
VACANCIES AT CLAWS 
 

ASSISTANT ACCOUNTANT 
 

1. One Vacancy of Assistant Accountant (Veteran/Civilian) is available 
at Centre for Land Warfare Studies (CLAWS). CLAWS is an independent 
‘Think Tank’ under the army and function five days a week from 0930 hours 
to 1730hrs.  
 
2. Eligibility.  
 

(a) ESM NCO Clerk with proficiency in MS Office and Tally. He must 
be proficient in handling and maintenance of accounts. 

or 
(b)  Civilian with Bachelor of Commerce degree with Diploma in 
Computer application and having 05 years experience in the field.  
 
(c)  Proficiency in MS Office & Tally with 05 years experience. 
 
(d) The applicant must be proficient in handling and maintenance of 
accounts. 

 
3. Charter of Duties. The Assistant Accountant will be in charge of 
Accounts in absence of Accountant and function directly under the Deputy 
Director(s). He will ensure that accounts are maintained regularly as per laid 
down regulations and standard procedures, and precautions regarding cash 
and cheque books, etc., are being observed. He is responsible for all 
accounts, including those maintained by the PROMEX (audit only) and 
CUNPK. His charter of duties are as under:- 

 
(a) Assist the Accountant in maintenance of all accounts including 
FCRA Account. 
 
(b) Assist the Accountant to ensure renewal of deposits and fresh 
investments when funds permit, based on surplus. 
 
(c) Ensure that all CLAWS dues in respect of interest, brokerage, 
lease amounts and electricity charges etc are received and credited. 
Similarly, ensure timely deposit/payment of EPF/TDS/Property Tax. 
 
(d) Ledger and accounts journals are regularly updated and entries 
are reconciled through trail balances. 
 
(e) Assist the Accountant in reconciliation of ledger balance tally with 
Bank Statements every month. 
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(f) Obtaining yearly certificates for end balances and non – 
encumbrance audit. 
 
(g) Assist the Accountant in stock taking board of investment deposit 
certificates as on 31 March. 
 
(h) Assist the Accountant in preparation for audit, including Trail 
Balance, Balance Sheet, Income/Expenditure Statement and 
Schedules. 
 
(j) Ensure consultancy fee & honorarium of staff as per entitlement 
after authorised deductions. 
 
(k) Consultancy fee increments on due date. 
 
(l) Obtain approval and ensure payment of contractors bills after due 
scrutiny and sanction. 
 
(m) Safe custody of all accounts documents, including cheque books. 
 
(n) Submission of periodical reports and returns pertaining to 
accounts. 
 
(o) Assist the Accountant to ensure periodical audit of accounts. 
 
(p) Any other task assigned by the Deputy Director(s) which is in 
consonance, with the job of the employee.  
 
(q) The appointment can be terminated by either party by giving one 
month notice in writing.   
 
(r) For any shortfall in notice period, a sum at the rate of ‘half-day’ 
consultancy fee will be deducted for the duration of shortfall of notice 
period. To cater for this, a sum equal to ‘half-month’ consultancy fee 
will be kept as security money which will be collected in three equal 
installments out of consultancy fee. 

 
4. Consultancy Fee.      Rs 22000/- 1000/- 28000/- per month. 
 
5 Requested to forward suitable Bio-data by 02 August 2021 at 
claws.adm@gmail.com and director.claws@gmail.com. Exact date of 
interview will be intimated later.  
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