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WENZHOU-KEAN UNIVERSITY

Job Description — Financial System Administrator

Department: Office of Financial Services Report to: Director of Finance

Responsibilities:

1.

6.

Conduct daily administration of the financial system to ensure the effective and
secure operation of the financial system. Monitor the disk space load, tablespace
and memory usage. Manage the user account and access, and conduct system
parameter configuration and modification.

Act as a liaison with the accounting software providers as assigned, and coordinate
with the version upgrade, patch updates, and troubleshooting. Communicate with
users for feedbacks, advise on system optimization solution, and coordinate the
implementation of system optimization.

Provide technical backup to users, and organize operation training sessions for
users on regular basis. Support the accounting practice that rely on the financial
system, such as data extraction, ad hoc query etc.

Responsible for data monitoring and risk control. Conduct data backup. Design
and implement system disaster prevention and recovery solution.

Communicate with other units of the university with regard to system integration,
and facilitate the data sharing without jeopardizing the security of financial data.
Other work as assigned by the Director of Finance.

Required Qualification:

1.

Graduate degree in computer science, information technology or other relevant
majors. Proficiency in Excel, SQL, MySQL and Linux, and strong data analysis skills.
CET-6 or equivalent, proficiency in both written and oral English.

Good communication skills and organization ability. Team spirit and ability to
collaborate. Ability to work under pressure.

Preferred Qualification:

1.
2.

Experience in ERP implementation or maintenance
Experience with Oracle



