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	Job title:
	Bookkeeper
	Position type:
(E.G. full-time, part-time, permanent, seasonal)
	Part-time, Permanent 
30 hours 

	Department:
	Accounts
	Hybrid working?
	Yes

	Location:
	Beaulieu head office
(John Montagu Building)
	Driving licence required?
	Yes

	Salary range:
	£30 - £32k (FTE) = 
£24 - £25,600 (Pro-rata)
	Start date:
	ASAP

	Study package avail.?
	Open to discussion
	Date posted:
	04/07/2025

	Travel required?
	Minimal - Occasional travel around the estate and to training courses
	Application cut-off date:
	[bookmark: _GoBack]18/07/2025


	Reporting lines:

	Report to Financial Director with no direct reports



	Purpose of the role:


	Provide an excellent and efficient bookkeeping service to Beaulieu Settled Estate. Ensure that all financial matters of the estate are administered in accordance with the required deadlines. 


	Qualifications
	Assessment approach


	Educated to A level standard or above 
	Essential
	Shortlisting

	AAT Level 4
	Desirable
	Shortlisting

	ICB (Institute of Certified Bookkeepers) qualifications
	Desirable
	Shortlisting 

	Other Bookkeeping vocational training
	Desirable 
	Shortlisting


	[bookmark: _Hlk135145059]Experience
	Assessment approach


	Experience in a bookkeeper (or equivalent) role in a similar organisation
	Essential
	Shortlisting 

	Knowledge of Key Prime
	Desirable
	Shortlisting / Interview

	Experience of administering partial exemption VAT
	Desirable
	Shortlisting / Interview

	Proficiency in accounting software such as QuickBooks, Xero, sage or similar
	Essential
	Interview

	Familiarity with monthly reconciliations and closing procedures.
	Essential 
	Interview 


	Skills
	Assessment approach


	Excellent organisational and time management skills.
	Essential
	Interview 

	High degree of accuracy and attention to detail
	Essential
	Interview

	Good communicator particularly with non-financial people
	Essential
	Shortlisting / Interview

	Strong skills in Microsoft Excel (formulas, pivot tables, data entry).
	Essential
	Interview 

	Ability to priority a varied workload 
	Essential
	Interview

	
	
	


	Attributes
	Assessment approach


	Understanding of the importance of confidentiality in financial data
	Essential
	Interview

	Independence and Initiative must be a ‘self starter’ 
	Essential
	Interview

	Ability to identify discrepancies and investigate/ problem solve errors. 
	Essential
	Interview

	Ability to communicate clearly with colleagues, vendors, and clients.
	Essential
	Interview

	
	
	


	Roles and Responsibilities 

	The BEL Finance Department provides services to all of the entities at Beaulieu. A full accounting (and Company Secretarial) service is provided to the following entities:
*	Beaulieu Enterprises Limited (BEL)
*	National Motor Museum Trust Limited (NMMT)
*	National Motor Museum Trading Limited (NMML)
*	Countryside Education Trust (CET)
*	Vintage Tyre Supplies Limited (VTS)
*	The Owners
*	Beaulieu Chattels Partnership (BCP)
*	Beaulieu Settled Estate
The above are inter-related but are not under common ownership.   There are four Limited companies, two charities and two private estates.  These straddle three different financial and legal regimes.

The Main Responsibilities include - 
· Produce Monthly Management Accounts for Beaulieu Settled Estate including all associated journals etc 
· Cash Book/Sales Ledger Cash Postings 
· Monthly Bank Reconciliation for Barclays & Coutts bank accounts 
· Produce weekly figures (Bank Statement balances) 
· Raise and distribute sales invoices 
· Raise and distribute rent demands 
· Process Maintenance & Woods timesheets (Internal recharges) 
· Produce recharge invoices 
· Credit control of sums owed to Beaulieu Settled Estate 
· Prepare and send the quarterly VAT returns 
· Prepare year end accounts 
· Prepare the annual budget for the financial year (April to March) 
· Prepare accounts for the ‘off estate properties’
· Ensure that all tax payments are made in July and January as required. 

The role will also provide internal cover for absences if required. 



	Reviewed by:
	Hazel Fenn
	Date:
	04/07/2025

	Approved by:
	Dean Daniels
	Date:
	04/07/2025

	Last updated by:
	Hazel Fenn
	 
	04/07/2025
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