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CAS Honorary Accountant Job Description
Not a Trustee Post (unless the post holder wishes  to be a Trustee) 
Task List 
Support   Honorary Bookkeeper  --- review  proposed  journal coding and posting of monthly coop trading account into Zoho online  bookkeeping package  
Control the General Ledger chart of accounts-open new ones, after discussion with Chair of Trustees,  as required in Online Zoho bookkeeping system
Review the preparation  and submission of quarterly VAT return to our filing accountants. (filing paid for, CAS does the return preparation-currently done by Hon Accountant, we hope our Honorary Bookkeeper will take on the return preparation with support) 
Prepare simple monthly management accounts for Coop trading bank account and present to Trustees with commentary  and analysis each month. (remote for most meetings, in person attendance  2-3 times a year would be highly beneficial)
Prepare statutory accounts for independent examination from the Zoho online bookkeeping package and folding in all bank accounts , liaising  with independent examiner as required and working with Chair to organise record types for testing by Independent Examiner. 
Help Chair of Trustees file the TAR and Accounts online each year with the Charity Commission.  
Working with Chair of Trustees, advise the Board  on any  breaches of internal controls, required mitigations and best practise going forward. 
Advise Board of Trustees on Financial Governance, Trustee Fiduciary Duties,  Risk Management (including who should be able to see what), and any other related matters. 


Person Specification What are we looking for?

Financial qualifications  or QBE , including audit 
Some exposure to charity finance  would be beneficial
A willingness to be available for advice and enquiries on an ad hoc basis
       A collaborative approach,--- confidence to support/challenge   constructively
       A love of animals
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