
 

 

POSITION: CASHIER 

 

ABOUT US 

Wellington College Bilingual Hangzhou provides pupils access to an education rooted in the 

traditional values and the progressive approach to learning synonymous with Wellington 

College. The vision is to inspire pupils to become intellectual, independent, individual and 

inclusive; our Wellington identity. This will be based on a model that establishes a strong 

understanding of the rich and deep heritage and culture of China and being Chinese, while 

also establishes the values, aptitudes and knowledge needed to be an effective global citizen. 

We aim to prepare pupils for success during and after life at the College.  

 

Within a culture of shared vision, mutual respect, connection and belonging, open 

communication and inclusive practice, the Cashier will form an integral part of a close team 

who aspire to continually develop and evolve in their personal and professional development. 

 

 



 

 

BASIC INFORMATION 

JOB TITLE Cashier DEPARTMENT Non-academic 

SUPERVISOR Bursar 

OBJECTIVES 

The Cashier is a support role in the areas of financial management. Working closely with 

the Bursar, Finance Senior Officer and non-academic team, the cashier must possess the 

skill to work effectively, time-sensitively and professionally at all times.  

Under the line management of the Bursar, the cashier will support the Finance Senior 

Officer to ensure the daily functioning of finances including cashflows, banking, payments 

and provide administrative support within the setting. The professional image and 

conduct of this person is crucial in emulating the ethos of the setting. Autonomous, 

determined and professional behavior will be key features of the post-holder’s practice 

and these will be consistently demonstrated at all times. The post holder must be able to 

communicate effectively with team members and external agents involved in WCCHB. 

 

KEY RESPONSIBILITIES: 

1. Management all cash and bank payments, prepare monthly bank reconciliations, review 

supporting documents 

2. Maintain daily account of daily transactions 

3. Balancing the daily account at the end of each day 

4. Checking daily cash balance 

5. Issue billing and official tax invoices  

6. Issue receipts for payments received. Monitor collection of fees promptly.  

7. Issue refunds according to fee policy  

8. Post journal vouchers and generate timely general and accounting ledgers 

9. Maintain fixed asset register and low value consumables, ensuring that fixed assets are 

depreciated according to their useful lives. Conduct timely physical sightings of fixed 

assets 

10. Responsible for banking, taxation to ensure compliance with PRC regulatory 

requirements  



 

11. Summarises monthly income and expenditures 

12. Assist on implementing internal control procedures 

13. Provide general administrative support to customers including answering phones, 

arranging management meetings, preparing forms and payment voucher, ensure proper 

and complete documentation, filing, ordering supplies and other administrative duties. 

14. Assist supervisor with monthly cashflow forecast 

15. Assist supervisor in the preparation of statutory reports and management reports 

16. Carry out financial analysis as necessary  

17. Liaise with external agents as required  



 

JOB QUALIFICATIONS 

BASIC 
QUALIFICATION 

Education Bachelor’s degree 

Major Accountancy 

Language Fluent written and spoken English 

EXPERIENCE Working 
Experience 

2-3 years accounting experience, ideally in a context 
that includes international staff 

Management 
Experience 

Experience of accounting software is advantageous  

EXPERTISE  Experience of multinational company/education setting 
preferred  

 A minimum of two years’ post qualification experience 
 Fluency in English and Chinese 
 Independent and responsible 
 High integrity and honesty 
 Accuracy and attention to details 
 The ability to prioritise workload and meet deadlines 
 Excellent communication skills with a diverse range of people 

and interpersonal skills 
 Technology user skills sufficient to prepare reports in Excel and 

Word, and aptitude to operate  appropriate databases 
 Ability to work to tight timelines 
 Able to work long hours and occasional weekends for events 

PREFERRED 
APTITUDES 

 Demonstrating practice that represents the five core values of 
Wellington at all times (courage, integrity, kindness, respect and 
responsibility) 

 Excellent communication and interpersonal skills, proven ability 
to communicate effectively with different types of people and in 
cross-culture environment 

 Strong passion for the education industry 

 Proven ability to work with metrics, numbers and trends, and 
develop recommendations for action based on the analysis. 

 Personal Integrity, accountability and credibility 

 Strong mindset for continuous improvement to meet or exceed 
expectations. 

 


