
  
 
 
 
 
 

 

Account Assistant / Bookkeeper 

(Head Office, Batley) 

 

Job title: Accounts Assistant / Bookkeeper 

Status: Permanent  

Hours: Full time/Part time  

Responsible to: Operations Manager 

Salary: Negotiable depending on experience 

 

One Nation is a UK based charity operating in over 40 countries around the world, serving the 
vulnerable and those most in need. To continue fulfilling this commitment One Nation requires an 
Accounts Assistant / Bookkeeper based in our head office in Batley, West Yorkshire who will be 
part of a dynamic team. 
 
 
Roles and Responsibilities 
 

 Managing the credit control department 

 Running invoices, statements and letters to tight deadlines 

 Producing daily, weekly, monthly financial statements and reports 

 Oversee processing of donor website payments 

 Processing bank reconciliation for the bank account responsible 

 Monitoring all accounts receivable related email and telephone queries 

 Processing and reconciling credit/refunds 

 Manage any related tasks as required 

 Any other duties commensurate with the accountabilities of the post 
 
 

Experience and key skills required 
 

 Excellent communication skills – written and verbal 

 Excellent time management, the ability to work under pressure and work on own initiative  

 Excellent networking and influencing skills 

 Excellent knowledge of Microsoft, PowerPoint and Excel 

 Commitment to community and social development values 

 Self-motivated with the ability to work independently as well as part of a team 

 Good independent judgement and ability to challenge constructively 

 Tolerant of the views and opinions of others 

 Ability to work confidently with management and Board of Trustees  

 Ability to adapt to changing deadlines and priorities 

 Ability to multitask and prioritise work loads 
 

 



 
 
 
 
To apply for this role, please email your CV and covering letter to hr@onenationuk.org  You can also 
email for further information. Contact 0300 500 1000. 
 
The closing date for applications is 31st July 2021, although the position may close sooner if the right 
candidate is found. 
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