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HR{uzifiBl: HSKkM{dait (FRERFEHR)
Job Description: Tax & AP Accountant (part-time)

FVER T FTE: 2025 £ 5 52 2025 F10 F, 26 75,

BR{sr#ki®/Position Summary
WS ERNER R, FHRREDERIA, RIBEOTAEW, RATHRIERR,

Member of the accounting team. Ensure timely and accurate accounts booking. Accounts analysis and follow

up. Timely tax clarification.

<I{iERE5/Responsibilities
1. 1IEK: REMMREBABERENEZESRBEANGE, WEMESN WA TERNA ZFTFRERIE, RIE
AR EE N FLSLRIA T ARAN TS D T EFIERR I SEEEM E. BERFMBNFAKEEIHERSE.

Accounts booking: Review payment requisition form and communicate with requesters. Deal with invoices of
AP with good regulatory knowledge and full understanding of business background. Ensure all payments are

accurately recorded in accounting system on daily basis.
2. RIBDWTRERE: FRSZBRREIRKEAIFRSIKER LAY MR BERRIE, ZREK.

Accounts analysis and follow up: Provide detail analysis on school’s current accounts (except accounts

receivables and advance tuition received from student) and follow up on monthly basis.

3. YATRERTR: HRIRFTARMSRATERRICR, BRI,

Tax clarification: Ensure all taxes are timely and accurately recorded, declared and paid.
4. FEIBEN. BAFEREREGER, BT S ERZEMEREMFARBE TN, RETEFENEAR, #HR
B

Familiar with the VAT, CIT and other tax regulation and could apply the regulation to ensure compliance and
apply for tax saving if any opportunity. keep self-updated with the new regulation on time to ensure

compliance.
5. EEEFEXMKSEIEF BN BRI TH TRE SRR ~.

Relevant fix asset accounting treatments and assist PM team to carry out fixed asset stocktaking.
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6. MBEEREFELHRIEM T(F.

Ad hoc tasks required by the Supervisor and Finance Manager.

{EEREHE/Qualifications
1. FIBRARRUEZR, 2%, UWSEESHEXE, B2ITNIEEREIE;

Bachelor degree or above, major in accounting, financial management and other related majors; obtained

accountant certificate,

2. & 3 FYSHEXITEER, = 2 FHEER;

Minimum 3 years in accounting related experience, minimum 2 years’ tax experience;
3. MFBRIPEUEDIERE

Excellent communication skill both in Chinese and English;

4. XSRS ES ERP RFEHLTEIE,

Familiar with KD system or other ERP system is preferred;

5. BFHE, RN T IIFFEEEBER,

Organized, able to work under stress and target-oriented;

Bt DIRRNERSRRMR TR T EINREEERSRAISMAER, F RN ARHZ IR FERfEIR.

NOTE: The above job description reflects the general requirements necessary to describe principal 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.



