
 

 

BOOKKEEPER & ADMINISTRATOR  
 

We’re looking for someone special to join our well-regarded, local business based in Stroud for 24 
flexible hrs per week! 

 
About the role: 

• Day-to-day bookkeeping including bank reconciliation, sales invoicing, purchase ledger and credit 
control 

• Preparation of job costings including allocation of labour and materials 
• Payroll and HR administration tasks including timesheets, recruitment and training 

• Management of company insurances and accreditations 
• Submission of VAT, CIS and pension submissions 

• Administration duties as required including social media, fleet management & health and safety 
• Cashflow preparation and management 

• Full training will be given but experience in a bookkeeping & accounts role is essential 
 

Our ideal candidate will be able to demonstrate a can-do attitude with the ability to multi-task in this 
varied role. You will also need to be organised and efficient, with proven experience in a bookkeeping 

role, and with a great working knowledge of Excel and Sage (or similar accounts package) 
 

Salary approximately £27,000 FTE (£17,550 pro rata) depending on experience and qualifications. To 
apply please send your CV and a covering letter to holly@mbeinstallations.co.uk 
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