R.E.A.C.H Ltd

JOB DESCRIPTION


Title:


Book Keeper
Location:

Head Office, Gerrards Cross
Salary:

£25,000 - £30,000 Depending on experience
Hours:
40 hours per week (Mon – Fri) 
Term:


Permanent (6 month probationary period)

Reports to:

Managing Director
Purpose of Position:

· Work with the accounts assistant to provide accounting, book keeping and payroll support service.
· Work closely with other departmental staff to ensure effective office working.  
Duties and responsibilities:

Administration

· The post is an integral part of the support team and works to the same common purpose.

· Maintaining strict security and confidentiality on matters being handled.

General

· Manage the accounts department and maintain full accounting records using Sage 50 accounts by checking and progressing the day to day transactions.
· Record receipt of DSS and personal allowance receipts.
· Maintain daily office petty cash undertaking a monthly reconciliation.
· Oversee the monthly invoicing and ensure follow up of non or late payments.

· Process supplier invoices received and pay relevant invoices at the end of the month by BACS.

· Collate company credit card receipts and analyse before entering in Sage 50 Accounts.

· Reconcile all bank accounts to Bank Statements.

· Process filing and document retrieval as required within accounts department maintaining efficient systems, strict security and confidentiality on items being handled.

Payroll
· Verify staff timesheets and calculate staff salaries using Sage 50 Payroll. Undertake pension assessment using Sage Pension Module and submit salaries to the Bank for payment.
· Complete RTI responsibilities on time.
· Complete analysis of salaries and input Salary Journal in Sage 50 accounts.

· Upload Pensions data to Workplace pension provider.
· Pay any employee attachments to the relevant authority.

· Pay Tax and NI to HMRC in a timely manner.
· Undertake Payroll year end producing P60’s and providing information to accounts for P11d’s
House Accounts
· Enter transactions from Bank and Petty Cash spreadsheet from each home.
· Making any enquiries on transactions where necessary and receive satisfactory replies.

· Reconciling the House Bank account, Petty Cash account and Personal Allowance code in Sage 50 accounts.

Monthly Management Accounts
· Set annual budget with the Managing Director and load in to Sage 50 accounts.
· Use a bespoke Excel link to extract data for Management Accounts for each home.

· Investigate variances from budgets on a monthly basis and report to Managing Director.

· Prepare Accruals, Prepayments, Deferred income and Accrued Income. Preparation to the accounts to trial balance for the annual audit. 

· Liaise with the auditors during the annual audit and when necessary throughout the year.

· Provide Financial Reports to the Managing Director on a monthly basis and when requested.

To carry out all other appropriate duties in line with your role as required by Head Office staff.

Other Duties

· To attend any Team and other internal meetings as requested

· To attend relevant training and personal development opportunities in order to fulfil the requirements of the post

· To adhere to all R.E.A.C.H policies and procedures and assist the organisation in developing, implementing and monitoring them, including Equal Opportunities and Health & Safety policies

· To carry out any other duties relevant to the post as directed by the Home Manager.
	Person Specification
	Desirable
	Essential

	Good working knowledge of English
	
	*

	Knowledge and experience of accounting procedures
	
	*

	AAT qualified is desirable but will consider candidates who are qualified by experience
	*
	

	Good knowledge and experience of Sage 50 Accounts and Sage 50 Payroll
	
	*

	Knowledge of Sage 50 Pension Module (Training can be given)
	*
	

	Good IT skills particularly Excel
	
	*

	Good communication skills
	
	*

	Methodical, accurate and good attention to detail
	
	*

	Good organisation skills and ability to prioritise workload to meet deadlines
	
	*
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