.O(Management Services)  
 

2. Objectives The objective is to monitor the Port Budget and the 

payment to contract bills. 

3. Duties & 
Responsibilities 

 Monitoring and Supervising the works relates to  
Sr.A.O (Bills) and in-charge of Compilation 
Section/Project Section/Budget Section. 

 Evaluation and financial vetting of various types of 
proposals. 

 Formulation and Financial analysis/feasibility of 
various revenue proposals. 

 Finalization of Accounts & Preparation of Port 
Budget. 

 Attending Tender Committee/Price Bid Meetings. 

 To control, supervise and superintend the 
functions of receipts, payments, disbursement, 
execution and planning of all financial functions of 
the Port. 

 Formulation of replies to Audit and Ministry 
queries. 

 Preparation of the monthly financial performance 
report of the port for management and Ministry. 

 Preparation of Monthly Plan and Non-Plan 
Schemes expenditure reports for Ministry and 
Indian Ports Associations (IPA).  Compilation of 
monthly accounts. 

 Preparation of Budget Estimates and Revised 
Estimates of the Port. 

 Preparation of working for filing application with 
director general of foreign trade, under foreign 
trade policy schemes and following up for 
obtaining duty exemption certificates. 

 Preparation of annual accounts, statement of 
income and expenditure with schedules and 
balance sheet of the port on annual closure of 
accounts. 

 Preparation of notes for seeking approval of the 
competent authority on different subject 
pertaining to books of Accounts. 

 Preparation of various statements for reporting to 
the ministry/management/IPA and when called 
for. 

 Review, scrutiny, rectification and reconciliation of 
general ledgers at regular interval. 

 

  



1 Title of the Job Dy. C.A.O(R) / CPIO  
 

2. Objectives The objective is to monitor all the revenue related 

matters and to forward the reply to the RTI Queries 

3. Duties & 
Responsibilities 

 Monitoring and Supervising the works relates to 
A.M(Finance- (Assessment/BAO/Rent), Assistant 
Manager (Fin- TA/MFA/RFA), Assistant Manager 
(Fin-Securities/Project). 

 In charge of all the RTI Queries relates to Finance 
Department. 

 Ensuring forwarding of RTI replies to the RTI 
applicant in prescribed time period. 

 Ensuring timely collection of all revenue due to the 
Port. 

 Ensuring timely passing of refunds to the Port 
Users. 

 Ensuring timely Post Audit and answering all 
Audit Queries. 

 Review of all arbitration and legal issues. 

 Ensuring closing of annual accounts for the 
revenue received for every Financial Year and 
Reconciliation of code within a prescribed period. 

 Monitoring of investment and treasury operations 
and management of different funds/cash 
balances of the Port. 

 Review of all arbitration and legal issues. 

 Closing all Audit query related Establishment, 
Revenue, Bills, PF and Pension Section. 

 Preparation of Rate Fixation Proposals of Port 
Scale of Rates. 

 Monitoring the staffs working in Securities 
Section. 

 Monitoring the   Fund position of the Port. 

 Monitoring maturity of all funds, investment of 
Surplus Funds and maintenance of Register for all 
such investments. 

 Monitoring of TDS on Investment. 

 Accounting for all related transactions. 
 

 

 

 

 

 

 

 



 

 

1 Title of the Job Sr. Accounts Officer (Stores & Bills)  
 

2. Objectives The objective is to monitor the work relates to Bills 

Section and Stores Section. 

3. Duties & 
Responsibilities 

 General Supervision of the work and overall in 
charge of Stores Bills, Contractor Bills and 
Medical Reimbursement Bills Section reporting to 
Sr. Dy. C.A.O(MS/EDP) & FA & CAO. 

 Checking and approving contractor bill payments 
& legal fees, CISF Salary, Contract Nurse 
Payments and Contract Engineers payment and 
hospital bills. 

 Processing online payments to the firms after 
approval of the JV’s and BPV’s 

 Sending Daily/weekly reports of payments/Bills to 
FA & CAO 

 Monitoring the expiry date of BG’s and sending 
intimation to the departments for 
extension/encashment of BG’s 

 Attending Proposals for new imprest cards, 
change of card holder, getting ratification from 
Dy.Chairman 

 Sending replies to Audit, Internal Audit and 
Vigilance queries 

 Sending Monthly statement showing TDS & GST 
details to the TDS cell and GST Cell 

 Uploading payment details in Gem Portral & 
Uploading expenditure details in PFMS portral 

 Monitoring Reconciliation of liability & asset code 
pertaining to contractor bills 

 Attending Tender committee meetings 
 

 

 

 

 

 

 

 

 

 

 



 

 

1. Title of the Job Sr. A.O. (Tax/Container / PPP/CCTPL/ CITPL/ KPL/ 
Establishment 

2. Objectives To objective is to monitor  the establishment 
section/Taxation Section. 

3. Duties & 
Responsibilities 

 Monitoring of Loan to M/s. KPL, Correspondence 
with M/s. KPL on other issues. 

