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Accounts Administrator Vacancy – Full time & Part time
We are a small expanding Time Attendance Management and Access Control company based in Winchmore Hill.  We supply, service and install basic and computerised systems all over the country for large and small organisations.

Some of our support and sales team work from home and are situated strategically around the country and linked to head office via the main central server.  Therefore, a good telephone manner and organisation / communication skills are essential for not only external customers but for internal personnel.

We are looking for a bright individual to work in the main office.  This job would suit somebody who has previous accounts experience within a small organisation, likes to have a wide variety of jobs, can work under pressure, good at prioritising their own workload and work on their own initiative.  

The ideal candidate must have a flexible approach and be willing to help out in all areas as the job evolves.  On occasion you may be required to provide cover and help for the main office, which is essential in the smooth running of the front end of the company.  

Guide to the range of duties that may have to be undertaken as follows: -

Main accounting procedures

Entering Purchase Orders/Invoices, Sales Orders/Invoices

Chasing Debtors and paying Creditors

Collating Delivery notes to purchase orders/invoices

Vetting New customer accounts and references

Banking for main accounts and Credit Card Payments

Bank Reconciliation including Credit Card & Petty Cash Accounts

Statements

Petty Cash

Company cars and mileage/expenses

Month/End of Year Returns, P11D’s, VAT

Service Agreement Contract negotiations

Stock Control for stores and Staff

Additional 

The candidate must have a reasonable level of PC Experience and be willing to learn new software packages.  Excellent opportunities exist for the right person to progress their skills within the organisation. 
Essential to the Role

Busy, hands-on and fast paced, so the ability to multi-task and work to tight deadlines is essential.  Previous accounting experience in a similar role is required.

Personal Attributes required

Clear concise friendly telephone manner, Self-Disciplined, Work on own initiative, Team Working, Accuracy and Flexibility.  Most importantly due to the nature of the role the candidate must be trustworthy & reliable.

[image: image2.png]over of Excellence in

Nationwide 60 Hoppers Road London N21 3LH 2 5 (Development,
Sales & Service Registered in England No: 1821134 VAT No: 415015303 ™ - supply of Time &

Attendance Systems





[image: image1.png][image: image2.png]