Title:
Connecticut Chinese Language Academy (CCLA) Financial Officer
Job Description:

To ensure CCLA fulfils its mission on a financially sound ground. 
 

During school registration period: collecting checks, check data entry into school's system, summarize, forward checks and summary report to Chinese Culture Center (CCC) Treasurer for bank deposit, ensure accuracy of the whole process.
 

Provide principal and CCLA Administration Team financial condition in a timely manner.  Including: revenue from class tuition, after school activity (ASA) tuition, school registration, duty fees, and other sources

Expenses: teacher pay, staff pay, classroom supplies, school event expenses, and other incidental expenses; report possible funding short fall or surplus to principal and school, and suggest solutions. 

 

Provide a school budget/plan at the beginning of the school year, interim finance reports, and a final financial statement at the end of school year.  

 

 

Requirements:

Basic understanding of accounting principle, balance sheet, and necessary business skills

 

 Hours estimated by year/week:

 

2 hours per week, heavily concentrated at the beginning and end of the school year.  

 

Working Hours:
2 hours per week
Starting Date:
May 2010
Contact Information:

CCC Education Committee
E-mail resume to:hr@ccc-ct.org or ccc.edu.committee@gmail.com