 Monitoring the IT refunds due to the Port. Co-
ordinating with Tax Auditor to file IT return 
collecting necessary data in the prescribed 
profoma, for all correspondances relating to 
matters referred to Income Tax Department, 
Tribunal, Appeal and Committee on Disputes and 
other related work.  

 Monthly Remittance of Income Tax recovered 
from the employees / officers/ pensioner, 
contractor etc., to the IT authorities every month 
and attending to the correspondence relating 
thereto and co-ordinating with Auditors in this 
regard. 

 Filing of quarterly and Annual TDS return to IT 
Department.   Generation and issue of    Form 16 
to Employees and Form 16A to others. 

 Ensuring GST is collected from the charges which 
are liable for Tax at the rates   prescribed in this 
regard and remit the same to the GST Authorities 
within the prescribed time limit.  

 Scrutiny of all proposal mooted under PPP mode 
(Public, Private Partnership)  

 Scrutiny of Upfront Tariff Proposals and 
Reference Tariff Proposal for all PPP Projects 
prepared by the consultant. Furnishing of remarks 
on the proposal for according approval of TAMP. 

 Furnishing of Replies to Bidders on Finance 
related   queries on account of Pre-bid meeting. 

 Scrutiny of all Board notes proposed by the dept. 
concerned, seeking Board’s approval / 
Ratification. 

 Proposals related to CCTPL and CITPL are 
scrutinized. 

 Preparation of PPP Projects to be submitted to 
TAMP.  

 Monitoring all establishment matters. 

 Timely completion of all matters pertaining to 
establishment disciplinary proceedings and 
Vigilance issues. 

 Timely completion of employees’ 
grievances/representation/complaints. 

 Prompt follow up of status of Court Cases 
pertaining to Establishment matters. 



 Proposals pertaining to Appointment, Promotion, 
Confirmation, Declaration of probation of the 
employees and officers of the Department and 
making entries in the Service Sheet and other 
relevant registers and correspondence relating 
thereto. Implementation of amendments issued 
thereto from time to time. 

 Preparation of Gradation List every year duly 
updating the service particulars of all employees 
and officers of    Department and publishing the 
same 

 Works relating to writing Annual Confidential 
Reports and follow up action. 

 Preparation of Periodicals (Monthly / Quarterly / 
Half-yearly / Annual) and Nomination of 
employees / officers for the Training Programmer 
conducted by CHRD etc. 

 Preparation of Property Returns of employees / 
Officers and forwarding to Vigilance after done 
with. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

1 Title of the Job Accounts Officer Gr.I( Pension/ PF) 

2. Objectives The objective is to monitor the Pension /PF Section 

3. Duties & 
Responsibilities 

 Monitoring the work assigned to the staff of 
Pension Section/Provident Fund Section. 

 Settlement of Terminal benefits like Pension, 
gratuity and commutation of   Pension to the Trust 
Employees on retirement.  

 Settlement of Family Pension to the wife 
/dependent of the deceased employee/ 
pensioner.  

  Payment of monthly pension through ECS 
Authorized banks. 

 Processing and Payment of GPF Loans and Final 
Withdrawals to Employees. 

  Processing and Settlement of GPF Assets to 
Employees retiring on   Superannuation, VRS, 
and to Nominees of Deceased Employees.  

 Maintenance of NCPS Accounts for employees 
who have joined trust service    w.e.f.01.1.2004. 

  Monthly Bank Reconciliation pertaining to GPF, 
CPF and NCPS Accounts and   forwarding the 
same to RAO. 

  Monthly/ Annual Reconciliation of GPF/ 
CPF/NCPS Account. 

  GPF Interest Declaration and issue of Annual 
Accounts Slip to Employees. 

  Nominee Registration Maintenance.  

 Remittance of NCPS amount to the Insurance 
Agency. 

  Transferring Unclaimed Amounts for more than 
Three Years to Rev.A/c and   Redrawing the same 
wherever necessary after obtaining necessary 
Board Approval. 

  Recoupment of Board Contribution from Rev.A/c 
for NCPS Beneficiaries and issue of Annual 
Accounts Slips to Employees. 

 

 

 

 

 

 

 



 

 

 

 

1 Title of the Job Assistant Manager (Finance-Assessment / Rent / 
BAO)  
 

2. Objectives The objective is to monitor the Assessment/ Rent/ 

BAO Sections. 

3. Duties & 
Responsibilities 

 Monitoring the staff working in Assessment 
Section/Rent Section/BAO Section. 

