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Job Description: Bookkeeper

	Post Title:
	Bookkeeper

	Contract:
	Permanent

	Salary:
	£20.00 per hour

	Hours:
	6 hours per week

	Location:
	Remote with regular meetings at Bright Hope House to liaise with Finance Committee or Treasurer.

	Responsible to:
	Treasurer (trustee position)

	Leave:
	25 days per year plus Bank Holidays (both pro rata)



Overview of the role:
Bright Hope have numerous financial transactions that need to be recorded and reported regularly. This role is suitable for someone with some extra time on their hands and has the experience to help us out. 
Duties include but not limited to:
· Processing payments, invoices, income and receipts and entering data into spreadsheet. Filing invoices electronically.  Free Agent accounting software package is available.
· Paying in cash and cheques as required at either a Santander Bank or the Post Office and ensuring all is recorded on spreadsheet or on the accounting package.
· Preparing financial statements showing business income and expenditure
· Paying vendor invoices and tracking bank account balances
· Verifying the accuracy of business accounts and alerting the treasurer of errors
· Recording any inconsistencies to help the treasurer reconcile inaccuracies
· Developing monthly financial statements 
· Helping the treasurer with administrative duties and preparing yearly accounts

Experience required:

· A relevant AAT or ICB qualification
· One years’ experience as a bookkeeper or working in a financial setting
· Be proficient in using Microsoft Office
· Able to learn and adapt to new systems quickly 



Benefits:
· Reimbursement of out-of-pocket expenses
· Being part of a team working to make a real difference to local people
· There may be the opportunity for additional hours as the charity grows.


Additional Information:
For security purposes, the postholder will be supplied with a laptop and all documents will be stored on our SharePoint system (Microsoft).  All physical paperwork will be kept at Bright Hope House, not at your own personal address.
Due to the rural location of Bright Hope House and the need to deposit money at the bank/post office, the postholder will need to have access to their own transport, with Class 1 Business insurance in place. You will be entitled to claim for the mileage you incur whilst on business in accordance with the charity’s expenses policy.

This job description reflects the present position and is subject to review and alteration in light of future changes and development.
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