
 

 

 
 
 
 
 
 
 

 
FREELANCE OPPORTUNITY 
 
Freelance Bookkeeper  
 
FEE: £12 an hour, 4-8 hours per week 
CONTRACT: Initially 1 year with potential to extend 
START DATE: As soon as possible 
 
DEADLINE: Wednesday 19 February, midday  
INTERVIEWS: Monday 24 / Tuesday 25 February  
 
The NewBridge Project is looking for a Bookkeeper to provide vital support and management across 
our day-to-day financial operations and bookkeeping. You should be efficient and reliable, with 
excellent attention to detail, and have experience of bookkeeping, financial administration and 
processes. 
 
The NewBridge Project manages day-to-day bookkeeping using online accountancy software Xero, 
and through the use of Microsoft office. Management accounts and budgets are produced by the 
Director and Programme Director, and our Annual Accounts are produced by accountant Pete 
O’Hara. 
 
 
Key Tasks 
 
OVERVIEW 
Effective management of all financial records 
 
PETTY CASH MANAGEMENT 

- Count petty cash 
- Log all Income and Expenditure for petty cash through Excel spreadsheet 
- Import and reconcile Petty cash transactions through Xero 
- Taking cash to the bank 
- Ensuring sufficient float for upcoming events and bookshop 

 
XERO RECONCILIATION 

- Import and reconcile all bank statements weekly 
- Import and reconcile all petty cash statements bi-weekly / monthly 
- Import and reconcile all paypal / stripe payments weekly / bi-weekly 

 
INVOICE MANAGEMENT 

- Manage all incoming invoices (enter into Xero and file hard copies) 
- Pay all incoming invoices through Online Banking 
- Manage all outgoing invoices (create invoices, log through excel and add to Xero) 
- Create recurring invoices for studio fees 
- Create end of month report for all outstanding sales and purchase invoices 

 
PLANNING 



 

 

- Support budget and financial management, planning and reporting through contributing to 
regular meetings with Director, Programme Director and Treasurer. 

 
FILE MANAGEMENT 

- File all invoices, receipts etc. weekly and prepare hard copies for year end. 
 
OTHER 

- Manage internal and external expenses claims 
- Record all sales (drinks, tickets, donations, hires etc.) 
- Oversee management of finance@thenewbridgeproject.com email account 

 
 
 
Person Specification 
 
Essential: 

- Excellent organisation skills 
- Experience of bookkeeping / financial administration 
- Ideally a working knowledge of Xero or other accounting software 
- Experience of managing both digital and hardcopy filing systems  
- Attention to detail 
- Ability to manage own workload and meet deadlines efficiently 
- Experience of using Microsoft Office (inc. spreadsheets) 
- Reliable and trustworthy 

 
Desirable 

- A working knowledge of Xero and its functions 
 
 
 
Important information 
 
Salary: £12 an hour, 4-8 hours per week 
 
Hours of work: Hours worked must be during office hours whenever possible. Our regular hours 
are Monday – Friday, 10am - 6pm 
 
Type of contract: Freelance, 4 – 8 hours per week 
 
Length of contract: Initially 6 months with potential to extend 
 
Place of work: Primarily at The NewBridge Project: Newcastle, Carliol House, Market Street, NE1 
6NE 
We also operate from The NewBridge Project: Gateshead, High Street, NE8 1AQ 
 
Other information:  
We are aware that this is a part time role, and that you may have other personal / work 
commitments.  We are happy to work flexibly around these. 
 
If you have any queries or would like to discuss the role in more detail, please contact 
Rebecca Huggan, Director on applications@thenewbridgeproject.com with the subject 
heading Freelance Bookkeeper or give us a ring on 0191 232 8975 (Mon-Tue) / 0191 477 1884 
(Tue – Wed). 
 
 



 

 

How to apply 
 
To apply please send the following to applications@thenewbridgeproject.com with the subject 
heading Freelance Bookkeeper by Wednesday 19 February, midday. 
 

1. Letter of application (maximum 1 A4 page) detailing your 
a. Suitability for the role 
b. Relevant experience 
c. Any information about hours of work 

2. CV 
3. Equality and Diversity Monitoring form (download from our website) 

 
NewBridge is an equal opportunities employer and encourages applications from a diversity of 
backgrounds. 
 
Informal interviews will be held on Monday 24 or Tuesday 25 February. Please indicate in your 
application if you cannot make either of these dates. 
 

 
 
About The NewBridge Project 
 
The NewBridge Project is an active and vibrant artist-led community supporting the development of 
artists and curators through the provision of space for creative practice, curatorial opportunities and 
an ambitious artist-led programme of exhibitions, commissions, artist development and events. 
The NewBridge Project was established in 2010 to provide exchange and support in an engaged 
and discursive community of artists. The shared workspace is a critical and collaborative 
environment that allows artists to discuss and develop new ideas and projects and seeks to be a 
genuine community resource. 
We aim to deliver an outstanding programme of exhibitions, performances, screenings, educational 
talks and workshops in consultation with artist members; a programme responsive to the social, 
political and civic environment within which it exists. 
Read more about The NewBridge Project here. 