 Auditing and Accounting of collection towards 
land Lease charges, Electricity, Water, Slipway, 
deployment of port fire service personnel charges 
etc., and subsequently outstanding dues if any on 
the above prepared and forwarded for perusal of 
HOD. 

 Ensuring the cargo related charges collected for 
the Import/Export Applications filed, as per the 
classification and rate specified in the scale of 
rates and imposing demurrage, penalty for 
delayed delivery beyond free days. 

 Ensuring the collection of Stevedoring charges. 

 Pursing payments towards refund consequent to 
the concession agreement entered into with port 
users like Hyundai, Concor, Oil companies etc., 

 Monitoring/ensuring filing of ITR of ChPT in 
consultation with Tax Auditor within the stipulated 
period and obtaining competent authorities 
approval for payment of Auditors fees and 
subsequently authorizing tax Auditor to appear on 
behalf of ChPT in Tax relates issued with tax 
authorities. 

 
 

 

 

 

 

 

 

 

 



 

 

 

 

1 Title of the Job Assistant Manager (Finance – RFA/Traffic Audit/ 
MFA) 
 

2. Objectives The objective is to monitor the RFA/Traffic Audit/ 

MFA Sections. 

3. Duties & 
Responsibilities 

 Monitoring the staff working in Traffic Audit 
Section/MFA Section/RFA Section. 

 Ensuring all the Import/Export applications filed 
have been audited properly. 

 Passing refund to the Port Users for the excess 
collected cargo related charges. 

 Ensuring collection of recovery from the port 
users, if any for the assessed Import/Export 
applications. 

 Auditing and ensuring the collection of vessel 
related charges, as per the classification and rate 
specified in the scale of rates and accounting the 
revenue under Income code. 

 Ensuring collection of recovery from the steamer 
agents, if any. 

 Passing refunds to the Port Users for the excess 
collected advance in respect of  vessel related 
charges. 

 Railway Charges and Freight Payments & 
Reconciliation of Railway Income and 
Expenditure Statement. 

 

 

  



 

1 Title of the Job Assistant Manager (Finance Securities/Investment):- 

2. Objectives The objective is to monitor the Securities Section. 

3. Duties & 
Responsibilities 

 Monitoring the staffs working in Securities Section. 

 Monitoring the Fund position of the Port. 

 Monitoring maturity of all funds, investment of 
Surplus Funds and maintenance of Register for all 
such investments. 

 Monitoring of TDS on Investment. 

 Accounting for all related transactions. 
 

 

 

 

1. Title of the Job Assistant Manager (Finance-Project): 

 

2. Objectives The objective is to monitor the Project Section 

 

3. Duties & 
Responsibilities 

 Monitoring and Supervising the works related to 
Project Section. 

 Evaluation and financial vetting of all proposal of 
all departments and submission of Finance 
Concurrence to Sr. Dy. CAO(MS) 

 Attending Tender Committee Meetings/Price Bid 
Meeting. 

 

 

 

  



 

 

1 Title of the Job Assistant Manager (Finance – Establishment) 

2. Objectives The objective is to monitor the Establishment Section 

3. Duties & 
Responsibilities 

 Monitoring the staff working in Establishment 
Section 

 Dealing with the Government OM pertaining to 
Establishment matters forwarded by Secretary 
and correspondence relating thereto. 

 Proposals pertaining to Appointment, Promotion, 
Confirmation, Declaration of probation of the 
employees and officers of the Department and 
making entries in the Service Sheet and other 
relevant registers and correspondence relating 
thereto. Implementation of amendments issued 
thereto from time to time. 

 Preparation of Gradation List every year duly 
updating the service particulars of all employees 
and officers of    Department and publishing the 
same 

 Works relating to writing Annual Confidential 
Reports and follow up action. 

 Preparation of Periodicals (Monthly / Quarterly / 
Half-yearly / Annual) and Nomination of 
employees / officers for the Training Programmer 
conducted by CHRD etc. 

 Preparation of Property Returns of employees / 
Officers and forwarding to Vigilance after done 
with. 

 Preparation of pay bill & supplementary bill of 
Officers / employees of Finance department. 

   Posting of leave particulars of officers 
/employees in the leave register 

   Calculation of OT/RD/HD and maintenance of 
Attendance Registers of   officers / employees. 

 Collection of dues from employees / Port users 
and thereafter remittance the amount to Rev.I 
account. 

 Timely completion of all matters pertaining to 
establishment disciplinary proceedings and 
Vigilance issues. 

 Timely completion of employees grievances / 
representation/complaints. 

  Prompt follow up of status of Court Cases 
pertaining to Establishment matters. 

  



1 Title of the Job Assistant Manager (Finance – All Paybill Unit / 
CDN/HBA) 

2. Objectives The objective is to monitor the Paybill Section/ CDN 

/ HBA 

3. Duties & 
Responsibilities 

 Monitoring the work assigned to the staff of all 
Paybill unit/Co-ordination Section/ House Building 
Advance Section. 

