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Bookkeeper
JOB DESCRIPTION and PERSON SPECIFICATION
TITLE:
Bookkeeper
SALARY:
£28,165 pro rata
HOURS:



7 hours a week

LEAVE ENTITLEMENT:
30 days p/a + 10 days public holidays (pro rata) 
RESPONSIBLE TO:

Deputy Chief Executive Officer
Responsibilities
The Bookkeeper has responsibility for processing financial transactions, maintaining financial records and financial reporting. The Bookkeeper will be responsible for:
1. Implementing and maintaining effective financial processes and records
2. Maintaining confidentiality across the organisation, handling sensitive financial information with discretion
3. Participating in regular support and supervision sessions with the Deputy Chief Executive Officer
4. Attending internal and external meetings as appropriate to the post
5. Participating in an ongoing programme of training and continuing personal development where appropriate.

Duties:

	

	Finance Duties

	· Managing banking and cash handling
· Managing invoices and payments, maintaining appropriate authorisation processes

· Preparing and maintaining accounts via MS Excel for audit annually

· Reconciling petty cash, statements, invoices and payments

· Providing management accounts and budget reports as required

· Managing team re-imbursement and expenses claims

· Liaising with the payroll provider, ensuring accuracy around salaries, pensions, etc

· Processing new employee paperwork

· Working closely with our Accountant

· Effective diary management


	


	Other Duties

	· Attend regular supervision with the Deputy Chief Executive Officer

· Attend internal and external meetings appropriate to the post
· Participate in ongoing training and continued professional development


	


Person Specification
	Specification
	E
	D

	Finances

	Minimum of 3 years book-keeping experience
	X
	

	Relevant book-keeping qualification
	
	X

	A professional regard for reporting and accountability
	X
	

	Cash handling experience
	X
	

	Comprehensive IT knowledge and experience including utilising MS Excel, Word and Outlook 
	X
	

	Maintain security of data – filing, scanning and archiving financial records (GDPR compliance)
	X
	

	

	
	
	

	Other

	Awareness of issues in, and approaches to, violence against women and girls
	
	X

	Excellent communication and organisational skills 
	X
	

	Ability to take the initiative and work independently when required
	X
	

	High level of accuracy and attention to detail whilst maintaining deadlines
	X
	

	A co-operative and collaborative approach to team working
	X
	


