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Finance Manager Job Description

Department: Finance

Band: Finance Manager

Reporting Accountability: : Head of School (HOS)

Scope of Responsibilities:

1. assist HOS in the preparation of the school’s budget and monitor financial activity over the
course of the fiscal year;

2. supervise Cashier, Finance Assistant, Asset Management Assistant, Procurement Specialist and
other Finance department staff;

3. oversee the purchasing of supplies, furniture, and other assets to maximize expediency and best
price;

4 . maintain an accurate record of all fixed assets;
5. develop internal control policy/procedures to mitigate financial risk;

6. provide financial reports, including pay statement, tax documents and annual reports as directed

and interpret financial information to the HOS and Senior Leadership Team (SLT) while
recommending further courses of action where appropriate;

7. assist the HOS and SLT in developing and monitoring a 5-Year financial plan for Sias IS;
8. oversee operations of the finance department, set goals and objectives, and design a framework
for these to be met;

9. create and manage proper accounting/operation procedures and manage the process, including
reimbursements, loans, payments, general accounting booking (accounts receivable, accounts
payable, and the general ledger);

10. maintain up-to-date personnel data for payroll, social security filing, insurances in conjunct with
HR staff;

11. create workflow procedures for processing local and foreign staff payroll, managing their
benefits, maintaining personnel pay information and reconcile payroll data;
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12. manage payroll changes and social security changes as required;

13. manage personnel insurance for Chinese and Foreign Staff, including local and international

medical/health and dental insurance, social Insurance for Chinese personnel, and other insurance-
related benefits;

14, manage all insurances for the school - property, public liability, student incident...etc; and liaise
with insurance company (-ies) to coordinate insurance claims and questions related to claims;

15, provide good service to staff and various school departments to support their daily operation
requirements;

16. other duties as assigned by the HOS;

Comply with the code of conduct in the child protection policy and the code of conduct for

non-smoking in the operational areas of the school district, etc.

Qualifications Required:

1. minimum of a Bachelor degree in Finance, Accounting or Economics;

2. professional qualification such as CFA/CPA or similar will be considered a plus;

3. familiarity with China GAAP and regulations; any knowledge of US GAAP will be Asset;

4. working knowledge of all relevant statutory legislation and regulations applicable to Sias IS;
5. a demonstrated understanding of financial statistics and accounting principles;

6. minimum 3 years relevant experience; work in an education environment, particularly in K-12,
will be considered a plus;

7. ability to guide and lead employees to ensure appropriate financial processes are being used;
8. excellent skill on Microsoft Office suite, Word, Excel, iOS; proficient user of finance software;
9. excellent English communication skill both in verbal and writing;

10, strong communication skills with both internal staff, parents and external customers;

11, preferred work in an education environment, particularly in K-12;

12, native Chinese speaker as well as proficient English language skills in speaking and writing;
13. demonstrated strong organizational skills, and analytical ability;

14 ability to work under pressure and to tight deadlines maintaining attention to detail and solving
problems;

15. team player with good interpersonal skills;

16. initiative, reliable, leadership and professional working ethic with strong interpersonal,
communication and presentation skills;

17. process, workflow and documentation development;
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18. personal qualities associated with Sias IS school-wide learner outcomes.

Sias IS is committed to the protection of all children and young people from harm.

Wt 55 42 3 g far i ik

BT 430
ARBR: 34

CTHEH: &K

BR#R:

1. B RK (HOS) & FRFHE, HAEMSFWEEMFIE;
2. WEMAR, MEBHE, FFECENE, RUEREAELMMEBITTEAR;

A 5
1l E

3. EEHEXE

PaSig
\Y

BRI . KEAREMEF, Uk R EMRFRENE;

54y
)

