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Experienced Part-Time Bookkeeper
Candidate Recruitment Pack | 14 hours per week
	Salary
£28,500-£31,500 full-time equivalent, depending on experience and qualifications. For 14 hours per week, this equates to an actual salary of £10,640-£11,760 per annum



Contract: Permanent, part-time
Hours: 14 hours per week, with the working pattern/location agreed with the successful candidate
Location: Flexible working, with attendance at a Hughes Architects office as reasonably required and agreed.
Reporting to: Practice Manager
The opportunity
Hughes Architects is looking for an experienced and highly organised part-time Bookkeeper to take day-to-day ownership of our financial records and bookkeeping systems.
We are an established, people-focused architectural practice working across Wales and the West Midlands, with offices in Newtown, Welshpool and Shrewsbury. As our practice continues to develop, we are strengthening our financial systems and looking for someone who can bring accuracy, consistency and clarity to this important area of the business.
This is an excellent opportunity for a capable bookkeeper who enjoys taking responsibility, improving systems and helping a busy professional practice maintain reliable, up-to-date financial information.
What you will be doing
Maintain accurate and up-to-date financial records in Xero.
Process and code purchase invoices, expenses and receipts, using Hubdoc where appropriate.
Complete regular bank, credit-card and control-account reconciliations.
Maintain accurate supplier and customer records.
Monitor aged debtors and support consistent, professional credit control.
Check supplier statements and prepare accurate supplier payment information for authorisation.
Record and reconcile transfers between bank accounts.
Investigate discrepancies and missing information, following issues through to resolution.
Prepare accurate bookkeeping information to support VAT returns and liaise with the external accountant as required.
Liaise with the payroll provider and check payroll-related information supplied by the practice.
Support month-end routines and provide timely information to the Practice Manager, directors and external accountant.
Produce weekly KPI financial reports, including aged debtors, aged creditors and reconciliation status.
Maintain running-cost information and produce regular actual-versus-budget and expenditure reports for the Practice Manager.
Maintain a clear digital filing system and a reliable audit trail.
Help document and improve bookkeeping procedures and financial controls.
What we are looking for
The right person will do more than process transactions. They will take pride in keeping the accounts accurate, notice when something does not look right and help us establish dependable financial routines. They will be comfortable working independently while remaining closely connected to the wider team.
Substantial practical bookkeeping experience, including reconciliations, ledgers, VAT support and credit control.
Strong, demonstrable working knowledge of both Xero and Hubdoc 
Some experience of working with Fresh Projects or willingness to learn
Sound bookkeeping judgement, excellent accuracy and the confidence to investigate discrepancies.
Clear communication, discretion and the ability to organise work independently around agreed deadlines.
Confidence using Microsoft Excel, Outlook and digital filing systems.
What we offer
A permanent part-time role of 14 hours per week.
A salary scale of £28,500-£31,500 FTE, with appointment based on relevant experience, qualifications and demonstrated capability.
Flexibility over how the contracted hours are arranged, by agreement.
Pro-rata annual leave and workplace pension.
A supportive, friendly and people-focused working environment.
A trusted role with the opportunity to shape and improve financial systems.
Varied work within an established and developing architectural practice.
How to apply
Please send your CV and a short covering letter explaining your relevant bookkeeping experience, your level of experience using Xero, your preferred working pattern and why this opportunity appeals to you. Please also include two professional references we can contact only on successful appointment.
Email: jo.clarke@hughesarchitects.co.uk

Closing date: September 18th 2026
Hughes Architects is committed to creating an inclusive working environment. We welcome applications from suitably qualified candidates from all backgrounds.


