Community Accountancy Self Help

Person  Specification

Community Accountant

The following are essential requirements for the post:

a) Three years full-time (or equivalent) book keeping experience in the voluntary sector.

b) Ability  to provide quality advice to Trustees and staff of voluntary organisations.

c) Experience of preparing final accounts (to pre-audit level)

d) Experience of computerised spread sheets and accounting software – Sage or Quick books.

e) Experience of preparing budgets, cash flows and calculating unit costs.

f) Understanding of and ability to implement equal opportunities within service provision and employment.

g) Experience of working in a team.

h) Ability to communicate effectively at all levels.

i) Administrative skills.

The following are desirable qualities:

j) Experience of the design, preparation and delivery of training courses.

k) A working knowledge of desk top publishing software and Powerpoint.

l) Knowledge of Charities Act, HM Revenue & Customs and Company legislation.

m) Ability to identify fund-raising and development opportunities.

n) An understanding of full cost recovery.

