
Role: Experienced Bookkeeping Professional (Full time). 
 
A covering letter detailing how you meet the job description must accompany your CV. Any CV's received 
without a covering letter will automatically be rejected. 
 
Application deadline (covering letter and CV): Monday 21st October, Midday. 
Interview date: Thursday 24th October 2019. 
 
Location: Heelan Associates Ltd, 8 The Briars, Waterlooville, Hampshire. PO7 7YH. 
Contract type: Full Time, permanent, employed. 
Salary: £ - Dependent on experience. 
Benefits: Flexible working environment and access to an Employee Assistance Program (EAP). 
Hours per week: Monday to Thursday 09:00 – 17:00 and Friday 09:00 – 16:00, 36.50 hours per week. 
 
Job Purpose: 
 
At Heelan Associates we are passionate about business. Our team of accounting professionals are 
commercially focused. Putting our client’s needs first, our mission is to use our years of experience and 
skills in accountancy to create a personalised service that helps businesses to realise their potential for 
growth. 
As part of a team of 15 colleagues providing accountancy and business services, we are looking for an 
experienced bookkeeping professional to support our ever growing bookkeeping department. This role is 
key to supporting our current bookkeeping needs as well as ensuring that our client’s requirements are 
met within the stringent deadlines with efficiency and accuracy. 
 
Key responsibilities: 
 
 Reconciliation of all ledger, bank, credit card, cash and various other control accounts etc. 
 Processing of VAT submissions. 
 Data entry across a variety of platforms. 
 Posting of journals. 
 Reporting to client via email, telephone and face to face contact. 
 To maintain electronic filing of reports and records. 
 To provide excellent client care both on the phone and in person. This will include answering 

incoming calls, greeting clients and welcoming them into the office, offering them refreshments and 
showing them in and out of the building. 

 To participate in activities necessary to support the smooth running of the office environment. 
 
General duties and flexibility: 
 
To willingly undertake any other tasks as reasonably requested by line managers and comply with all 
employee policies and procedures of Heelan Associates. This job description is indicative of the range of 
current duties and responsibilities for the post, it is not comprehensive. 
 
It is inevitable that the duties will change to reflect the evolving needs of our business and it is essential 
therefore that it is regarded with a degree of flexibility, so that needs can be met. All changes will be 
discussed with the post holder. 
 
Person Specification: 
 
Essential: 
 Educated to AAT Level 2 (minimum). 
 A working knowledge of Xero. 
 Excellent IT skills (Word and Excel as a minimum). 
 Excellent standard of written and verbal communication. 
 GCSE Math and English grade C (or new/old equivalent) or above. 
 A good understanding of the double entry system. 



 
Desirable: 
 Knowledge of QuickBooks. 
 Knowledge of Receipt Bank. 
 Background of CIS knowledge. 
 Knowledge of MTD. 
 
Personal Attributes: 
 
 Able to work to tight deadlines both internally and HMRC imposed. 
 Excellent attention to detail. 
 To be able to communicate at all levels, across the company and to clients directly. 
 Well-presented and dresses appropriately for an office environment with a friendly and positive 

attitude. 
 Self-motivated and confident to ask for help if needed. 
 
If you feel this role is for you, please contact us here, or at the above address with a letter/email outlining 
why you feel you would good for the job, and a little information about you. 
 
Please do not send just your CV. CV’s received without a covering letter will be rejected. 
 
If you have any questions in advance on the role, please don’t hesitate to call. 
 
Mrs Samantha Heelan (HR Manager). 
Heelan Associates Ltd, 8 The Briars, Waterberry Drive, Waterlooville, PO7 7YH. 
Telephone: 02392 240040 
samantha@heelanassociates.co.uk 
www.heelanassociates.co.uk 
 
 
 


