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Job Description / Person Specification
Finance Apprentice


	Job Description

	Job title:
	Finance Apprentice

	Pay grade / scale:
	Apprentice Rate


	Benefits and perks:
	LGPS pension scheme, TOIL scheme, occupational sickness scheme, health scheme

	Working hours:
	36:40 hours per week (based on 8am-4pm Monday – Friday ) : full year

	Location:
	You will be expected to work at all sites across the New Bridge Group.

	Special circumstances:
	Some out-of-hours working required at busy times.

	Staff responsible to:
	Head of Finance

	Staff responsible for:
	None

	Accountable to:
	Chief Finance Officer

	Probationary period:
	26 weeks



Our organisation is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and post holders to share this commitment.  For child protection purposes an enhanced disclosure will be required for this post.  

	Overall Purpose of the Job



To assist in the processing and maintenance of purchase and sales ledger records and provide financial administrative support across the Trust. This will extend to other areas of the finance department as capacity and qualification requirements dictate.

The role is to provide the apprentice with a good foundation in the functions of a busy finance office, learning new skills and gaining an understanding of policy and procedures that safeguards the organisation’s finances.




	General Tasks



· To assist the Finance Department with the day-to-day financial administration in accordance with the policies and statutory requirements.  
· To assist in the provision of accurate and timely financial and administrative services. 
· To assist in the efficient running of the Trust Finance Department.
· To work as a proactive team member and share ideas by involving the whole team in all developments and action plans. 

	Tasks Specific to the Role




Purchasing and Sales Procedures

1. To process invoices in accordance with agreed procedures and regulations and ensure relevant goods and services are received and forward for authorisation.

2. To raise Purchase Orders as required for Central Team ordering activities.

3. To raise general sales invoices and support in undertaking debt recovery processes.

4. To reconcile supplier statements to the ledger supplier invoices with a high level of accuracy and investigate queries accordingly.

5. Process and reconciliation of charge cards and petty cash claims.

6. Support in the resolution of supplier/customer queries as required.

Budgetary & Financial Control

7. To assist in budgetary control and expenditure investigation.

8. To assist in month end and year end procedures to include collation of evidence and administration as required.

Financial Administration

9. Prepare banking and post onto financial systems.

10. To assist in the maintenance of an efficient filing system for all financial data.  

11. To undertake routine tasks associated with payroll as required.
 
12. To assist in the resolution of internal and external financial queries, including personal, telephone or postal requests.
	Other Duties



This job description is not intended to be exhaustive and the job holder may be asked to perform other related duties as directed by the Chief Finance Officer to meet the needs of the organisation.
	Equipment, Tools, Physical or Special Requirements



Ability to maintain regular, punctual attendance consistent with the Group’s expectations and policies.
Cross-site travel may be required.
Adoption of professional standards of behaviour and appearance at all times in line with Group protocols.






	Job Specification

	Selection Criteria
	Assessed By

	Education, Qualifications & Training

	1. Willingness to undertake AAT Level 2 or Level 3

2. GCSE English and Maths (Grade 4 or above, or equivalent) 
	Application Form
Interview & Selection
Certificates / Checks

	Skills and Abilities

	
1. Good literacy and numeracy skills

2. ICT literate, with the ability to use computer packages (Microsoft products for example)

3. Ability to undertake administration/clerical tasks, including basic finance tasks

4. Good communication skills to deliver polite, courteous and efficient customer service, in person and over the telephone

5. Good organisational skills to prioritise work and complete tasks to deadlines

6. Ability to follow instructions, procedures and policies

7. Ability to work effectively with others and to meet deadlines

8. To be will and able to work flexibly moving between sites.

	Application Form
Interview & Selection
Certificates / Checks

	Knowledge

	
1. Understanding of GDPR protocols and the need to keep information confidential

2. Understanding why safeguarding is importance when working with children and young people.

	Application Form
Interview & Selection
Certificates / Checks
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