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Job Description: Cashier

pafiiARZ Job Responsibilities:

1. HERTSEBRR
1) SEEE(ITEBE, RETREEEARUSE, FREESAR, BIIRERERRIRESEXT.

2) EFCHGEINUTIASEE, RAVESBIMECIIEERER, RNEERAIRT, MEBIMUIE
I,

1. Fund Payments and Information Feedback

1) Organize payment documents daily, complete routine fund receipt and payment transactions in a timely
manner, and prepare a daily fund report to accurately communicate payment information to relevant

stakeholders.

2) Handle overseas fund receipts and payments, prepare necessary documentation in advance, submit them

to the bank within the required timeframe, and ensure the smooth processing of international transactions.

AEHTRESEETE, THIRTENSZSEK, REZSSEREK SR,
2. Fund Management and Allocation

Manage daily fund operations, execute interbank fund transfers, and ensure the reasonable allocation and

liquidity of funds.

3. RIFEMEFIAERASS TIE

1) 5 HR EER@ENE, REIEMTI/IMERTIRIIAN, FTMATRE. IR, HRBBRVEGN, LIKRINE
HUMEERETE.

2) BRTHES RKBAVRI T, HRKASIEERTE, FRHITES FEX.

3. Financial Work Related to Employee Salaries and Benefits
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1) Maintain close coordination with HR to ensure the timely disbursement of salaries for both local and
expatriate employees. Also, manage payments for housing funds, social security, taxes, and rent for

expatriate teachers.

2) Reconcile corporate credit card statements monthly, ensure accurate matching between statements and

payment documents, and process timely repayments.

4, MEEHEESZNS

1) SEHERLERENRRIESHRERE, MIEMSERE—EE.

2) BRFESIIMENR TR RIEK, EHEHINSIRTEREETR, HRWSEE.
3) TaEUK. HE. M. BBRAKENEIEREIE, o L& OA RITENT(E.

4) BAERITRITEIE, MFVUSERYIIHEE,

4. Financial Documentation and Reconciliation

1) Accurately match all payment receipts with payment documents daily to ensure consistency in financial

records.

2) At the end of each month, carefully verify the cash and bank deposit journals, accurately prepare the cash
and bank deposit reconciliation statement, and ensure the consistency between recorded and actual

balances.

3) Organize and manage invoices and receipts for utilities, internet, and phone bills, ensuring proper filing and

uploading to the OA system.

4) Regularly bind accounting vouchers each month and maintain systematic financial record archiving.

5. SMEHIMSIS TIF

1) hBIIMERITSIRITHT VIP TR0, FEUREEFRIIRS.

2) REFHMEFMLENRITIRENR, REEINEZMFIN A AN,

3) hENSMEZITEERFLL PRSI, IARFINEZIMRIT FSEIL.

5. Expatriate Teacher Support

1) Assist expatriate teachers in scheduling VIP banking appointments to provide convenient financial services.

2) Monitor the efficiency of salary payment processes to ensure smooth expatriate payroll transactions.
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3) Support expatriate teachers in financial matters related to resignation procedures as well as bank account

openings for new hires.

6. MIERLSTREICHR
faERAnA. YERI, YCPKFEER#ITIF, ANRISORMEMTIER.
6. Process Approval and Budget Reporting

Responsible for handling process approvals for Qianyan, YERI, and YCPK, while providing timely budget

execution reports.

{FBRESK Requirements

W55, SIHEXREWARIKRLLEFA,
1. Education Background

Bachelor’s degree or above in Finance, Accounting, or a related field.

2, IR2%

A 2 FUA L HEEZR TRRRE . 2BHNTIEME, SRERRTRSKMN. BicK&EcE, BE
TAETAFPRET —ERIRIEFEZSURRN, SERERAE NSRRI,

2. Work Experience

Preferably over two years of experience in a cashier or financial review position. Familiarity with cashier
operations, including but not limited to fund payments and journal entries. Practical experience in document

review, with the ability to quickly identify common document issues.

3. HIRFkEE

1) BEEFILAUSEMEINR, RANEESITHIMNUSHE, 2ENSEHE. RTEEFIS. XEMREH
THBFIFREESFTEMSIE, WARKTERSHEWSINE, BERRERESHEATERINES.

