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TITLE:  Assistant Accountant     

)*-./0122

 

QUALIFICATIONS: 3)45 

1. Bachelor degree or above majoring in accounting or related majors. 
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2. Minimum 2 years in accounting related experience 

BC 2 DEF>?GHIJ 

3. MNC, accounting firm experience or finance consulting firm experience preferred. 
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4. Excellent communication skill both in Chinese and English 
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5. Organized, able to work under stress and target - oriented 
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REPORTS TO: Finance manager 
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JOB GOAL: Ensure adequate and secure funding, ensure payment process is timely, accurate and smooth: 
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RESPONSIBILITIES: �*)� 

1. Manage bank accounts and petty cash at hand. Ensure adequate and secure funding 
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2. Process bank transactions and coordinate with banks and other external parties for fund arrangement. 
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3. Checking the validity and accuracy of the payment requests in terms of approval sufficiency, as well as compliance 

with Chinese laws and regulations. 
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4. Processing approved payment request in designated ways. 
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5. Ensure the safety of the U-key and all kinds of bank notes comply with policy and process 
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6. Provide admin support to other Finance functions 
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WORK YEAR: Over 2 years GHD¿-2 D78 



	

	

WORK YEAR and Salary Scale: Salary Scale to be established by Head of School with approval of Board. 
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EVALUATION: Performance of this job will be evaluated by the admin performance appraisal system 

in accordance with Board Policies and Protocols. 
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NOTE: The above job description reflects the general requirements necessary to describe principle functions or 

responsibilities of the job identified and shall not be interpreted as a detailed description of the work requirements 

that may be inherent in the job, either at present or in the future. 

Ñj-8Ò�*)�ÓÔÕÇ�*Y;Öº`=)�Y×ÍÖ�:hØ`ÙÚ¹ÛÇ�*Ö�YÜÝÞÒ� 

 

Aligned with the recommendations of the International Task Force on Child Protection, we hold ourselves to a higher 

standard of effective recruiting practices with specific attention to child protection. 
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