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Confidentiality 

In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive 

information in relation to their health and other matters. They do so in confidence and have the 

right to expect that staff will respect their privacy and act appropriately. 

In the performance of the duties outlined in this job description, the post-holder will have access 

to confidential information relating to the Practice as a business organisation. All such 

information from any source is to be regarded as strictly confidential. 

Information relating to patients, carers, colleagues, other healthcare workers or the business of 

the Practice may only be divulged to authorised persons in accordance with the Practice 

Job Description 

Role Details 

Job Title: Practice Bookkeeper / Accounts Assistant
Hours: 16 Hours per week 

Salary Grade: £24,000 per annum pro-rata 

Primary Location: Maude Street and Helme Chase Surgeries 

Responsible to: Practice Business Manager 

Responsible for: Financial Accounting and Ledger Maintenance 

Role Responsibilities 

The successful candidate will undertake book keeping principles and understand day to day 
financial transactional requirements, including data entry and understanding Profit & Loss sheet. 

Key Role Requirement Responsibilities 

(a) Maintaining the Practice Accounting software (QuickBooks), with correct allocation of data
entry for all income and expenditure, in accordance with the Practice accounts hierarchy.

(b) Processing payment of invoices in accordance with Practice terms, managing creditors.
(c) Reconciliation of income
(d) Reconciliation of bank accounts, petty cash and business cards
(e) Production of routine management reports
(f) Liaising with Accountants, in particular in relation to Annual and six month accounts.

The James Cochrane Practice 
 Helme Chase and Maude Street Surgeries, Kendal. 
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Policies and Procedures relating to confidentiality and the protection of personal and sensitive 

data. 

. 

Health & Safety 

The post-holder will support, promote and maintain the Practice’s Health & Safety Policy and 

Procedures and the Practice’s Infection Control Policy and Procedures. 

 
Equality and Diversity 

The post-holder will support, promote and maintain the Practice’s Equality & Diversity Policy. 

 

Person Specification 
The person specification provides a list of essential and desirable criteria (skills and competencies) that 
a candidate should have in order to perform the job. 

 
Each of the criteria listed below will be measured through; the application form (A), a test / exercise (T), 
an interview (I), a presentation (P) or documentation and certificates (D). 

 

Criteria: Qualifications Essential 
or 

Desirable 

Assessed 
By 

Good standard of education with 5 C/GCSE’s or equivalent Essential A D 

Hold a minimum of AAT Foundation Certificate (Level 2) Essential A D 

Evidence of continuing professional development Desirable A D 

 

Criteria: Experience Essential 

or   
Desirable 

Assessed 
By 

Knowledge/Experience of QuickBooks Desirable A I 

Experience of working in a similar role Desirable A I 

Experience working in a data management role Desirable A I 

Experience of building searches and producing reports Desirable A T I 

 

 
Criteria: Knowledge Essential 

or   
Desirable 

Assessed 
By 

Understanding of Primary Care Services Desirable A I 

Knowledge of confidentiality in the workplace/information governance Desirable A I 

 

Criteria: Skills Essential 
or 

Desirable 

Assessed 
By 

Excellent IT skills, particularly proficient in use of Excel and other Microsoft 
Packages 

Essential A I 

High Levels of accuracy & methodical working methods Essential A T I 

Ability to prioritise work & meet the deadlines & workload Essential A T I 

An understanding of management reporting Desirable A I 

Ability to analyse and interpret information Desirable A T I 

Excellent oral and written communication skills; able to engage effectively with 
a wide ranges of audiences 

Essential A I 

Excellent time management skills, capable of prioritising and managing Essential A T I 
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competing demands and workloads.   

Able to work under pressure. Essential A I 

Self-motivating – able to work with minimal direction and own initiative Desirable A I 

Good problem solving skills. Essential A I 

 

Additional Requirements Essential 
or   

Desirable 

Assessed 
By 

Commitment to continuing professional development. Essential A & I 

A commitment to anti-discriminatory practices in employment, training and 
service delivery. 

Essential A & I 

Flexibility in working hours. Desirable A & I 

An understanding of Health and Safety. Desirable A & I 

Enhanced DBS Certification Essential D 

Legal Right to work in the UK Essential D 

A flexible and adaptable approach to maintain the consistent delivery of high 
quality services 

Essential A I 

 

Working Conditions 
The working conditions relate to those non-contractual elements of the job that may impact on the holder 
of the position, as well as those workplace-based responsibilities that are part of this job. These are not 
contractual but provide a guide to the working conditions and the potential hazards and risks that may be 
faced. 

 

Health & Safety at Work 
To take responsibility for your own health, safety and wellbeing, and undertake health and safety duties 
and responsibilities for your role as specified by Latham House Medical Practice, and all other relevant 
health and safety policies, arrangements, procedures, systems of work as specified for the post/ role. 

 

 Significant use of computers (display screen equipment) 


