Drumchapel Citizens Advice Bureau 
 Job Description
Job Title:

Administrative Assistant/Book-keeper 
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 Quickbooks accounting software

· Prepare cheques, bank online payments and bank deposits

· Prepare and process monthly staff/volunteer expenses with the bureau’s accountants
· Assist the treasurer and accountants with month end financial/management accounts 
· Carry out monthly bank reconciliations
· Maintain internal financial control systems and records
· Assist the treasurer and accountants with preparation of financial reports for Board of Management (in association with Board Treasurer)

· Assist the treasurer and accountants with budget preparation in association with the Treasurer to the Board of Management
· Assist the treasurer and accountants with audit preparation and end of year accounts
· Assist and prepare payroll returns with submissions to HMRC deadlines and Pension Scheme submissions.  
· Develop and monitor the quality of office systems and procedures in use
· Assist the Manager and/or other staff with clerical and administration systems
· Control and co-ordinate all bureau correspondence with other clerical staff

· To share evening and weekend operational hours on a rotational basis with other paid staff. 

· Undertake any other reasonable duties as requested by the Manager
· Create, maintain and archive paper and electronic filing systems in accordance with the Bureau’s systems and procedures.
Undertake research work for the Manager and other staff as requested.  

BOOK KEEPER – PERSON SPECIFICATION
	
	Essential 
	Desirable

	QUALIFICATIONS
	· Evidence of relevant training/qualification.
	

	EXPERIENCE
	· Experience in general bookkeeping/accounts management

· Experience in using Quickbooks, or similar  accounting software
	Work experience in the voluntary sector.

Experience of developing new procedures and practices.

	SKILLS AND ATTRIBUTES
	· Effective numeracy skills with accuracy and attention to detail when working with numbers
· Good verbal and written communication skills
· Good organisational and time management skills
· Team working skills
· Honest and trustworthy
· Respect for confidential information
	Ability to recognise a need to review office systems and develop new ones.

Ability to research client records and documents.

	VALUES AND ATTITUDES
	· Commitment to team working

· Commitment to equal opportunities policies
	

	KNOWLEDGE
	· A working knowledge of Microsoft software and related packages
	Awareness of services provided by voluntary sector.

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

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


