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Job description and person specification

Trainee Finance Assistant Apprentice


	Department 
	Finance Shared Service

	Service 
	Budgeting and Financial Management

	Grade
	Starting at Grade C, Progressing to Grade D, then to E Grade Finance Assistant upon completion of Apprenticeship Level 3

	Reports to
	Accountant

	Responsible for 
	N/A

	Job reference
	11470



	Job Purpose – 


	Works under supervision to provide financial and administrative support to Finance Shared Services to assist the department in carrying out its duties effectively and efficiently, whilst actively participating in a structured programme of apprenticeship training. (Level 2 Accounting apprenticeship framework in the first 12 months, progressing to the Level 3 Assistant Accountant apprenticeship thereafter.)

This trainee role will be employed mainly in the Finance Shared Service and may be deployed as required to meet business need and to widen experience.  It is expected that the role will primarily be based in Budgeting and Accounting.


	Context – 


	This is an excellent opportunity for an individual to take their first step in the Finance profession for a large organisation with a structured programme of training. We are seeking intelligent, diligent, capable and proactive people, who are passionate about a career in accounting and who can demonstrate a great attitude, together with an excellent aptitude for learning and working within a local government finance service.

The level of responsibility and complexity of work will increase as the apprentice’s knowledge and skill increases. The level of supervision will also reduce appropriately over the training period. 

Line management and mentoring of the apprentice will be consistently maintained with an identified manager, who will be responsible general management, coaching and development reviews/plan.

Contacts will mainly be staff employed by Norfolk County Council, but will also include other Local Authorities, other Government Services (e.g. Police, Probation, Fire) and Health Trusts.








	Accountabilities - 

	Grade C (Entry Level)

Provide support, as directed, to the Team and Responsible Budget Officers (RBOs) and their business support staff by:
· Learning and developing skills to assist with the input and amendment of financial data to accounting systems; 
· Creating and updating Excel spreadsheets, ensuring attention to detail and accuracy at all times
· Learning to interrogate financial systems and manipulate data under supervision, to support RBOs and respond to requests for information;
· Being a first point of contact for queries received from service departments, either assisting in the resolution of queries or redirecting as appropriate.
· To create and update word processing documents providing administrative support when required.
· To arrange meetings and room bookings as directed and to undertake photocopying, filing, minute taking etc where required.

To learn and develop the range of competencies required for the job and completion of AAT Level 2, and enable the required knowledge, skills and behaviours for the apprenticeship. 

To comply with all Health and Safety policies and procedures.

To maintain confidentiality of sensitive data in accordance with Norfolk County Council policies and procedures. 


	Grade D (Level 2)

IN ADDITION TO THE ABOVE DUTIES, Grade D Finance Assistant Apprentices will be expected to undertake most of the following:

Provide support, as directed, to the Team and Responsible Budget Officers (RBOs) and their business support staff by:

· Input and amendment of financial data to accounting systems;
· Investigate and correct coding issues and irregularities;
· Raise invoices to recharge expenditure to third parties;
· Support the closure of the financial accounts by processing sundry debtors and creditors as directed;
· Manage team mailbox; 
· Investigate and resolve queries with reference to financial procedures and basic financial principles.
· Give straightforward advice, investigate and resolve queries with reference to financial procedures and basic financial principles.

To learn and develop the range of competencies required for the job and completion of AAT Level 3, and enable the required knowledge, skills and behaviours for the apprenticeship. 


	Grade E - Finance Assistant

Ensure that Responsible Budget Officers are provided with financial data required to control their budgets.

To provide timely financial information for ad-hoc requests and project work.

To resolve financial queries received from RBOs arising from their review of their cost centre’s financial position and take appropriate corrective action.

Assist with the budget preparation, allocation and adjustments through data entry and correction into the financial management system.

Assist with the closure of the financial accounts by advising RBOs on the completion of sundry debtors/creditors and ensuring that information is captured in a timely manner.

Assist, under direction, with budget monitoring

To investigate and correct coding issues and irregularities.

Assist with input and amendment of financial data within the accounting system

To assist with the completion of Government returns, questionnaires, grant returns, and freedom of information requests.

Assist in cash management through recharges of actual expenditure and where necessary processing of loan transactions for authorisation by a senior officer.

Document and check the receiving of income/grants and initiate corrective action where necessary

Perform other duties as may be required by the line manager





	Person Specification


	Qualifications:

	Essential
	Desirable

	Grade C
3 GCSEs (Grade A-C/4-9) or equivalent, including English and Maths.

Grade D
3 GCSEs (Grade A-C/4-9) or equivalent, including English and Maths. Plus, Association of Accounting Technicians (AAT) NVQ level 2, or equivalent experience. 

Grade E
Educated to ‘A’ level or equivalent, plus Association of Accounting Technicians (AAT) NVQ level 3, or equivalent experience.





	GCSE ICT (Grade A-C/4-9) or equivalent

	Knowledge/Experience:

	Essential 
	Desirable 

	[bookmark: _Toc362946806][bookmark: _Toc362946807](May have been gained outside of paid employment)

Grade C
Experience of working with others in a team
[bookmark: _Toc362946808]Experience of producing information or reports which requires attention to detail
Competent in use of Microsoft Outlook, Word and Excel.
Grade D
[bookmark: _Toc362946809]Experience of answering telephones and directing queries

Grade E
Previous Experience of working within a finance office environment in an administrative capacity.

	General office experience

Practical knowledge of computerised financial systems
Knowledge and experience of budget preparation and monitoring


Experience of working with financial processes/in a finance environment.


	Skills:

	Essential
	Desirable

	Good numeracy and literacy skills

Analytical approach to work with problem solving skills

Ability to follow and review procedures

Good and demonstrable organisational skills

Good attention to detail with the ability to work to a high standard of accuracy and meet deadlines.

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

Ability to work as part of a team

Good communication skills, including a helpful and courteous manner with evidence of good customer care attitude and with the ability to work with all levels of staff

Appreciation of need to be diplomatic and maintain confidentiality.

	Knowledge of local authority environment or finance








	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 


	The Entry/Trainee level of this apprenticeship post is aligned to the apprenticeship framework Level 2 Accounting. The second and intermediate part of this post is aligned to the apprenticeship Standard Level 3 Assistant Accountant.

It is expected that the postholder would not normally take longer than 12 months to complete the Level 2 training and 18 months for the Level 3 training. Level 2 apprenticeship training must be fully completed before moving on to level 3.

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

This training programme is designed to develop an individual looking to pursue a career in finance, from entry as a Trainee at the Level 2 Accounting* framework to a Finance Assistant upon subsequent completion of the Level 3 Assistant Accountant* apprenticeship. Both apprenticeships will include the level 2 and level 3 AAT qualifications respectively. 

The initial starting grade is C and the post holder competency and course achievements will be reviewed after 6-12 months with potential of grade moving to D. Upon completion of the Level 3 apprenticeship the grade will become a E.
The post holder will be appointed to the permanent position of Finance Assistant upon completion of the apprenticeship training and subsequent AAT qualifications achieved.

There is potential for the successful applicant to progress onto the Accounting level 4 apprenticeship as a further development opportunity.

(*Eligibility for entry to the apprenticeship training and the levy funding is subject to existing qualification and suitability)





	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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