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Accounts Assistant
18-month Fixed Term Contract

29 hours/week (some flexibility possible)

Part-time: £22,468 (pro rata £28k)

Would you like to join our small and friendly Accounts team?
We’re looking for an enthusiastic, committed person to join our small bursary team to carry out duties including:

· Preparing cashbooks

· Reconciling bank accounts

· Operating the non-conference sales ledger

· Assisting with the purchase ledger when required

· Administering college stationery orders

Essential skills and experience required: 

· At least 3 years recent (within last 10 years) accounts experience including computerised purchase and sales ledgers and knowledge of cash book processing

· English standard: spoken and written to GCSE (or equivalent) Grade C or above

· Good keyboard and numeracy skills – speed and accuracy

· Proficiency in Outlook and Excel 

· Proven ability to work accurately with attention to detail
· High level of integrity and the ability to deal reliably with confidential information
This fixed term position has the possibility to become permanent.
To see the full job description, and person specification, please see separate document.

To apply for the position, please email your CV (maximum 2 pages) with a short note explaining why you feel you meet our requirements, to hr@keble.ox.ac.uk 

Closing date:  noon on Friday 5th April 2024
The College is an equal opportunities employer
