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JOBDescription
Ref. No. 057a
Post
Accountant
RESPONSIBLE/REPORTING TO: 

DIRECTOR
Preparing quarterly management and financial accounts, performing account and book keeping audit, supervising the quarterly company VAT returns, supervise pay roll, prepare balance sheets and financial documents. You will ensure that all accurate financial documentation is maintained and recorded to meet regular Tory requirements. Ideally you will be ACCA Level 3 qualified or equivalent. Similar experience would be an advantage but not essential.
KEY RESPONSIBILITIES:

· Preparation of Monthly Management Accounts

· Preparation of monthly cash flow

· Forecasting and annual budget preparation

· Liaising with Site Managers with regards to monthly results 

· Year-end Statutory Accounts Preparation

· On-going Analysis for tax purposes and Year end Audits

· Bank Reconciliation

· Filing tax return

· Accruals & Prepayments

· Internal Audit

· Payroll

· Any other ad-hoc tasks required

· Raising invoices

· plans and oversees implementation of accountancy system and policies

· prepares financial documents and reports for management, shareholders, statutory or other bodies

· audits accounts and book-keeping records

· prepares tax returns, advises on tax problems and contests disputed claim before tax official

· conducts financial investigations concerning insolvency, fraud, possible mergers, etc

PERSON SPECIFICATION
 

· Previous experience within a finance based role

· Be a team player with the ability to work on own initiative

· Excellent communication skills

· IT literate (Spreadsheet, sage, accounting software etc...)

· Experience within a housing organisation would be advantageous
· Excellent attention to detail, time management and prioritisation skills.

· be available to start immediately

· accounting experience in a similar position and be able to demonstrate good numerical skills 
