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Accountant & Bookkeeper   
Position: 

Accountant & Bookkeeper 

Reporting to: 

Managing Director 

Hours of work: 

7 hours per week

Location: 

417-419 London Road, Glasgow 
Term of Contract: 
One Year (with possible extension after first year) 
Salary: 


£30,570.00 FTE (£6,114.00 prorate)
Role Profile

We are looking for an experienced Accountant and Bookkeeper to join our team at WEvolution, a registered Scottish Charity. In this role, you will oversee the financial accounts, procedures and practices that will help set the standards of excellence for WEvolution as it scales its work across the UK.  

Main Duties & Responsibilities:

1. Input monthly income and expenditure into Sage and perform monthly bank reconciliations.
2. Assist the MD and the Board of Trustees with preparation of the charity’s annual budget.
3. Preparation of journals and monthly management accounts. 

4. Preparation of year end accounts on a timely basis including the submission of returns to  OSCR and Companies House. 
5. Preparation of costings for funding applications and completion of funding returns including maintaining grants register and monitoring of restricted funds. 

6. Ensure WEvolution’s financial practices are compliant with statutory requirements of OSCR and Companies House.  

7. Support the charity’s administrator in their finance duties including invoice and bank payments, authorisation, etc. 

8. Liaise with auditors around year end procedures.

9. Attend quarterly Board & Annual Members’ meetings to present the charity’s management and annual accounts. 

10. Work as part of the team and contribute to the achievement of its overall objectives.
11. Other ad hoc duties as required by MD and the Board. 

We are looking for someone who:

· Is an experienced accountant with a qualification in Accountancy, solid financial reporting and analysis experience. You should have a strong knowledge and background of using Sage.
· Is an independent worker - we are a small team spread over a number of locations and whilst we endeavour to work together, for most of the time, you will be responsible for shaping and driving forward this piece of work on your own initiative.
· Has knowledge of the context/experience of working within the charitable sector.
· Is an adaptable communicator – ability to communicate in relevant and concise ways. You will be engaging with a range of stakeholders: the team, Board members and the members of WEvolution. 
· Possess a creative and disruptive approach – we have prided ourselves in being a disruptive organisation and we are looking for someone who can embrace the challenge of delivering within this environment while bringing his or her own unique contribution. 

· Has a generosity of spirit – this role requires relationship building and often will require the person to walk the extra mile and go beyond the call of duty and we want someone who is able to do just that.

Our offer
· 8% pension contribution from WEvolution.
· 26 days annual leave (prorate) with an additional day for every year of service capped at a maximum of five days.

· Membership to `cycle to work’ scheme  

· Private Health Cash plan, Income Protection and Death in Service Insurance Plan

Recruitment process
· If all of the above excites you then please email a covering letter – no more than two sides of an A4 sheet - explaining your motivations for applying and why you feel confident in completing the main duties of this role plus a CV to info@wevolution.org.uk by 12noon on Monday 18th November 2019. 
· Shortlisted applicants will be asked to submit a video interview by Monday 25th November and from there the successful candidates will be invited to an interview in-person, in Glasgow on the morning of Friday 29th November 2019.  Please note this date is fixed. 
· We would look for the successful candidate to start as early as possible from mid December onwards. 
· If you would like to have a chat about the role, you are welcome to contact Noel Mathias (e: noel@wevolution.org.uk; t: 0141 550 3755). 

