Accounts and Administration Manager
BASED: near Callington

Our client is a local business with a 1.5 million turnover with one major client South
West Water, and 2000 / 2500 other clients a little smaller. They provide a service to
other local businesses, particularly in recycling and agricultural waste management.
The business advises, supplies, removes, provides regular services and other
additional linked professional activities.

RESPONSIBLE TO:  Managing Director

MAIN DUTIES:

Organising and running the office side of the business, but primarily the role is
accounts and supervision of administration delegated to two further staff in the
office.

e Running the day to day accounts processing using Quickbooks linked to database
(this software will be replacing the existing VT system)

e Completing payroll monthly, self-employed and contractors, or invoiced by
contractors

e Completing quarterly VAT return

¢ Overseeing payment of purchase ledger and processing

e Overseeing sales ledger processing

e Liaising with staff regarding time sheets and payroll

e Credit control with clients, on a customer service basis

¢ Budgeting and cash flow priorities and negotiating continued supplier contracts

e Working with the MD on tenders, quotes and continued added value

¢ Enjoying running an office with a great degree of autonomy and decision making
to the right person

SALARY: £20,000 per annum

WORKING HOURS: 40 hours per week
8am-4:30pm or 9am ¢ 5:30pm
The client can be flexible with working hours.
The office hours are 8am ¢ 6pm



