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 JOB DESCRIPTION

Post Title
Bookkeeper / Payroll Administrator
Hours


Part Time, 21 hours per week

Salary 

(points 23 – 25) £21,950 - £23,340 Pro rata
Term

Permanent
Department: 
Payroll and Finance Services

Location

GCVS
Main Purpose of the Job

To provide a comprehensive wages service and bookkeeping service to all GCVS clients.
MAIN TASKS AND RESPONSIBILITIES

· To work in a team with other finance staff to provide a wide range of general payroll, finance and administrative duties.

· To be able to operate computerised and manual payroll systems.
· To be fully conversant with Xero and/or QuickBooks accounting packages
· To be fully conversant with SMP, SSP, R.T.I. and Auto-enrolment Pensions

· To process a high volume of salaries accurately from source documents and other data within prescribed timescales.

· To ensure that correct payments due to the clients’ employees, the statutory bodies and others are paid within agreed time frames.

· To manage Client’s payroll from date of new business to year end forms.

· To ensure Clients have sufficient cleared funds prior to releasing Payroll.

· To ensure payroll routine checklists are completed, signed off and passed to manager.

· To report any problems or errors to the line manager.

· To provide clients with information and support to assist the proper management of their accounts.

· To process through the ledger system authorised invoices for payment.
· To maintain Client’s ledgers accurately.

· To reconcile Clients Bank Statements accurately within prescribed timescales.

· To submit sales Invoices accurately within prescribed timescales.

· To ensure all purchase invoices are paid within prescribed timescales.

· To be able to prioritise workload to strict deadlines.

· To keep all relevant databases up to date.
· Have strong Excel and Word skills.
General

· To participate in regular supervision, annual appraisal, staff training and development programmes.

· To adhere to GCVS’s policies and procedures, particularly those relating to Equal Opportunities and Health & Safety at Work

Additional Information: 

    It is the nature of work at GCVS that tasks and responsibilities are in many circumstances unpredictable and varied. All employees are therefore expected to work in a flexible way when the occasion arises so those tasks which are not specifically covered in their job description are undertaken. These additional duties will normally be compatible with the regular type of work required by the post. If the additional responsibility or tasks becomes a regular or frequent part of the employee’s job it will be included in the job description in consultation with the employee.
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 PERSON SPECIFICATION

POST TITLE:  Bookkeeper / Payroll Administrator 
Essential skills for this post
· A minimum of two years up- to- date experience.
· Experience and knowledge of using both manual and computerised payroll systems (GCVS uses an in-house computerised system and training will be provided – however, experience of using computerised payroll systems is necessary).  

· Up to date working knowledge about the application of SSP, SMP, tax credits, student loans, pension plans, R.T.I. auto enrolment.
· Able to have full knowledge and understanding concerning ledger reconciliation.
· Able to reconcile bank statement accurately.
· Able to work as part of a team.

· Able to undertake an unsupervised workload. 

· Able to work to strict deadlines and work under pressure.               

· Ability to demonstrate problem-solving skills.

· Good verbal and written communication skills, able to build up a good working relationship with contacts.

· Able to employ a methodical approach to work practices and follow established procedures.

· Advanced Excel user

· A commitment to Equal opportunities and cultural diversity
Desirable

· Experience of working within the voluntary sector
· Experience using Xero /Quick Books 
· ONC in Accounting or equivalent

· Proficient in other MS packages

· Presentational Skills to client group.
Employment conditions
The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.

· Annual leave entitlement: 28 days per annum.  13.5 fixed public holidays.

· Reduced working week – (Full time - 32 hours)
· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.
· Based primarily at GCVS, The Albany Centre, 44 Ashley Street, Glasgow G3 6DS.
· References will be sought from previous employers prior to appointment.

Probationary period:
3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:
Contributory pension through Pension Trust 

GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance when joining the pension: 3 times your salary payable on death in service.

Flexi time; 
GCVS operates a flexi-time system.  Any additional hours or evening work required will be recompensed via flexitime. GCVS is committed to Work-Life Balance.
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