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Drylaw Neighbourhood Centre


Job description


Job title:   Book-keeper
Responsible to:  Centre Coordinator
Salary:  £33,591 (pro rata £6,718)
Hours:  7 hours per week

The post is funded by the National Lottery Community Fund



Job purpose

The successful candidate will join a small team to provide services and activities for members of the local community.  The book-keeper plays a key part in helping manage the finances of the Centre, providing sound financial advice and support to the Centre management team and the Board of Trustees.

The book-keeper will normally be based in the Centre, but can work flexibly including working from home in consultation with the Centre Coordinator.


Key responsibilities

Implementing and maintaining effective financial processes and records

Recording of all income and expenditure using Xero package (cash accounting basis)
Fund accounting: monitoring and management of restricted funds (coding, tracking categories and fund reporting)
Monthly bank and petty cash reconciliation
Preparation of monthly, quarterly and year-end accounts.
Monitoring grants’ expenditure against budgets and reporting monthly to staff team/projects’ leaders
Assisting the treasurer and other staff to compile an annual budget for the organisation as a whole and for individual projects
Undertaking year-end processes and preparation of accounts for independent examination.
Managing digital filing on SharePoint and uploads of all weekly & monthly accounting documentation
Checking and entering petty cash slips on current Excel spreadsheet system
Preparing payroll data to send to payroll agent, checking payroll reports/ HMRC liabilities and posting payroll-related journals to Xero.


The successful candidate will have

Working knowledge of accountancy / book-keeping principles
Book-keeping qualification or demonstrable solid experience in a finance or book-keeping role in a charity setting.
Understanding of cash accounting (vs accruals accounting)
Understanding of unrestricted and designated funds.
Experience using accounting package (Xero or similar package)
Experience of Microsoft Office, in particular Excel within a finance and accounting context.
Cash handling experience (for petty cash analysis and reporting)
Experience of year-end accounts preparation for audit or independent examination.
Ability to take initiative and work independently



Knowledge and skills

The ability to work as part of a small team and on own initiative without close supervision
The ability to communicate effectively with a range of people from varied backgrounds
Good organisational and time-management skills
Excellent accuracy and attention to detail
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