
 

 
Job Description:  

AAT Bookkeeper (Freelance) 

 
About AAT 
Academic Audio Transcription Ltd is a UK-based specialist transcription and closed-captioning company with a 
social impact. Our clients are primarily academic researchers affiliated with higher educational institutions, as 
well as independent researchers, content creators, advocacy organisations, learned societies and museums. 
We also prioritise providing fairly-paid, accessible, flexible remote work for primarily disabled, chronically ill, 
and neurodivergent freelance transcribers, transcript editors and closed-caption professionals.  
 

About the AAT Bookkeeper role 
The AAT Bookkeeper will join our existing administration and operations team of three Administrators, as well 
as providing direct support to our Managing Director. We’re seeking to bring our bookkeeping processes in-
house as well as build our administrative capacity, execute our growth strategy, and create more scope for 
cover amongst our team as capacity fluctuates.  
 
You’ll be primarily responsible for handling all bookkeeping tasks arising from AAT’s operations, including but 
not limited to regularly updating and maintaining AAT’s financial records, supporting our accountant with the 
preparation of financial statements and tax returns, and supporting our Managing Director with overseeing 
the financial health of the company. You’ll collate and record incoming bills from our team of freelancers into 
Xero using appropriate coding, handle client purchase orders to produce and send client invoices, monitor 
accounts payables and receivables for upcoming and overdue payments, perform reconciliations, and collate 
monthly bank statements across our payment portals.  
 
You’ll have at least 12 months’ prior experience in a bookkeeping role and be fully conversant with 
bookkeeping and accounting software especially Xero. You’ll appreciate the importance of a good filing 
system, and understand the centrality of good document management to smooth business operations as a 
confident MS Word and Excel user (with a soft spot for a good spreadsheet). You’ll have fantastic attention to 
detail, love designing a good process as much as collaborating to evaluate and improve existing ones, and 
have strong organisational capacities including supporting others to be and stay organised. You’ll be 
comfortable with remote team and independent working practices and tools and demonstrate a robust 
appreciation for the importance of communication in remote contexts. Lastly but perhaps most importantly, 
you’ll have a strong commitment to disability-centred working practices built around accessibility, flexibility, 
compassion and professionalism. 
 

Key responsibilities: 
 

• All bookkeeping duties including sales and purchases, bank payments, reconciliations, VAT returns, 

chasing overdue payments, and providing financial information to third parties including accountants 

and clients as needed for approved supplier status, etc.  

• Providing administrative support to the Managing Director primarily in relation to all financial matters 

within the business as well as purchasing and managing subscriptions to third-party platforms.  

• Providing general administrative cover to our existing team of Administrators, especially during 

periods of reduced capacity due to illness or care responsibilities, with particular focus on internal 

freelancer and work-queue support. 

Contract-type: Part-time, remote, flexible, accessible work on a freelance contract (fixed-term or open-ended) 
Hours: approximately 3-5 hours per week. 
Rate: £15 per hour.  
To apply: Send a role-specific CV with a brief covering letter introducing yourself by email to 
hello@academicaudiotranscription.com by 17 March 2023.  
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