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Cashier and Accounting Assistant
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Location: Beijing, China
Starting date: ASAP

ABOUT THE COMPANY:
ke s

This enterprise is a business advisory firm with a well-established presence in China for more
than 20 years. It is headquartered in Shanghai and has offices in Beijing, Guangzhou, Hong Kong,
London and correspondents in Dubai and in Italy. The group now employs more than 80
international and Chinese consultants fluent in English, French, Spanish, Portuguese, Italian
and/or Chinese. The enterprise is also a member of the International Fiscal Association (IFA)
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MISSIONS:
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e Visit bank, tax bureau, BAMR (Beijing Administration of Market and Regulation), and
other Chinese authorities;
FEUPERAT BiS R, dbR T e B B R A H A o [ BUR AT

e Asist in daily accounting and tax compliances (accounting entries and tax filing) under the
supervision of accountants;
TR E T, Bl H & STHRE S & (S v AL H k)

e Issuance of VAT invoices and submit payment requests in bank system;
TFEMERR S, FEERT RG-S RIE;

e Help to prepare documents to be submitted to the authorities;
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e Support oninternal admin issues for the office;
FFI o B N ERAT R 555
e Organize and binding accounting archives (accounting vouchers and accounting book);
B, FATRERETHEIE. STHIKER);
e Other temporary works required by the Manager.
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REQUIREMENT:
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e Bachelor’s degree or above, major in Accounting, Taxation or Legal is a plus;
AR UL BT, 2ih. B EaEA A,
e Fresh graduates or less than 2 years working experience;
N Je BNV AR R 2 4 DL TARE 5,
e Fluent in English is preferential (both written and oral communication);
G IR0 5 7 R8 (A SR AR
e Proficiency in normal office software (e.g., Excel, Word, Outlook etc.);
SAZRAE FH 5 FH 78 B4 (U0 Excel. Words Outlook %)
e Strong communication skills, committed to achieving goals, team cooperation ability and
initiative to work, problem solving attitude;
Bemrvaae 1, BUI TSR AN, A RINEERE M £ TAE, Mk BRASTE;
e With agile, clear, careful thought.
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APPLICATION:
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Please send your resume to: bj-hr@ccifc.org
EEEEBEREEmE: bj-hr@ccifc.org
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