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 (
Job title:
Finance and bookkeeping volunteer
)


Hope and Vision Communities is a small charity providing supported, move-on accommodation for people who have successfully completed residential rehabilitation.  We have a Christian ethos, where everyone can be loved and accepted with a sense of belonging, with the hope and opportunity of a new life.  We are growing to expand who we can help to other geographical areas. 
 
We are seeking a volunteer to help our team with reconciling day to day accounts and bookkeeping, as well as some controlling and administration tasks depending on availability. Our ideal candidate would also be able to compute our annual accounts ready for review by an independent examiner.
 
In return we will give you support to succeed, a great group of people to work with and the chance to make a real difference to the people we support.  


Working with:	Finance manager

Responsible for:	Daily bookkeeping as well as some administrative tasks

Key Relationships: 	Senior Team, Residents, Donors, other staff/volunteers 

Date: 	September 2026 


MAIN OUTCOMES OF THE JOB:
· Weekly reconciliation of the bank lines in our accounting system Xero
· Follow up on accounts payables and receivables

ADDITIONAL RESPONSIBILITIES
· Our ideal candidate would also have the qualifications and abilities to compute and produce our annual accounts.

Working conditions (e.g., hours of work, any travelling required etc):
· Approx. 2 hours a week for the basic reconciliations and looking after accounts payables and receivable balances – not set hours. A regular meeting with the finance manager would be ideal.
· Additional 3-4 days per year if you are able to compute our annual accounts.











PERSON SPECIFICATION

	QUALIFICATIONS & EXPERIENCE
	ESSENTIAL
	DESIRABLE

	Previous bookkeeping experience
	*
	

	Software : Xero (accounting) and Apron (invoice manager)
	
	*




	KNOWLEDGE, SKILLS & ABILITIES
	ESSENTIAL
	DESIRABLE

	Qualified bookkeeper
	*
	

	Charities Act 2011 Compliance: Understand and comply with the Charities Act 2011 and Charity Commission regulations. 

SORP Knowledge: Prepare accounts using the Statement of Recommended Practice (SORP). 

Specialist Charity Accountant: A specialist charity accountant is required to handle the unique requirements of charity accounts. 

Independent Examination: For charities with an income over £250,000, an independent examination must be conducted. 

DChA: The Diploma in Charity Accounting (DChA) is awarded by ICAEW to demonstrate competence in charity accounting and financial management. 

	
	*

	Confident in computer use 
	*
	

	Ability to present written and verbal information clearly, accurately and to a standard appropriate for external presentation and communication
	*
	

	Ability to establish and maintain information systems, keep accurate records and produce basic statistics
	*
	

	Ability to work well within a team and independently
	*
	

	Demonstrated commitment to the vision, mission and values of the organisation, including adherence to the Christian ethos
	*
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