JOB DESCRIPTION

POST TITLE:      


Bookkeeper/Payroll Administrator
LOCATION:



Lindley Adams Limited, Halifax
SALARY:

Dependant on Experience 
HOURS:



Minimum 24 hours per week 
RESPONSIBLE TO:

Practice Manager
JOB PURPOSE: 


To undertake clients’ bookkeeping and payroll requirements.
TERMS AND CONDITIONS:
All terms will be agreed by Lindley Adams and may be amended from time to time.


Successful applicants will be required to complete a three month probationary period.
KEY RESPONSIBILITIES
· Processing of Quarterly, Monthly, 4 Weekly, 2 Weekly and Weekly payrolls
· RTI submissions

· Ensuring clients’ automatic enrolment duties are being fulfilled, including pension contribution uploads

· Calculations for new starters, leavers, SMP, SPP and SSP
· Monthly and quarterly bookkeeping for a variety of clients

· Bank Reconciliations

· PAYE and CIS Reconciliations
· Submission of VAT returns

· Liaising with clients and client managers 

· Assisting the Practice Manager with the smooth running of the department.

DATA PROTECTION ACT

All members of staff are bound by the requirements of the Data protection Act 1998 and any breaches of the Act or of the confidential nature of the work of this post could lead to dismissal.

Training and Personal Development

The post holder must take responsibility in agreement with his/her line manager for his/her own personal development by ensuring that continuous professional development remains a priority.  The post holder will undertake all mandatory training required for the role.

General Points

This job description is not meant to be exhaustive.  It describes the main duties and responsibilities of the current post.  It may be subject to change in light of developing organisational and service needs, and wherever possible change will follow consultation with the post holder,

Person Specification

	Requirements
	Essential
	Desirable
	Assessed



	Education and Training

	Educated to GCSE level; 5 A-C grades, including Maths and English
Experience of using Microsoft Office packages.

Continued commitment to improve skills and ability in new areas of work.


	Bookkeeping and Payroll qualification

	Certificates/
Application Form

Interview

Interview



	Skills and Abilities
	Posses a minimum of 3 year’s bookkeeping and payroll experience
Sage 50 payroll and accounts experience

Ability to work in a team.

Competent user of Microsoft Office software.


	Experience of working in a busy accountancy firm
Experience of using Kashflow and Openbooks
Experience of CIS
	Application Form/ Interview
Interview

Interview

Interview

	Personal
	Able to work flexibly to meet the needs of the service and ensure a customer focused response.
A ‘can do’ approach.

Is open and honest and acts with integrity.


	
	Application Form / Interview


