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HONG KONG CHINA DRAGON BOAT ASSOCIATION

2025-0515
Finance Manager

Major Duties

e Responsible to the General Manager on the management of full set of company
accounts, maintenance of daily income and expenditures, production of
financial reports and records, issue of demand notes and receipts;

e Draft estimates and budget proposals of the Association;

e Operate all company accounts and produce journals as required;

e Advise all staff on the accounting procedures, procurement policies and
guidelines;

e Maintain all payment vouchers and receipts be properly kept for audit purpose;

e Ensure petty cash be adequately used;

e Liaise with all sponsor organizations and agencies on all accounting matters;

o Coordinate with Honorary Treasurer of the Executive Committee on the
accounting matters of the Association; and

e Any other duties that are essential for the effective governance of the Secretariat.

General Requirements

e Accredited Associate Degree from a Hong Kong tertiary institution/a Higher
Diploma from a polytechnic university or polytechnic in Hong Kong or Hong
Kong Institute of Vocational Education or equivalent;

e A minimum of 4 years working experience in related field is preferable with
LCCI Intermediate or above;

e Proficiency in use of standard accounting software (MYOB is preferable);

e Good command of spoken and written English and Chinese (knowing
Putonghua will be an advantage);

e Good PC skills, including MS Windows and MS Office (Word, Excel);

e Practical problem-solving, leadership, and staff management skills;

e Self-motivated and effective interpersonal skills;

e Immediately available is preferred.

Salary
e HKS$28,507 per month

Interested candidates please email your resume, contact telephone number and email
address to hkcdba.recruitment@gmail.com on or before May 30, 2025. Please indicate
on the subject of the email “Application for Finance Manager”.

This post (Sports Executive) is subvented by the Leisure & Cultural Services
Department.

Applicants who are not invited for interview within two months may consider their
applications unsuccessful. All applications will be treated in the strictest confidence.
Personal Data provided by appointees will be used strictly for recruitment and other
employment-related purposes only.




