
 
 

 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

Assistant Accountant  

Who’s in my team? 

Team  Accounting Services 

Line Manager  Senior Accountant 

My direct reports  N/A 

Updated December 2024 

 

What’s my role? 

Support the monthly performance reporting process whilst working closely with 
Accountants and budget holders to provide good quality financial information to improve 
business decisions. 

What am I accountable for? 

• Contributing to the preparation of monthly performance reporting at group, 
company and budget holder levels.  

• Performing monthly balance sheet reconciliations of allocated accounts.  

• Proactively working with budget holders to prepare annual budgets and monthly 
forecasts for analysis against actual results, challenging operating costs and 
seeking operational efficiencies. 

• Supporting the business partner work to departmental budget holders. This may 
involve attending departmental management meetings and liaising with different 
departments and teams.  

• Assisting in the implementation of new and existing financial systems (including 
upgrades, testing and feedback).  

• Maintaining and updating control manuals, procedure documents and process 
maps.  

• Contributing to ad-hoc and annual requests for financial information.  

• Providing supporting information to both external and internal auditors. 

• To carry 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: 

• Qualified AAT or part-qualified accountant studying towards a recognised 

qualification (ACCA, CIMA).  

• Good working knowledge of SUN, Q&A and financial databases.  

• Understanding of the requirements for management and financial accounts to 

meet audit standards.  

• Understanding of current financial reporting standards (FRS).  

• Proficient in MS Office suite, with intermediate skills in MS Excel. 

 
Proficient Requirements: 

• Good knowledge of the preparation of management and financial accounts to 

audit standards, supported by practical experience 

 


