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Apprentice Legal Cashiers
Person Specification

Essential:
1. Previous ‘normal’ / non-legal bookkeeping experience (1 year) 


2. Common sense and initiative

3. Genuine interest in legal accounts / solicitors bookkeeping

Desirable:

4. Previous legal bookkeeping experience is helpful

5. Confident and diplomatic (solicitors can be rude and aggressive, so it’s not for the faint hearted)

Education is not important. But good spoken English & tidy presentation is a must.
Job Description
· Client account and office account – maintaining records

· Reconciling bank statements on a monthly basis

· Payroll (possibly), VAT (probably)

· Using Perfect Books or similar legal accounts package e.g. Alpha Law, Opsis, Iris

· Complying with the Solicitors Accounts Rules

Hours, Pay, Timescale, Location
Hours: 3 days per week (any 3 days Monday – Friday). 1 day is for study, 2 days for work – approx: 20 hours. This role should not effect any entitlements to benefits / tax credits / allowances – or anything which you are currently receiving.

Duration: 6 months, 1st June – 30 November 2011.

Pay: £10 per day to cover travel & lunch.

Location: You will be based at a solicitors within 1 hour door-to-door of wherever you live in London.
After 6 months, we may be able to give you a job. This is largely contingent on client feedback and competency assessment.

Interviews will be held on May: 23rd, 25th and/ or 27th.

A short manual test will be sent to you prior to the interview (just to see your level of understanding of debits & credits). 

About us:

We are a fast-growing legal book-keeping services & training company looking for apprentice cashiers who essentially are reliable, loyal and who we can coach into becoming superb cashiers. We will be training you, and so we’re looking for an apprentice who is bright and ‘gets it’ the first time. You know if this is you. Attention to detail is critical. You need to be keen to learn and like a challenge. Perhaps cashiering is something that has always interested you, or its something which you want to get back into after a career break? If you already have bookkeeping experience, then you’ll understand 50% already, and our intention, is that at the end of 6 months, you’ll have a complete understanding.
Age isn’t important. Good organisation & administrative skills are important, because at times you will be working under your own steam, and will need to prioritise your workload. Self-motivation is vital, because we won’t always be sitting next to you, and there are often deadlines to meet. Phone support is always available, and we will be visiting you, but it is imperative that you take in what you’ve been taught, and ask for clarification if there’s anything which you’re unsure of. 
Ring us on 020 3371 8894 any time in the mornings 10-12 if you have any questions about this post.

Training will be (initially) in a group (face to face), and there will be ‘homework’ tasks to do online from home. So, access to a home pc and the internet is helpful. If you don’t have internet access, you can always use our machine in the office. It is important that you have 3 days (20 hours per week) for this role, and that you are available from 1st June – 30th November. If you do have holidays booked /planned just let us know this.
Please send an up-to-date CV to: apprentice@boogles.org – and we’ll be in touch. Please note that due to timescales, if you don’t hear from us by 25th May, its because we’re unable (at this point) to take the application further.

Thank you.

Boogles






[image: image2.png]Boogles Ltd





Registered Head Office: 5 Darley Avenue ( Nottingham ( NG7 5NQ ( Company No: 5141162 ( VAT: GB 898 2937 47