 Effecting of eligible payments to the serving 
officer/employees through NEFT. 

 Remittance of TDS to the Income Tax Authorities 
on or before 7th of succeeding calendar month.  

 Remittances to the Court’s of recoveries made 
from the judgement debtors amongst the serving 
officers/employees. 

 Remittance of recoveries made from the 
officers/employees towards dues to the 
Bank/Societies and Stores. 

 Statutory payments to the Labour Welfare Board. 

 Writing of Annual Confidential Reports in respect 
of all the Staff members working in Co-ordination 
and Pay bill Units/HBA. 

 All correspondence emanating from co-ordination 
and pay bill units is verified and finalized. 

 Ensure payment of LTC, TA & DA including 
composite transfer grant and Travelling 
Allowance on the eve of retirement of 
officer/employees if they are settling down in any 
other outstation, Tuition fees and Hindi incentive 
to the claimants. 

 Rectification of anomaly and any other pay related 
issues including encashment of Earned leave 
during service and Terminal Encashment and 
payment under Family Securities Scheme to the 
retirees. 

 Filing of Quarterly Income Tax Returns followed 
by Annual Returns and issuance of Form 16 to the 
officer/employees. 

 Grant of House Building loan to the Trust 
officials/staff.   

 Recovery statement sent to Establishment 
section for deduction in salary to those who have 
availed HBA. 

 After successful completion of repayment of 
principal and interest the Mortgage documents on 
the property is released and Small Family Benefit 
Fund is maintained towards adjustment of 
deceased Officials. 

 
  



 

1 Title of the Job Assistant Manager (Finance –  Cash/ Record/ 
Dispatch) 
 

2. Objectives The objective is to monitor the Cash/ Record/ 

Dispatch Sections 

3. Duties & 
Responsibilities 

 Collection of dues from employees/Port users and 
thereafter remittance the amount to Rev.I 
account. 

 Monitoring of all Tapals received in the Despatch 
Section for submission to FA & CAO and the 
same shall be marked to the concerned Assistant 
Manager(Finance). 

 Monitoring dispatch and distribution of the 
files/tapals received. 

 

 

1. Title of the Job Assistant Manager (Finance – Stock Verification) 

 

2. Objectives The objective is to monitor the Stock 

Verification/Despatch/Record Sections 

 

3. Duties & 
Responsibilities 

 Monitoring the work assigned to staff working in 
Stock Verification Section/Despatch 
Section/Record Section.  

 Writing off the shortages or taking excess into   
stock.  

 Condemn the items received at R.S.D. with the 
help of Stock Verifiers and ACOS (Dis). 

 

 

 

 

 

 

 

 

 

 



 

1 Title of the Job Assistant Manager (Finance – Budget & 
Compilation) 
 

2. Objectives The objective is to finalize the Annual Accounts and 

to monitor the Budget & Compilation Sections. 

3. Duties & 
Responsibilities 

 Monitoring the work assigned to staff working in 
Budget & Compilation Section. 

 Evaluation and financial vetting of various types of 
proposals. 

 Finalization of Accounts & Preparation of Port 
Budget. 

 Attending Tender Committee Meetings/Price Bid 
Meetings. 

 To control the functions of receipts, payments, 
disbursement execution and planning of all 
financial functions of the Port. 

 Formulation of replies to Audit and Ministry 
queries. 

 Preparation of the Monthly Plan and Non-Plan 
Schemes expenditure reports for Ministry and 
Indian Ports Association. 

 Compilation of monthly accounts. 

 Preparation of Budget Estimates and Revised 
Budget Estimates of the Port. 

 Preparation of annual accounts, statement of 
income and expenditure with schedules and 
balance sheet of the port on annual closure of 
accounts. 

 Preparation of notes for seeking approval of the 
competent authority on different subject 
pertaining to books of Accounts. 

 Preparation of various statements for reporting to 
the Ministry/Management/IPA and when called 
for. 

 Review, Scrutiny, rectification and reconciliation 
of General Ledgers at regular intervals. 

 

 

 

 

 

 

 

 



 

 

 

1 Title of the Job Assistant Manager(Finance-Bills):-  

2. Objectives The object is to monitor the Bills Section 

3. Duties & 
Responsibilities 

 Monitoring the work assigned to the staff in Bills 
Section. 

 In charge of all the stationary Items received from 
RSD.  

 sending Daily/weekly reports of payments/Bills to 
FA & CAO 

  Attending correspondences of medical 
reimbursement files to get approval of Dy. 
Chairperson. 

 Sending  Monthly statement showing TDS & GST 
details to the TDS cell and GST Cell 

 Attending Tender committee meetings. 
 
 

 

     *********** 


