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	JOB TITLE:
	BOOKKEEPER / FINANCE ASSISTANT

	CONTRACT TYPE:
	Part-Time

	HOURS:
	2 days (14 hours) per week

	SALARY:
	£27,000 per annum pro rata plus pension (full time equivalent)
(6% pension contribution)

	HOLIDAY:
	28 days annual leave plus 10 days public holidays pro rata


About Us
Lambhill Stables is a community owned charity in the North of Glasgow providing recreational, educational, training and employment opportunities. Our aims are to develop and deliver programmes of community-based activities in support of our provisions, to engage in viable and socially inclusive activity and to do so in a sustainable way.
About the role 
As an experienced Bookkeeper with proven track record, you will be responsible for the day-to-day administration of finance in relation to the charity and its projects.
It is essential that you are IT literate and have experience of Sage One / Xero and Microsoft Office applications. As part of a small staff team, you should be a team player and able to work with minimal supervision and possess a flexible attitude regarding whatever presents itself from day to day.
Please note: Experience, knowledge and understanding of charitable bookkeeping is essential.
Office hours are usually between 9am - 5pm Monday to Friday with half hour for lunch. The work pattern of the successful applicant will be negotiated with the General Manager but must facilitate the smooth running of the charity and its financial operations.
Reporting to the General Manager, accountant and Board of Directors you will possess the following skills and attributes.
Core Duties 
· Preparation and posting of sales invoices
· Posting of purchase invoices and monthly supplier reconciliations
· Processing of receipts and payments
· Preparation of monthly bank reconciliations
· Reconciliation of monthly management report
Other duties include:
Charity Finance
· Assisting with the day-to-day accounting using SAGE One or Xero
· Processing payments using the Charity’s Internet Banking System
· Depositing receipts at the Trust’s bank
· Management of petty cash
· Assisting with sales and purchase ledgers including for the two micro businesses within the Charity
· Assisting with management accounts and financial reporting
· Preparation of schedules for year-end examination/audit with support from the Trusts accountant
· Other finance/accounts related tasks, as required
· Assistance with financial data required for monthly report to Charity Board
Project Finance
· Assisting with the financial control and reporting for projects
· Assisting with claims for grants and submission of relevant claims/invoices
· Trust Finance Administration
· Word processing of documents/letters (Microsoft Office Word 2007)
· Maintenance of finance information filing
· Assisting the staff team with the preparation of the Annual Report
Key Skills Required
· General bookkeeping and accounting including use of Sage One or Xero including payroll 
· IT knowledge and competence
· Knowledge of accounting and reporting requirements specific to charitable accounting · Knowledge of accounts including year-end processes, statutory accounts, double entry journals and payroll.
· Understanding of banking processes
· Accounting systems and procedures
· Office management
· Communication skills
· Attention to detail
· Organisation skills
· Self-starter
· Ability to work as part of a small team
How to Apply 
Please download, complete application form or send your CV returning to admin@lambhillstables.org before 29th September 2026. Interviews will be held in person at a date to be confirmed.
11 CANAL BANK NORTH  LAMBHILL BRIDGE  GLASGOW G22 6RD
www.lambhillstables.org
www.facebook.com/lambhill.stables
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