
dynamic earth enterprises ltd job advert 
 

Part Time Payroll/Accounts Assistant 

About Us 
Dynamic Earth is a unique and iconic visitor’s attraction; it is like nothing else on Earth. It’s a 
chance to experience the primeval forces of nature as they shaped our planet, to journey 
through space and time and even go on a 4D VENTURE around the world. You’ll be 
embarking on the interactive adventure of a lifetime - the lifetime of our planet.  This means 
that you will be working in an exhilarating, interesting and engaging work environment.   
 
Days and Hours: Monday and Tuesday 9:30 am to 6:00 pm 
   Wednesday and Thursday 9:00 am to 5:30 pm (flexible days) 
 
Salary £19,000 per annum for a 30 Hour working week (excluding 1 hour lunch break). 
 
Requirements 
Responsible for all aspects of weekly Payroll processing on Sage 50 Payroll, posting weekly 
Payroll journals on to  Sun, raising sales invoices requested by Events, raising all group and 
education invoices, dealing with invoice queries and debtor control. Raising Transport 
subsidy payments, cashier cover one day a week and when required. 
 
Responsibilities 

 Responsible for all aspects of the weekly payroll, from processing to issuing pay slips 
and responding to all employee queries. 

 Posting weekly payroll journals  

 Producing weekly payroll analysis for department heads 

 Accounts receivable – raising sales invoices requested from Events 

 Raising group and education invoices 

 Raising Transport subsidy payments 

 Assist with credit control 

 Responsible for invoice and customer queries 

 Cashier cover at least one day a week and when required 

 Processing credit card payments 

 Answering internal queries regarding accounting matters 

 Inputting financial data into excel spreadsheets 
 
Qualifications and experience  

 Must have a minimum of 2 year payroll/accounts experience, (preferably SAGE) 

 Experience of working with weekly Sage payroll software for 50 + employees 

 Knowledge of basic payroll and accountancy practices and systems 

 Computer literate with an aptitude for numbers 

 Basic understanding of bookkeeping and accountancy procedures 

 Strong communication skills 

 Ability to work with individuals across departments and liaise with external customers 
and contacts 

 Solid organisational skills and the ability to prioritise a varied workload 
 
Benefits  

 Complimentary entry to Dynamic Earth for family and friends 

 Free staff car-parking 

 25% Discount in the Natural Selection Gift Shop 

 Subsidised meals from the Food Chain Café 

 Free entry to ASVA member Visitor attractions (subject to conditions) 

 Unlimited Gym Membership at MacDonald Holyrood Hotel 

 Staff Canteen (complimentary tea, coffee, bread) 

 Staff Excellence Award - High street vouchers 
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 Matched company pension contribution of 5% 

 Death In Service (4 times salary) and Critical Illness Cover   

 Confidential advice-line through Canada Life 
 
Please upload your CV & Cover Letter setting out why you think you are the best person for 
this job to, james.gray@dynamicearth.co.uk. 


