                                               Person specification

Essential

The post holder will: 

•     Be qualified by experience or AAT or similar qualification
•     Be able to work under own initiative and unsupervised.
•     Be a confident communicator with the ability to supervise staff.
•     Have a thorough grounding in all aspects of manual bookkeeping.
•     Be able to prepare annual accounts to trial balance stage, including  

      computing accruals, prepayments, and depreciation using accounting

      software, in preparation for independent examinations.
•     Be expert in Quick Books and Sage and willing to learn new software 

      packages.
•     Be familiar with MS office software and be administratively self serving.
•     Be able clearing up problem bookkeeping records, and be proactive in their 

      approach to the role and work in general.

Desirable

•     Previous experience of working within a practice or a charity with experience

      in charity accountancy.
•     Able to set up systems for staff to undertake independent examinations of 

      charities.
•     A sound understanding of the contribution that voluntary and community 

      organisations make to local communities.
•     An understanding of risk management and its implementation.
•     Able to handle any difficult issues with a client when necessary.
•     Experience of supervising staff.
•     Able to train clients and possibly other staff on the operation of these

      accountancy packages and troubleshoot problems arising on the software 

      from clients or other staff.
•     Capable of working on numerous clients’ affairs.
•     Able to do payroll and calculate PAYE for clients.
•     Able to prepare financial reports for clients including senior workers and

      trustees, including periodic management accounts.

