
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Finance Apprentice  



 
 

 
 

Finance Apprentice   

HO’S IN MY TEAM? 

Who’s in my team? 

Team  Accounting Services 

Line Manager  Senior Accountant  

My direct reports  N/A 

Updated December 2024 
 

What’s my role? 

To provide an efficient, effective and pro-active support service to the company, as part 
of a service driven support team. 

What am I accountable for? 

• Learning to assist with the processing of invoices to supplier accounts in a timely 
and accurate manner. 

• Dealing with supplier/internal invoice and payment queries as required. 

• Learning to produce financial reports relating to a range of finance systems and 
procedures and download and manipulate the reports in Excel. 

• Learning to reconcile financial statements and investigate variances. 

• Undertaking projects on an ad hoc basis, producing reports and working to agreed 
deadlines. 

• Carrying out any other duties consistent with the post that may be required from 
time to time, at the discretion of the line manager. 

• Keeping accurate records and manage all data in accordance with our Data 
Governance Framework, relevant legislation, and best practice. You must also 
understand and fulfil your responsibilities as set out in this framework.  

• Carrying out my work in line with our: 

 Professional standards, reflecting our values and behaviour framework 

 Policies, procedures, and code of conduct 

 Commitment to equality, diversity, and inclusion 

 Health and safety responsibilities 

 Confidential reporting (whistleblowing) polices 

 

What do I need? 

Entry Requirements: 

• Good standard of general education (incl GCSE grade A – C in Maths) 

• Experience of using MS Office 

• Good written and verbal communication skills 

• Ability to work effectively with others 

• Experience of dealing professionally with customers at all levels 



 
 

 
 

 

Proficient Requirements: 

• An awareness of the key issues and challenges faced within the Housing sector 

• The ability to remain calm and professional when faced with a challenging customer 

• An ability to empathise with people faced with a range of difficult and challenging 

situations and be able to offer solution-oriented advice 

 


