
 

  

 POSITION: Finance Assistant 

  

  

BASIC INFORMATION  

JOB TITLE  
Finance Assistant  DEPARTMENT  Non-academic  

SUPERVISOR  Senior Finance Manager  

OBJECTIVES  

 

The Financial Assistant is a support role in the areas of financial management. Working 

closely with the Senior Finance Manager and non-academic team, the Financial Assistant 

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

Under the line management of the Senior Finance Manager, the Financial Assistant will 

support the Finance Administrator to ensure the daily functioning of finances including 

cash management, banking, 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.  

   

    
KEY RESPONSIBILITIES:  

1. Dealing with cash and bank business on a daily basis   

2. Maintaining daily ledger of cash transactions  



 

  

3. Safe keeping of petty cash and checking daily cash balance  

4. Preparing monthly bank reconciliations 

5. In charge of fapiao purchase from Tax Bureau and assisting in issuing fee fapiaos   

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

requirements   

7. Dealing with internal and external queries from staff and parents  

8. Prepare monthly salary overseas payment on a timely manner  

9. Other relevant tasks and supports  

      



 

  

JOB QUALIFICATIONS:  

BASIC  

QUALIFICATION  

Education  Bachelor’s degree   

Major  Accountancy  

Language  Fluent written and spoken English  

EXPERIENCE  Working 

Experience  

1-2 years accounting experience, ideally in a context 

that includes international staff;   Or Graduate 

Management  

Experience  

Experience of Microsoft Dynamics ERP  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.  

  

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.   

  

 

  

  

  


