
 

 

 

 

Available vacancy: Accounts Assistant 

 

Term: Full – Time 

 

We are:  

 

A leading law firm in Bromley, on the South London/Kent border.  Established in 1889, 

we’ve come a long way and today we are a modern, progressive firm in a state of 

continual growth.  

 

With teams specialising in the major areas of law we have a loyal client base which is 

ever growing. 

 

We understand the importance of our people; the practice has been accredited by 

Investors in People since 2005, which is recognised across the world as a mark of 

excellence in ‘putting people first’. The practice also ranks as a Legal 500 firm, is listed in 

the reputable Chambers Guides, is Lexcel accredited and a member of the Law Society’s 

Conveyancing Quality Scheme and Wills & Inheritance Quality Scheme.  To top all of 

that, we have also received accreditation for our staff engagement levels with a place in 

the Best Companies ‘Ones to Watch’ list. 

 

You are : 

 

Keen to find a meaningful job in Accounts which has the ability to develop into a life-long 

career and further study (employer funded AAT/ACCA). 

 

You are helpful and flexibility and like to add value to the team in which you work with a 

desire to learn new skills and gain knowledge of solicitors accounts. 

 

You have: 

 

 Educated to a GCSE level C or above or equivalent in Mathematics, or with 

working experience 

 At least 2 years office based experience in accounts. Preferably for a professional 

company 

 High degree of numeracy, liking and aptitude for accounts work 

 Good knowledge of Outlook, with the ability to use email, calendars and to do lists 

 IT literacy to include Intermediate Excel skills and intermediate Word skills 

 

 

 

 

 



You will: 

 

Assist the Finance Director in enabling the Accounts Department to ensure the efficient 

financial running of the practice.  

 

 

KEY TASK AREAS 
 

You will work within a large, friendly and busy Accounts team, your regular tasks being: 

 

 To post direct client and office receipt transactions on a daily basis using the 

relevant software 

 To collate and post client to office transfers on a daily basis 

 To assist with bank reconciliations which take place twice monthly 

 To take and allocate card payment receipts accurately 

 To investigate unreconciled cash book items and allocate them efficiently and 

accurately. 

 To undertake weekly invoice reconciliations, investigating any differences. 

 To assist with all tasks within the department in times of sickness, holiday and 

heavy workflow periods 

 To adhere to company standards, policies and procedures at all times 

 To contribute positively to departmental and firm-wide activities 

 To undertake relevant training as required 

 

 

 

 

If your application is unsuccessful we may keep your personal data on file for up to 12 

months. We recommend that you read our Job Applicant Privacy Policy which you can 

find on our website. 

 

Judge & Priestley is committed to equality of opportunity and welcomes applications from 

all sections of the community.  

   

We will offer an automatic interview to candidates who meet the minimum requirements 

for the role and have a disability under the Equality Act 2010. Please call our HR 

department on 0208 290 0333 if you believe that this applies to you.  

    

Please note that upon acceptance of an offer of employment all successful applicants are 

required to undergo a Basic Disclosure for unspent convictions. 

 

Please email CV to recruitment@judge-priestley.co.uk to apply or for further information. 

 

mailto:recruitment@judge-priestley.co.uk?subject=enquiry%20via%20the%20website