BOOKKEEPER - Job Description
Job title: Experienced Part-Time Bookkeeper
Reports to: Practice Manager
Hours: 14 hours per week
Salary: £28,500-£31,500 FTE; actual salary £10,640-£11,760  per annum
Contract: Permanent
Job purpose
To maintain accurate, complete and timely bookkeeping records for Hughes Architects and provide dependable day-to-day financial information. The postholder will take operational ownership of routine bookkeeping, reconciliations and financial record keeping, supporting effective cash control, statutory reporting and management decision-making.
Key responsibilities
Bookkeeping and transaction processing
Maintain the accounting records in Xero in accordance with agreed procedures and the chart of accounts.
Process purchase invoices, expenses, receipts and credit notes accurately and promptly.
Ensure transactions are allocated to the correct account, office, project or tracking category where required.
Maintain complete supporting documentation through Hubdoc and agreed digital filing systems.
Reconciliations and controls
Reconcile bank accounts, credit cards and relevant control accounts to an agreed timetable.
Identify duplicate, missing, incorrectly coded or unreconciled transactions and resolve them appropriately.
Maintain a clear record of outstanding queries and escalate material or persistent issues promptly.
Protect the integrity of the accounting records by following approval limits and segregation-of-duties arrangements.
Receivables, payables and cash control
Maintain accurate aged debtor and aged creditor records.
Support professional and timely credit control in accordance with the practice's agreed process.
Check supplier statements, investigate discrepancies and prepare payment information for approval.
Provide timely visibility of overdue income, upcoming payments and bookkeeping issues that could affect cash flow.
Month end, tax and external liaison
Complete agreed month-end bookkeeping checks and provide a clear close-status report.
Prepare accurate supporting information for VAT returns without making unsupported tax assumptions.
Liaise constructively with the external accountant, payroll provider and other advisers.
Provide requested records and explanations promptly and maintain an orderly audit trail.
Reporting and continuous improvement
Produce routine reports requested by the Practice Manager, including aged debt, creditor and reconciliation reports.
Identify recurring errors, control weaknesses or inefficient processes and recommend practical improvements.
Document key bookkeeping routines so that responsibilities, deadlines and controls are clear.
Support the continued development of reliable financial systems across the practice.
Budget and running-cost monitoring
Maintain accurate information on recurring costs, financial commitments and supplier payment schedules.
Update monthly actual expenditure against the approved budget, using the agreed budget structure and reporting timetable.
Produce agreed cost, expenditure and variance reports and investigate significant differences before reporting them.
Identify unusual, duplicate, new or unexpectedly increased costs and raise them promptly with the Practice Manager.
Provide accurate underlying financial information for the practice's management dashboard and forecasting processes.
Standards and accountabilities
Maintain strict confidentiality and comply with UK GDPR and the practice's information-security requirements.
Work within delegated authority; the role does not authorise payments unless separately confirmed in writing.
Keep records accurate, current and supported by evidence.
Raise concerns early and never conceal, delete or force a transaction merely to make a reconciliation balance.
Manage workload to meet agreed weekly, monthly, quarterly and annual deadlines.
Undertake other reasonable bookkeeping duties consistent with the level and purpose of the role.


BOOKKEEPER - Person Specification
The criteria below will be assessed through the application, interview, references and, where used, a short practical bookkeeping exercise.
	Area
	Requirement
	Status

	Experience
	Substantial recent experience in a bookkeeping role, including responsibility for reconciliations, purchase ledger, sales ledger and maintaining complete accounting records.
	Essential

	Xero
	Strong practical knowledge of Xero, including bank rules, reconciliations, contacts, reports and correcting errors without compromising the audit trail.
	Essential

	VAT
	Working knowledge of UK VAT and the judgement to identify uncertainty and seek appropriate advice.
	Essential

	Credit control
	Experience monitoring aged debt and conducting professional, persistent credit control.
	Essential

	Technical judgement
	Ability to investigate discrepancies systematically, preserve evidence and explain the resolution clearly.
	Essential

	Accuracy
	Consistently high attention to detail, with evidence of using checks and reconciliations rather than relying on memory.
	Essential

	Organisation
	Ability to work independently, prioritise deadlines and maintain a visible query or task log.
	Essential

	Communication
	Clear, confident and professional communication, including the willingness to challenge unclear or unsupported transactions.
	Essential

	Confidentiality
	High integrity and sound judgement when handling payroll, banking and commercially sensitive information.
	Essential

	Digital skills
	Confident use of Microsoft Excel, Outlook and digital document-management systems.
	Essential

	Qualification
	AAT qualification or an equivalent recognised bookkeeping/accounting qualification.
	Desirable

	Hubdoc
	Strong practical experience using Hubdoc, including document capture, supplier records, coding, duplicate awareness, publishing to Xero and maintaining supporting evidence.
	Essential

	Professional services
	Experience in architecture, consultancy or another project-based professional-services environment.
	Desirable

	Process improvement
	Experience documenting procedures or improving bookkeeping controls and routines.
	Desirable

	Budget monitoring
	Experience producing actual-versus-budget, expenditure and variance reports and maintaining recurring-cost information.
	Desirable


Salary appointment and progression
The successful candidate's starting salary within the £28,500-£31,500 FTE range will reflect relevant experience, qualifications, Xero capability and demonstrated ability to work independently. Progression within the range is not automatic; it should reflect sustained performance, competence and responsibility through the practice's review process.
Hughes Architects | Experienced Part-Time Bookkeeper
image1.jpg




