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Office & Accounts Administrator 
Weybridge, Surrey
£28,000–£32,000 (pro rata), 20–28 hours per week
Flexible start and finish times

Our client is a successful carpentry and joinery company based in Weybridge, and they are looking for an experienced Office  and Accounts Administrator to join their friendly operations team.

Why You’ll Love This Role
· 20–28 hours per week with flexible start and finish times to suit your schedule
· A stable, welcoming business where your contribution is genuinely valued
· Free on-site parking
· A varied role with plenty of autonomy

What You’ll Do
· Support buying activities, including reconciling invoices, issuing purchase orders and managing credit applications
· Assist with invoicing and payroll
· Handle day-to-day administrative tasks to keep the office running smoothly

What We’re Looking For
· Previous admin and accounts experience – ideally within the construction sector 
· Confident using accounting software, MS Word and Excel
· Highly organised, self-motivated and able to prioritise tasks effectively
· A strong communicator who works well independently and within a small team



Thank you for taking the time to apply to OPR Resourcing Specialists. If your application is successful you will be contacted within 7 days. We apologise but due to the high volume of applications we receive we are unable to provide feedback on individual CV's.

Regrettably, we are unable to offer Right to Work Sponsorship.
If you do not currently have the Right to Work in the UK or will need additional support to extend your current Right to Work status, your application cannot be considered.

Please note that by applying for the above job it will be understood that you accept our Terms of Business and Privacy Policy which can be found on our website on the page "Find A Job".
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