2) REERDREME, 40 Excel. Word &, BESSERIRIEIITEURERAMSENE, fErRZERIET, a7
FA Excel MHRIEEUEHITEIE. o, HEIFIMEUERISIRME.
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3) AERVSIY, MAR. €1FF, VM EHNRRHTREWRSLE. B, THRUSHGHhS5R
REFEZIBXRIINEE, WMBENRA. BN, BFRMERES, WIRERFTXIREHTIERGIE,

4) BEERIFINESREN, SBRiElSiRE. GRS, EEITEHMSEXIMERES. EFExS
BRAVIRENER, SEEMERSRSN, FIRMIRSEEHRE.

3. Knowledge and Skills

1) Solid foundation in financial knowledge, a strong understanding of accounting regulations and financial
policies, and familiarity with cash management and bank settlement procedures. This knowledge is essential
for accurately assessing whether financial documents comply with accounting standards, such as verifying
whether invoices meet tax regulations and whether expense reimbursement forms align with company

policies.

2) Proficiency in office software such as Excel and Word, with the ability to efficiently enter and process data.

Capability to use Excel for organizing and analyzing reimbursement data to assess financial reasonability.

3) Proficiency in financial software such as UFIDA (Yonyou) and Kingdee, with experience in cashier module
operations for daily financial transactions. Familiarity with system functions related to document review,

including data entry, queries, and approval processes, ensuring accurate processing of financial documents.

4) Strong reading and writing skills to accurately interpret financial reports, contracts, and other documents, as
well as to draft professional financial emails and reports. Ability to understand contract terms when reviewing

payment documents and assess whether payment conditions are met.

4, BEAEK

1) EEEGRAEFSURENITERE, RESERTIRIANERRIEKCIISS, HBIRIKSERT. ERRBREEE

Y, BEMERESHRNERERE, BRESIHERSFUSIRK.

2) HEBRIPIRIGHEREN, BEBSIRIT. MBSFERMIIURATRERSER IFINER TR TEINSENE.
EREEZIES, EAIER, ERSWSERNEE, THRISESR, REVERHER, MIRBEMERE
MEME. EFRIINGIETRAT, REBEMEAVSSEI, BERER, HPREFSIERR.

3) EEREERIREOMENEE, TIFARME, MERSE, - RETUSTCEINTSZTMERE, RT
WS, EERBREN, NEKBENESTE. Gt <EMERR.

4) AR DMIAESTEES, RS ERZBEREIEPNEAIEENILR, WBERESCEFRE. =
RS, FRERADITEHR~ERIRE, RHSEABRITE.

4. Competencies
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1) Strong numerical sensitivity and calculation skills, ensuring accurate financial transactions and
reconciliations. Ability to quickly detect errors or inconsistencies in financial amounts to prevent financial

losses.

2) Excellent communication skills in both Chinese and English, enabling effective coordination with banks,
tax authorities, and internal departments, including local and expatriate employees. Ability to communicate
financial matters clearly and resolve discrepancies during document review. Capable of articulating financial

issues clearly in external collaborations and addressing inquiries professionally.

3) Strong sense of responsibility and professionalism, with a meticulous and rigorous work ethic. Adherence
to financial regulations and company policies while maintaining strict confidentiality of financial information.

Accountable for the authenticity, legality, and completeness of all reviewed documents.

4) Keen observation and analytical skills to promptly identify potential risks during document review, such as
questionable document authenticity or missing approval processes. Ability to analyze root causes and

propose reasonable solutions.

5. BRI EFF

1) AABEEIEE, EERFHIBRERE, TEINECHFIARICR. EREFRZLFR, BFRINERKE, &
BRGNS, FRERERINAEN.

2) EERIFEINGIREH, sEBIRECSEMER Il IIFES. SRUEFEMSRUMRIIE, KA EHH
ZERIEYE, RIEVSEImET.

5. Professional Ethics

1) Integrity and strong professional ethics, with no records of misconduct or violations. Committed to
maintaining ethical standards in document review, rejecting any form of bribery, and ensuring fairness in

financial audits.

2) Strong teamwork spirit, actively cooperating with other departments to complete tasks. Ability to collaborate
with accounting and finance colleagues to ensure smooth financial workflows and timely processing of

approved documents.

Bt DIRRNERSRRMR TR TR INREEERSRAISMAER, FA BN IRHZ I RAFERfEA .

NOTE: The above job description reflects the general requirements necessary to describe principal functions
or responsibilities of the job identified and shall not be interpreted as a detailed description of the work

requirements that may be inherent in the job, either at present or in the future.



