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The successful applicant for this position will have the following attributes:

Experience

Essential

· Bookkeeping to Trial Balance

· Experience and in depth understanding of Sage Accounts Plus 2010 software 

· Management of bank accounts and cash flow

· Working with sole responsibility for accounts administration within an organisation

· Previous active involvement in the creation and effective maintenance of administrative, budgeting and financial management systems

· Creating and working with budgets

· Accounts reporting
Desirable

· Experience of working within a charitable or voluntary organisation

· At least part of a recognised accounting qualification

· Previous responsibility for a petty cash system

Skills and Abilities

Essential

· Bookkeeping skills to Trial Balance

· Strong computer literacy skills including proficiency in Word for Windows, spreadsheet and database operation 

· Ability to communicate clearly and concisely

· Excellent administrative skills

· Good English literacy skills and ability to compose own correspondence
· Ability to negotiate contracts to maximise cost-effectiveness
· Ability to work accurately to strict deadlines
· Ability to plan and prioritise workload and work under pressure

Personal Qualities

· High standards of accuracy and professionalism

· Responsible attitude

· Confidentiality

· Integrity

· Ability to use initiative and work independently

· Enthusiasm and sense of commitment

· Ability to relate to people with sensitivity and respect

· Calm nature

· Willingness to be a flexible, helpful member of the staff team

· Ability to work occasional out of office hours as required

· Commitment to supporting the work and development of the JDA
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