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BRIGHTON & HOVE CITY COUNCIL            
	Job Title:

	Assistant Accountant Apprentice Level 3

	Reports to:

	Accountant

	Department:
	Property & Finance

	Section:

	Homes & Adult Social Care / City and Corporately Contracted Services

	Date written: 
	May 2023 (Updated May 25)


Purpose of the Job

To undertake the Assistant Accountant Level 3 Apprenticeship Standard
To learn how to provide finance support and advice to a variety of stakeholders.
Principal Accountabilities

· To learn how to maintain systems or accounting records and carrying out appropriate system or account checks and reconciliations.

· To assist in the accurate and timely closure of accounts in accordance with the corporate guidance and timetable.

· Where appropriate and using relevant IT systems assist in calculating charges for services in accordance with agreed policies and procedures.

· To develop an understanding in and assisting where necessary in developing realistic forecasts and projections for expenditure and income during the year, in consultation with senior business partners in Finance.

· To develop and present information and to provide other relevant support to budget holders and/or systems users as required.

· Learn to problem-solve, answering and resolving queries from external and internal customers providing the required information or making referral to other services where necessary.
· Prepare and process journals to services.
· To learn to manage and prioritise time and work to meet deadlines.
· Learn to support colleagues and collaborate to achieve results, demonstrating an awareness of how their role impacts others. 

· Apprentices may also be asked to undertake other appropriate officer duties at the apprenticeship level, but with appropriately higher levels of supervision and/or guidance.
General Accountabilities

· To co-operate in the implementation of the council’s Health and Safety policy
· Work within the team to achieve respective team performance measures.
· Work within and actively promote the City Council’s Inclusive Council policy in relation to service delivery and staff management. 

Your duties will be as set out in the above job description but please note that the council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.
The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.
Apprenticeship Objectives
The main objective of the apprenticeship is to gain the relevant knowledge and experience to pass Assistant Accountant Level 3 Apprenticeship Standard. The purpose of this role is to enable an apprentice to work on aspects of finance that will enable them to do this. 

The full knowledge, skills and experience can be found on the institute for apprenticeships website.

https://www.instituteforapprenticeships.org/apprenticeship-standards/assistant-accountant/
The expectation is that an apprentice will be competent in all areas by the end of the level 3 programme.

Functional Skills

English and Maths - Where an apprentice is 16-18yrs at the commencement of the apprenticeship, if the relevant English and Maths level has not been achieved or cannot be evidenced, the apprentice will be expected to work towards Functional Skills in these areas during the apprenticeship. This does not apply to 19+ unless it is a specific requirement of the apprenticeship or requested.

Please note, if the role requires a certain Level of English and Maths as an Essential Criteria, this will be listed on the Job Description under Education, Qualifications and Knowledge and will be a requirement to apply and not be able to be studied.
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PERSON SPECIFICATION

	Job Title:

	Assistant Accountant Apprentice Level 3

	Reports to:

	Accountant

	Department:
	Property & Finance

	Section:

	Homes & Adult Social Care / City and Corporately Contracted Services


	
	Essential criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to minimum Level 2 AAT or hold a Bookkeeping certification or A level (Grade A-C) in Accounting, Maths, Economics or Business or the equivalent relevant accounting work experience

· GCSE Maths and English A-E, 2-9 or equivalent 




Essential Criteria
	Experience
	· Experience of communicating regarding an expectation; deadline or completion of a task/process.

· Experience of using electronic communication & applications i.e. emails, microsoft word and excel. 



	Skills and Abilities
	· Good IT skills to include using Word, Excel, Outlook and a financial system.
· Good communication skills
· Good problem-solving skills
· Ability to work flexibly in a changing environment

· Ability to work to deadlines and understand the requirement of escalation where necessary
· Ability to work both independently and as part of a team to achieve common goals
· Support others and collaborate to achieve results

	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the council’s Equalities Policy. 


	Other Requirements
	· Commitment to acquiring awareness and knowledge of Health and Safety policy and practice as it applies in their area of work

· Ability to co-operate and adhere to Health and Safety Policy, practices and instructions
· Displays an ongoing commitment to learning and self-improvement, seeking feedback and acting on it to improve performance
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