
Farlam Hall Limited
Job Title:
Office Administrator / book-keeper

Salary: 
Excellent hourly rate, which is negotiable, depending on experience.

Hours: 

15-20 hours, negotiable

About Farlam Hall

Farlam Hall is an enchanting countryside hotel in Cumbria, located in beautiful surroundings, near Hallbankgate, just outside Brampton, Cumbria. Having benefited from a recent extensive refurbishment, the hotel is growing from strength to strength and gaining an enviable reputation in the area.
Position
Farlam Hall Limited are looking for an office administrator / book-keeper to provide a range of administrative activities to enable the smooth running of the accounting function.  This is a role that will continue to evolve as the hotel business grows.
Key Responsibilities & Duties
· Process incoming and outgoing post. 

· Manage all accounts payable functions including invoices received by post and email.

· Scan documents and distribute to relevant people.
· File documents manually and electronically in an organised manner.
· Reconcile supplier statements to supporting documents.
· Reconcile reports to third-party records such as bank statements, credit card statements, merchant card statements and commission statements.
· Print daily sales reports from hotel software, send to third-party Accountants, and reconcile to other accounting systems and reports.
· Produce various financial reports as needed.
· Collate staff hours for payroll and send to third-party Accountants for processing.
· Answer telephones, assist with guest reservations, and process credit card payments as needed.
· Reconcile and manage petty cash system.
· Prepare reports to distribute tips to employees per policy.
· Record items left by guest in the lost and found ledger.

· Organise / carry out stock takes.
· Respond timely to emails.

· Communicate with suppliers, guests, consultants, and other members of the team including senior management / owners.
· Help maintain internal control systems. 

· Manage retention and disposal of accounting records.

· Prepare bank deposits.
· Any other administrative tasks as and when required.
Requirements

· Computer literate.  Specialist hotel software is used and training will be given.

· Able to communicate in a clear and effective manner in both verbal and written form
· Be able to prioritise workloads under deadlines and work well under pressure
· A good problem solver and have excellent attention to detail
· Be reliable, trustworthy and hard working
· A team player and willing to assist colleagues within the team where possible
· Be able to provide good work references
