
 

 

 

POSITION: ASSISTANT FINANCE MANAGER  

 

ABOUT US 

At Wellington College Bilingual Shanghai, we appreciate that every child is a unique and able learner 

from birth. The heart of our vision is to ensure that Wellington College Bilingual Shanghai is the leading 

and most inspirational education provider in Shanghai. It is our desire to afford every child the 

opportunity of growth and fulfilment in a setting which imbues the Wellington Values: Kindness, 

Courage, Integrity, Respect and Responsibility.  

 

Wellington College Bilingual Shanghai represents a marriage of traditional values and progressive 

education. We know that excellent education provides children with an increased chance of success 

later in life, thereby contributing to creating a society where opportunities are abundant. To this end, 

we are seeking a team of motivated, dynamic and forward thinking professionals who will add something 

special to this exceptional setting.  

 

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

inclusive practice, the Assistant Finance Manager 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 
Assistant Finance 

Manager 
DEPARTMENT Non-academic 

SUPERVISOR Bursar 

OBJECTIVES 

The Assistant Finance Manager will provide leadership to ensure excellent financial 

management of the setting, which offers a bilingual education to Chinese and international 

students aged 2-18.  Under the line management of the Bursar, the Assistant Finance 

Manager will ensure that an adequate control structure is in place over financial 

management. Further, the Assistant Finance Manager engages in financial analysis in such 

areas as forecasting, budgeting, engaging in cost management, and reviewing operational 

performance.  The Assistant Finance Manager will also support Headmaster and Bursar in 

implementing overall strategy for Wellington College Bilingual Shanghai and work closely 

with other departments such as Operations, Admissions and Marketing from financial 

aspects as required.  

The professional image and conduct of this person is crucial in emulating the ethos of the 

setting. Reporting to the Bursar, the Assistant Finance Manager must operate in a timely, 

determined and effective manner at all times. Autonomous, dedicated, 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 the setting. 

 

 

 

 



 

 

 

 

KEY RESPONSIBILITIES: 

1. Responsible for financial reporting to meet both management and statutory 

requirements 

2. Responsible to manage cashflows and supervise over all financial transactions, including 

timely collection of fees and set appropriate payment terms for vendors 

3. Oversee daily cashflow management and prepare monthly cashflow forecasts  

4. Propose annual budget based upon institutional goals and planned admission targets 

under the guidance of the Bursar 

5. Prepare financial forecast and projections under the guidance of the Bursar 

6. Control and protect assets in the interest of the setting 

7. Prepare and analyse management reports on weekly, monthly and annual basis 

8. Interact with financial team to ensure that audit spreadsheets are maintained every 

month/year 

9. Provide financial analysis of various kinds of financial data, including the performance 

of the setting and prepare cost-benefit analysis for decision making 

10. Assist the Bursar with leading the improvement programs of the institution, measure 

success, identify gaps, and provide possible solutions e.g. cost management, financial 

sustainability 

11. Review tax compliance 

12. Co-ordinate with external auditors and internal auditors 

13. Ensures compliance with local financial and tax regulatory requirements. Carry out 

audits as needed for compliance 

14. Other duties as assigned by the Bursar  

15. Actively participate in any related training held by the setting



 

 

JOB QUALIFICATIONS: 

BASIC 

QUALIFICATION 
Education Bachelor’s degree  

Major 
 Finance, accounting or related subject 

 CICPA or any other equivalent 

qualifications will be privilege 

Language Fluent written and spoken English 

EXPERIENCE 
Working 

Experience 

 4 - 7 years of related experience, ideally in a 

context that includes international staff 

 Public firm (Big4) will be a plus 

Management 

Experience 

Experience of management of teams is 

required 

EXPERTISE  Have a good understanding of local tax and accounting 

regulations in China, including familiarity with VAT 

administration, overseas services administration and record-

keeping, and all other locally required filings 

 Experience of working in educational setting is preferred  

 Fluency in English and Chinese 

 Excellent organizational skills 

 Significant computer knowledge and have an expertise in 

Excel, Word, and aptitude to operate appropriate databases 

 Strong business sense and analytical skills 

 Rigorous approach to problem-solving 

 Ability to multi-task and prioritise 

 Ability to work to tight timelines 

 Able to work long hours and occasional weekends  

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. 

 

Applicants are invited to submit all relevant documents by the date stated below. 

Following shortlisting, candidates will be invited for interview within four weeks of 

the deadline date.   

 

Please submit CV and cover letter, together with an application form (available to 

download from www.wellington-shanghai.cn) in English and email to 

jobs.bilingual@wellingtoncollege.cn. Please note that any application with missing 

materials will not be considered.  

 

APPLICATION DEADLINE: THURSDAY 15TH DECEMBER 2016 

 

 

 

 

 


