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Job description 

Finance Assistant (Apprentice) - myOracle


	Department 
	Strategy & Transformation

	Service 
	Digital

	Grade
	Scale D (Starting)
Scale E (Linked to Apprenticeship progression)

	Reports to
	Deputy Product Owner Finance

	Responsible for 
	N/A

	Job reference
	10944



	Job Purpose 

	This role within the myOracle Support Team is to assist in the coordination of user support calls, carry out functional maintenance tasks across Oracle Cloud (myOracle) and other financial systems and processing of large datasets via the use of integration programs across myOracle and other financial systems.


	Context 

	Norfolk County Council's myOracle service, encompassing its core HR and Finance systems, serves as the digital backbone of corporate operations. It enables over 20,000 staff (including traded customers), supports strategic supplier contracts, and empowers Norfolk residents in managing essential finance and people processes. 

Built on an integrated Oracle Cloud architecture, myOracle is a catalyst for organisational transformation and innovation. Through automated quarterly updates, it continuously introduces new functionality—enhanced by emerging technologies such as AI-driven automation, intelligent analytics, and adaptive workflows. 

These capabilities drive greater agility, operational excellence, and data-informed decision-making, making the service a key enabler of Norfolk County Council’s transformation programmes and wider performance ambitions.




	Accountabilities 

	Scale D 

Under supervision undertake the maintenance of the chart of accounts, including ensuring associated documentation is kept up-to-date. 

Process user access requests for various financial systems. Learn about the various systems deployed throughout the finance community and understand the importance of access control.


Monitor the Council’s incident management system and with support from colleagues assign the incidents to systems experts in appropriate functional areas. 

Learn how to process interfaces - importing data from other Council systems that generate payments via accounts payable, process income via accounts receivable and accounting entries in the general ledger. 

Build up knowledge of various systems by work shadowing colleagues in various functional areas and processes with the longer term aim of being able to offer a basic level of user support. 

Attend functional / professional training courses to 

a. Learn how to enter data into finance systems 
b. Enhance the level of user support that can be offered


	Scale E 

Progress to unsupervised work for all of the tasks above. 

Update the salary control account reconciliation and investigate any balances. Learn about control accounts and how they operate within financial systems. 

Monitor the payroll suspense account. Investigate all entries to identify the required corrective actions and process journals to clear within the required timeframes. 

Resolve finance system support issues raised by users within the finance community and the wider user base. 

Produce departmental statistics such as key performance indicators (KPI’s). 

Analyse user data entered into general ledger identifying where the data is of poor quality and can be improved. Feedback to users constructively, continuing the cycle of continuous improvement. Understand the importance of accurate data entry, concepts like ‘right first time’ and ‘correct at source’. 

Support functional leads with systems testing. Learn about the change management control and approval process and understand why functional changes require unit testing, user acceptance testing and sign-off prior to going live.





	Person Specification


	Qualifications:

	Essential
	Desirable

	N/A

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Grade D

	Experience and understanding of basic functions of Microsoft Excel.

	Experience and understanding of basic functions of other Microsoft Office products.


	Grade E

	Practical experience of computerised financial systems such as Oracle General Ledger.

	Experience of working in an office environment.

	Skills:

	Grade D

	Essential
	Desirable

	Good customer focus to both understand customer needs and expectations and deliver their requirements.

	

	Able to embrace new technology and have a general understanding and aptitude for using IT systems.

	

	Good two-way communication skills.

	

	Numeracy and capacity for analysis of information.

	

	Good attention to detail with the ability to work to a high standard, meet deadlines and the ability to quickly absorb and understand new information.

	

	Analytical approach to work with problem solving skills.

	

	Proactive, positive “can do” approach to work and study.

	

	Ability to work as part of a team.

	

	Ability to follow and review procedures.

	

	Grade E

	A good team player who can also work on their own with limited supervision.

	

	Able to manage own time and prioritise work efficiently and effectively.

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
In special circumstances such as business continuity situations or major out of hours work it is expected that the post holder takes the lead responsibility within reason. 

This apprenticeship post is aligned to the apprenticeship standard of Accounting – Level 2 and Accounting – Level 3. It is expected that the post holder would not normally take longer than 15-18 months to complete the training. 

This is a full time permanent post with the provision to attend the training provided including revision and assessments as part of the apprenticeship and within working time. 

The initial starting grade is D and the post holder competency and course achievements will be reviewed after 12 months with potential of grade moving to E. Upon completion of the apprenticeship the grade will become a E. 

Applicants that already hold a Finance or Accounting qualification at Level 3 or higher will not be eligible for this apprenticeship position.





	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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