4. IR B R KT ER LT
5., #l® AMERBORME T, UHEMEMERE;

6. REEXRRHMSHE, EEITHRE, HEXHMELRE, ARKREEATHAN (SLT) A
MEES, HEELHBFHL-—FNTHFTE;

2\ Location ittt
Longhu Middle Ring Road and Chaoyang Road Intersection, Zhengdong New +86-371-88908999
District, Zhengzhou City, Henan Province, China admissions@siasinternationalschool.org

FRE TR E B AR AR K IE A P IREE SEAPHEE3E www.siasinternationalschool.org



.= RN X0 7R DX oo I H R F8 A 5530 F il

m SIAS INTERNATIONAL SCHOOL OF ZHENGDONG NEW DISTRICT, ZHENGZHOU

7. WK A E R AT H A AR B Sias IS Y 5 04T X
8. BEMAHITMEE, REERMES, FRITERUEZIX LB,

O, BlREFFHELMU/RERF, BHERH. T3, TR —Faibinx (UK. EAKR
FEIK) 5

10, EAAFRBIXBEEF RHFMAREYSE, QHEIE. HaREFTHRMRL;
1. BIRLEAMASNE R THF . FEEA . AR TG LI F 5 R0 TERE;
2, REFECEF KL 2RER 3 ;

13, #HFEMIERIHARRE, @FARMETET/EERTRHER, FE I TN R
B At PR e A8 < A8 A 5

14, TEFREARE, GFEMFRE, ARFTERR, FEFHREE; 55 RELF HRLHE
PR 2R TG A A K [P L

16, ARTAENFRMITR|RFHEMRS, HFRITNEFEEFK;
16, 7R K 2B oy 2 55

B LR RIS WATH RN 5B K AT AT A
RELER:

1, B4 48, 2HREFFARK L%,
2. ¥AHEWHEMIEE, 40 CFACPA = £ BIE 4 # 1k % ;
3, HEFESIHEN (GAP) frhlx M THEESIHEN (US GAAP) # 14 %;

4, B&PTHER T Sias IS A K EHEEN M T/ &R,

2\ Location ittt
Longhu Middle Ring Road and Chaoyang Road Intersection, Zhengdong New +86-371-88908999
District, Zhengzhou City, Henan Province, China admissions@siasinternationalschool,org

R E RS A AR TE AP RS K A R IR S SRS T 2 O www.siasinternationalschool.org



R X0 Fr A X T AT HA 9h 78 A 8 F 5 5F i

ol SIAS INTERNATIONAL SCHOOL OF ZHENGDONG NEW DISTRICT, ZHENGZHOU

5. W44 it An it B U A RN A

6. EVAIEMATHE; HHANGE (A EK12) W ITHEZBHMh %,

T, BB EMAR AT, AREAE LY HRAE;

8. # A Microsoft Office A&, @4 Word. Excel. i0S; #hZRHH 44 1
O, (hAMIEHEE S, BHFUKMBELREL;

10, SRR T, RKESHE A REFINMERE S

1. EEFRFR (FHRZK-12) B THEZBRM®E;

12, A& mA 0y 35 05 fo 6 H R IK A

13, B R AWy 4L R 8 A Fn AT B8 )

14, SR AT T, JFA R0 by B IR PR X 40 7 0y % i v Aok ) B0 B )
16, A B A& 1R A A RAT 9 A IR R Bt 5

16, R Es, &, REARRAFLELIHEME, EARBAGRKE, HRMEFHT;
17, B&RE, THEREMR TR EN;

18, BEMFEFKRFIRRMUMIAT

EEHAFART L EREAN TR FALEMED FRZGFo

e I
2\ Location ittt
Longhu Middle Ring Road and Chaoyang Road Intersection, Zhengdong New +86-371-88908999
District, Zhengzhou City, Henan Province, China admissions@siasinternationalschool.org

R E RS A AR TE AP RS K A R IR S SRS T 2 O www.siasinternationalschool.org



	Finance Manager Job Description
	Department: Finance
	Band: Finance Manager

