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JOB DESCRIPTION

PART TIME BOOKKEEPER
(2/3 DAYS A MONTH WITH SOME EXTRA DAYS FOR YEAR END AND BUDGETING)

The Wandle Trust (Charity number 109100) is an environmental charity dedicated to restoring and maintaining the river Wandle and its catchment (for more information go to www.wandletrust.org).
Remuneration package :  £15.00 - £25.00 per hour working as a freelance contractor
Equal Opportunities 

The Wandle Trust is committed to being an equal opportunities organisation.  We endeavour to promote equal opportunities and prevent both direct and indirect discrimination.  This applies both to service delivery and to our employment and procurement practices. 

Selection for this position will be based on our assessment of the applicant’s ability to carry out the various tasks and we will follow best practice in recruiting the person most suitable for the job.

Job Purpose

The prime purpose of this post is to assist the Director and the Trustees to effectively manage the organisation’s accounting function.  

Hours

Approximately 2 to 3 days a month with extra days at year end (June) and for budgeting.  The post holder will be required to work flexibly to ensure prompt responses to financial queries at any time.
Location

As a contractor you will be responsible for your own working arrangements, but will be required to travel to occasional meetings, most likely in the London Boroughs of Sutton, Merton and Croydon.
Responsibilities of the position

The bookkeeper’s prime responsibilities are the maintenance and efficient co-ordination of the day to day accounting function and procedures. The post holder reports to the Trust Director.
The tasks are as follows:
· Maintaining the accounting records for the Trust (including monthly update for income and expenditure transactions)

· Undertaking bank reconciliations on a monthly basis

· Preparing a draft annual budget for the Trustees approval
·  Monitoring income and spend against this budget on a monthly basis and providing reports to the Trustees and Director
· Monitoring cashflow and highlighting any issues arising
· Paying supplier invoices
· Processing sales invoices, receipts and payments
· Credit control
· Providing financial information for grant applications

· Processing expense claims

· Reclaiming  Gift Aid from HMRC on all donations
· General administration and filing of records and statements

· Preparing the draft year end accounts ready for inspection, such as income and expenditure and balance sheets
· Overseeing payroll although this is outsourced at present and recording transactions in the Trust’s accounting ledgers
· Giving financial administrative support to the Trustee responsible for financial planning
· Giving financial administrative support to the Trust Director
· Having an understanding of Charity VAT and taxation
· Liaising with the Independent Examiners
· Submitting annual returns to the Charity Commission and Companies House
PERSON SPECIFICATION


	
	Essential
	Desirable

	Experience in purchase and sales ledger functions
	√
	

	Experience in cashbook journals and bank reconciliation
	√
	

	Experience in preparing budgets
	√
	

	Experience in computerised accounting systems 
	√
	

	Knowledge of Word, Excel and databases


     


databases
	√
	

	A professional and helpful telephone manner
	√
	

	Methodical and organised approach to work
	√
	

	Honesty, discretion and confidentiality
	√
	

	Good attention to detail 
	√
	

	Problem solving ability
	√
	

	Self motivated but able to work with a small team
	√
	

	Good spoken and written communication skills
	√
	

	AAT qualified preferably to Level 3
	√
	

	Good understanding of  funding and grants
	
	√

	Knowledge of charity accounting
	
	√

	Experience of charity accounting
	
	√

	Interest in environmental issues
	
	√


The deadline for applications is Friday 24th February 2012

Interviews to be held week commencing 5 March 2012 in the London Borough of Sutton.

Appointment to post:  Immediate

How to apply:

Please send your CV by email to:

Erica Evans

erica.evans@wandletrust.org

