Senior Book Keeper


Community Accountancy Social Enterprise (CASE) is new project funded by Big Lottery at £100,000 a year for five years. CASE will be a division of Community Accountancy Self Help (CASH) for four years after which it will become a subsidiary company owned by CASH. CASH is a community accountancy charity, which formed in 1984. It has a staff of seven. CASH’s main role is training and coaching the staff, volunteers and trustees of small charities in financial administration and financial management. This reflects the “self help” aspect of CASH’s name. CASE will be marketed as a separate service for those charities that would rather pay for a bookkeeping service. 

                                                 Job Description

Purpose
•        In association with the Senior Accountant launch the Community  

         Accountancy Social Enterprise (CASE) and undertake back office 

         accountancy services including bookkeeping, pay roll, as well as 

         supervision of junior accounts staff and volunteers. Clients of CASE will 

         be predominantly charities. Community organisations and social 

         enterprises may also be clients. 

Staff
•        Provide advice to junior book-keepers
•        Undertake an annual training needs analysis and develop a personal  

         training plan.
•        To assist in developing a staff training plan for the junior book-keepers 

         and ensure that they are implemented.
•        Induct and assist new staff and volunteers with accountancy work.
•        Ensure that good quality is being achieved and that quality procedures 

         and checks are being followed.
•        Work with senior accountant to develop full cost recovery models.
•        Make recommendations to the senior accountant concerning the                                        

         procedures manual.
•        Ensure good health and safety, good customer relations and equal                                                  

         opportunities for staff, volunteers, clients and others.

Client 
•        Work under own initiative and unsupervised at client, CVS and CASH 

         premises on a number of charity organisations maintaining accounts

         records using either accountancy software packages or excel. 
•        Deal with clearing up problem bookkeeping records. Be proactive in   

         your approach to the role and work in general.
•       Train clients and possibly other staff on the operation of QuickBooks 

         and SAGE and troubleshoot problems arising on the software from 

         clients or other staff.
•        Provide technical supervision for Voluntary Community Organisations

         accounts staff and volunteers.
•        Be aware of costs related to the post and their relationship to the price, 

         and be able to budget for the cost of jobs.
•        Assist with marketing and outreach into hard to reach communities and 

         organisations assisting people with mental and physical disabilities.

