CLACKMANNANSHIRE CITIZENS ADVICE BUREAU

 Job Description
Job Title:

Bookkeeper 
Responsible to:
CAB Manager

Responsible for:
The operation of the bureau financial systems and procedures.

Summary of main responsibilities:
· Check and verify source documents such as invoices, receipts, computer printouts

· Allocate and post financial transaction details using SAGE 50 accounting software

· Prepare cheques, bank online payments and bank deposits

· Prepare and process monthly payroll and staff/volunteer expenses

· Assist with month end financial/management accounts Carry out monthly bank reconciliations
· Maintain relevant financial records

· Maintain internal financial control systems

· Preparation of financial reports for Board of Management (in association with Board Treasurer)

· Assist with budget preparation in association with the Treasurer to the Board of Management
· Assist with audit preparation and end of year accounts
· Payroll returns with submissions to HMRC deadlines

· Undertake any other reasonable duties as requested by the CAB Manager

BOOKKEEPER – PERSON SPECIFICATION
	
	COMPETENCIES

	QUALIFICATIONS
	· Good standard of general education

	EXPERIENCE
	· Proven work experience in general bookkeeping/accounts management
· Experience in using SAGE 50 software

· Experience in administering payroll & HMRC payments

	SKILLS AND ATTRIBUTES
	· Confidence in working with numbers
· A high level of accuracy and attention to detail
· Good spoken and written communication skills
· Good organisational and time management skills
· Team working skills
· Honest and trustworthy
· Respect for confidential information

	VALUES AND ATTITUDES
	· Commitment to team working

· Commitment to equal opportunities policies

	KNOWLEDGE
	· A working knowledge of Microsoft software and related packages

	OTHER
	· Willingness to work flexibly in response to changing organisational requirements

· A willingness to undertake training identified in collaboration with the Bureau Manager
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