JOB DESCRIPTION

APPLEBY

FINANCE OFFICER / ADMINISTRATOR

JOB IDENTIFICATION

Job Title: Finance Officer / Administrator

Reports To: Financial Controller in Hong Kong Office
Department: Finance

Location Shanghai

THE ROLE

Purpose:

The Finance Officer or Administrator is responsible for processing and posting financial transactions to our
accounting system for the HK and Shanghai offices.

Principal Duties and Responsibilities

Supporting the Hong Kong and Shanghai offices in various finance and administrative functions.
Reporting to the Financial Controller in the Hong Kong office;

Attending to all the financial side of the business in the Shanghai office including co-
ordinating with the external accounting firm to complete various local reporting, assisting in

banking matters, and assisting the local partner in various administrative tasks.

Co-ordinating with the HK finance team to complete daily accounting transactions, including the

following:
Recording of cash receipts on the firm’s accounting system daily;

Dealing with extensive range of queries and requests for assistance from the business in relation

to the preparation of bills, and posting of bills on a daily basis to the firm’s accounting system;
Processing of suppliers’ invoices and posting to the firm’s accounting system;

Daily posting of office and client bank transactions, and preparing bank reconciliations on a
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timely basis;
Assisting in the Finance month-end process and analysis reporting.

Any other duties that may be required from time to time.

Knowledge, Skills and Experience Required

Excellent verbal and written communication skills in English and Chinese (knowledge of

Cantonese would be an asset).

Currently holds, is working towards, or is interested in working towards a recognised

accountancy qualification or in a degree in Accounting/Finance;

4-5 years’ work experience in Accounting/Finance; and will consider candidate with less

experience if suitable;

Experience of using a law firm time-recording/billing system would be an advantage, however

full training on our systems will be provided;

Proficient in the use of the Microsoft Office suite of applications, specifically Word, Excel and

Outlook, and knowledge of AdEx system would be an asset but will train;
Attention to detail and the ability to spot and question data errors (words and figures);
Ability to prioritise workload and plan ahead to meet deadlines;

Willingness to overtime to meet deadlines and be flexible to work beyond normal working times

will be required;

9253461viapplebyglobal.com 2



LA : %

APPLEBY

W% FAE /AT BN R

T AE 5 iy 1 53

% W55 FAT/ATBON B
R Wl - EHpEAL
i Ik %534

R i

B

W 55 EARBAT BN S ST AL B A AN L3 A0S AR IR 55 22 2 T 4 Had IR BIBRAT T B 2 1 R 48

FER
in A PR AT 3 L0 2 A 1) 5 I 55 AT BUBARE

16 5 7 7 AL R I 55 i BT A

E PSR AN BRI W 55 TR 55, A S AR TS 55 B R ASE B Rl i, P AL BARAT S
B IF IS KN SERRAE AT ELAR

55 I 55 B A B W 58 B H R TR, L
FHANA MRS L RIS
AL P v 2 T B SR 25 7 T AP B AN B SR, IR ORI B K B A R/ 2 ih R G
AL BN ) A SR K L iR B A R 2 1 R S
FEHMEKIM A B R PRATAE S, IR HE R ARAT XK
B 55 AR AR L 7 B 75 5

oAt AN 75 2 A AR 5T

9253461v11



JIE AR : %

FrRmER . BREILK
LT IS Sk Je FTiiaERe 1 () AR EE LD

HAETFA IR BSOS I ST B s v/ W 552445

A 45 FR /M5 TAELY: MaE, BB ELREUDrIEEN;

ARV 55 ik i /v 3 R E L, (HARR 2RI mK R G5

BEMGRE I IN A B N FFER, FrilE Word.  Excel A1 Outlook, 1A AdEx R&GHIHESE, (HAH

IR AR

TEEAT, ARES KIS R R CUF AT

ARSI 2 AR, JFHRRT TR DL A2 55 IR

i LS BN e WIBR T INYE, I REAE 1L AR R4k RIE A .

9253461vlapplebyglobal. com2



