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Description automatically generated]JOB DESCRIPTION AND PERSON SPECIFICATION

Post: 			Finance Apprentice
Salary/Grade: 		Grade 4 (£25,159 - £25,558)
Responsible to: 	Chief Finance Officer
Working time: 	Full Time (36 hours, all year)
Temp/ Perm:	 	Fixed to Apprenticeship

Main purpose of the post:
We are seeking a motivated and enthusiastic Finance Apprentice to support the finance team across the Trust. This role provides an excellent opportunity to gain practical experience while working towards a recognised accounting qualification (e.g. AAT).
The postholder will assist with day-to-day financial processes, gain insight into financial reporting and compliance, and develop the skills required for a career in finance within an educational setting.

Key Responsibilities:
· Process financial transactions accurately and efficiently, including invoices, income receipts, and payments. 
· Support the day-to-day operation of finance systems and processes, including cash handling, supplier set-ups, supplier statement reconciliations, and credit control activities. 
· Maintain accurate financial records, ensuring all documentation is complete, organised, and up to date. 
· Confidently use Microsoft Office applications and finance systems, including Excel and Word, to support finance operations. 
· Work flexibly to contribute to the effective and efficient delivery of Finance Team objectives. 
· Collaborate with colleagues across the central Finance Team to ensure month-end and year-end processes are completed accurately and within agreed deadlines. 
· Work to strict deadlines to support the timely production of accurate monthly and annual financial information. 
· Manage the finance inbox, responding professionally and promptly to routine queries from staff and academies across the Trust. 
· Develop and maintain positive working relationships with colleagues and stakeholders across the Trust.
· Support compliance with financial procedures and controls in line with Trust policies and regulatory requirements.

Other Responsibilities:
· Assist with the preparation and completion of monthly balance sheet reconciliations, as required. 
· Provide support during internal and external audit processes, including the preparation of audit documentation, as appropriate.
· Maintain confidentiality at all times and ensure compliance with GDPR and data protection legislation. 
· Support additional finance activities, including payment runs, VAT returns, and other transactional processes, as appropriate. 
· Uphold and actively promote the ethos, vision, and values of Stamford Park Trust. 
· Take responsibility and accountability for decisions made within the scope of the role. 
· Participate fully in performance management, training, and professional development activities. 
· Actively promote and comply with Trust policies and procedures, including Safeguarding, Health and Safety, Equality, Diversity and Inclusion, and Data Protection. 
· Deliver a high standard of customer service in all interactions with internal and external stakeholders.


Learning & Development:
· Undertake and work towards the successful completion of a recognised finance qualification (e.g. AAT). 
· Participate in training, development opportunities, and performance review processes. 
· As part of off-the-job training, gain exposure to and support activities such as budget preparation, payroll administration, and month-end processes, where appropriate. 
· Develop a sound understanding of financial systems, accounting processes, and relevant financial regulations and best practice. 
· Continuously enhance technical knowledge and professional skills to support career development within finance.




Person Specification

	
	Essential/ Desired
	Assessed

	Qualifications
	
	

	Math GCSE at Grade 6 or above
	E
	Application

	English GCSE at Grade 5 or above
	E
	Application

	Completed an Accountancy qualification, Level 2 or above
	D
	Application

	Willingness to study towards a finance qualification (e.g. AAT)
	E
	Application

	Experience
	
	

	Ability to demonstrate good organisational and numerical skills, with the ability to manage time effectively to ensure deadlines are met
	E
	Application / interview

	Experience in using Microsoft Office (e.g. Excel and Word)
	E
	Application / interview

	Previous administrative or finance-related experience
	D
	Application / interview

	Knowledge and Interpersonal Skills
	
	

	Good numeracy and attention to detail
	E
	Application / interview

	Strong, professional communication skills
	E
	Application / interview

	Enthusiastic, motivated and keen to learn
	E
	Application / interview

	Reliable, and able to work well as part of a team
	E
	Application / interview

	Demonstrate good IT skills, with the ability and willingness to learn new software’s and systems
	E
	Application / interview

	Demonstrate good analytical thinking and problem-solving skills
	D
	Application / interview

	Good understanding of confidentiality and data protection
	E
	Application / interview

	Display an awareness, understanding and commitment to the protection and safeguarding of young people and vulnerable adults
	E
	Application / interview

	Understanding of company law, health and safety practice and legislation
	D
	Application / interview

	Willingness and ability to travel efficiently between the local sites of the Trust, if required
	E
	Application / interview

	A commitment to all aspects of safeguarding
	E
	Application / interview

	Commitment to equal opportunities

	E
	Application / interview

	Commitment to the ethos and values of the Trust
	E
	Application / interview
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