
 

POSITION:  

ERP System Officer 

 

ABOUT US 

Wellington College China represents the marriage of traditional values and progressive 

education. Our Wellington values of Courage, Kindness, Responsibility, Respect and Integrity 

are as pertinent today as they were more than 150 years ago when Wellington College was 

founded. 

Our vision is to inspire pupils to become intellectual, independent, individual and inclusive: 

our Wellington identity. This will be based on a model of holistic education and pastoral 

provision that establishes the values and knowledge needed to be an effective global citizen. 

We aim to prepare pupils for success during and beyond life at the College by creating a 

caring, learning community that develops well-rounded individuals with strong values and the 

skills and identity to thrive in an ever-changing world. 

Wellington College China currently comprises colleges located in Tianjin, Shanghai and 

Hangzhou. Together they serve approximately 4000 pupils. The colleges are: 

Wellington College International Tianjin 

Wellington College International Shanghai 

Wellington College International Hangzhou 

Huili School Shanghai 

Huili School Hangzhou 

Huili Nursery Shanghai 

Huili Nursery Hangzhou 

Wellington College China is committed to making professional learning and personal 

development central to its ethos and approach. Wellington College China fully recognises its 

responsibilities for safeguarding children. Our safeguarding policy applies to all staff, governors 

and volunteers working in the school. 

 

 



 

Basic Information 

JOB TITLE ERP System Officer DEPARTMENT 
Wellington College 

China Central 

Office  

SUPERVISOR Director of Finance 

OBJECTIVES  

We are seeking a ERP System Officer to take ownership of and provide support for the 

ERP system, and also support the HR system.  

 

 

KEY RESPONSIBILITIES: 

1. Setup interfaces with related systems such as iSAMS, Office365 and others 

2. Maintain the testing-server (QC environment) and ensure its up-to-date 

3. Provide daily and regular system maintenance, incl. installing updates or patches 

4. Provide ERP system and HR system support and remote troubleshooting, serving as 

first point of contact for users seeking technical assistance over the phone or email 

5. Setup and maintain user profiles and permission levels 

6. Standardise data structures and system usage across schools  

7. Review and update approval workflows in system to reflect the latest group/school 

policies 

8. Create and set up database for new schools 

9. Handle internal enquiries in connection with ERP and HR system and provide support 

to all schools 

10. Investigate and train up for ERP reporting and analysis functions according to schools’ 

demands 

11. Closely work with Finance/Purchase for any further ERP development requirements and 

form the development documents for external engineers’ development reference 

12. Liaise with external ERP and HR system company 

13. Provide system training to finance and IT staff, and to other system users in general  

14. Define and implement group-wide best practices for data organisation and workflows 

across all legal entities managed in the ERP system 



 

15. Update and maintain the latest ERP system handbook and training materials to schools 

16. Any other ad hoc tasks 

 

JOB QUALIFICATIONS 

BASIC 

QUALIFICATION 
Education Bachelor's degree 

Major Finance, computer science or related major 

Language Native Chinese speaker and fluent in English 

EXPERIENCE Working 

Experience 
5-8 years relevant experience 

EXPERTISE • Adequate knowledge of Microsoft Dynamics AX, covering 

various modules such as GL, AR, AP, FA, Expense and 

Procurement etc 

• Complete experience in deployment of ERP system 

• Strong understanding of accounting knowledge 

• Strong team work spirit 

• Strong communication and problem-solving skills 

PREFERRED 

APTITUDES 
• International and bilingual school working experience is a plus 

• Working experience for Dynamics system development is a 

plus. 

• Cross-cultural working experience is preferred 

• Strong passion for the education industry 

• Strong track record of solving complex problems, strategic 

thinking and delivering significant impact 

• Personal Integrity, accountability and credibility  

 

 

 

 

 

 


