
Job Description  
Job title:

Finance Apprentice

Grade:


2 – rising to grade 4

Post number:  xxxxxx

Fixed term:               3 years

Directorate:

Resources

Unit:


Financial Services

	Finance apprenticeship programme

This is a finance apprenticeship role. An apprenticeship is a structured programme of learning (a combination of on and off the job training) for non-graduates. On the job, the apprentices work alongside finance staff as members of the GLA’s Financial Services team, off the job they undertake a tailored training programme, working towards a recognised accounting qualification – in this case, membership of the Association of Accounting Technicians (AAT). 

The Grade 2 role is for 18 months (studying AAT Level 3) progressing to a Grade 4 role for 18 months (studying AAT Level 4). Completion of AAT Level 3 must be achieved within a maximum of two sittings per paper.
Progression is dependent on success at Level 3 of the AAT qualification, satisfactory completion of practical work activity and the GLA’s assessment of your competence against the criteria set out below.


Job purpose

To provide financial and administrative support to the GLA’s Financial Services team.
Principal accountabilities

1. Providing financial and administrative support which will include some of the following:
· Providing administrative support to the Financial Services team, including:

· Handling incoming and outgoing post
· Filing and archiving of financial documents
· Other administrative responsibilities as required 
· Providing financial support to the technical accounting section, including:
· Posting journals

· Raising sales invoice request forms (SIRFs) on the finance system

· Processing expenses

· Preparing reconciliations and running system reports
· Supporting the preparation and audit of the GLA’s annual accounts
· Supporting the preparation of VAT returns

· Providing financial support to the management accounting section, including:

· Completing journals

· Producing management reports from the finance system

· Investigating queries which arise from departments
· Assisting with financial due diligence

· Supporting the GLA’s annual budget setting process

2. Provide finance support to projects, as required.

3. Attending meetings with both external and internal stakeholder and customer groups.
4. Realising the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities.
5. Realising the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams, when required.
Person specification

Technical requirements/experience
Essential 

1. Experience of using IT systems including Excel spreadsheets, Word and e-mail.
2. GCSE English and Maths (or equivalent) preferably grade C or above.
3. Willing and eligible for funding to study for AAT Level 3
4. Willingness to learn and make the most out of the finance placement
5. Ability and commitment to working as part of a finance team

6. Understanding of and commitment to the key requirements of working in an office environment, including: time-keeping, flexibility, initiative and personal responsibility for getting things done.
Desirable

1.   2 A-levels, including Mathematics - grades A-C.

Behavioural competencies
Outlined below are the six competencies that relate to the finance apprenticeship programme at the GLA. 
Stakeholder Focus

… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.  

Level 1 indicators of effective performance

· Listens to understand requirements without making assumptions 
· Demonstrates an enthusiastic and ‘can do attitude’ to all requests 
· Provides timely, accurate and personalised responses 
· Provides a polite and helpful first point of contact for stakeholders
· Learns from feedback to improve personal service to others

Planning and Organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches

to deliver work on time and to a high standard
Level 1 indicators of effective performance
· Plans and prioritises own workload to meet agreed deadlines
· Advises colleagues or manager early of obstacles to work delivery
· Perseveres and follows work through to completion
· Checks for errors to ensure work is delivered to a high standard first time

· Effectively juggles priorities
Responding to Pressure and Change

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

Level 1 indicators of effective performance

· Stays calm in pressurised and demanding situations
· Responds flexibly to changing circumstances

· Recognises when unable to cope and asks others for help
· Demonstrates openness to changing work priorities and deadlines
· Maintains personal well-being and achieves a balance between work and home life
Organisational awareness

… is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 1 indicators of effective performance

· Understands the structure and statutory responsibilities of the GLA 
· Understands how own role and work contributes to team and organisational objectives
· Understands the role of the GLA, the Mayor and the Assembly in relation to Londoners
· Is sensitive to the culture and political context of the GLA and uses it to work effectively
· Treats GLA information as sensitive and confidential
Managing and Developing Performance

… is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet the GLA’s objectives and statutory obligations

Level 1 indicators of effective performance

· Keeps up to date with new processes and information in own role

· Seeks opportunities to develop, taking responsibility for own personal development plan

· Takes a methodical and consistent approach to completing work in line with personal objectives

· Seeks clarity on objectives, ensuring a good understanding of expectations

· Openly shares constructive feedback, supporting the delivery of own and others’ work.

Responsible use of resources

… is taking personal responsibility for using and managing resources effectively, efficiently and sustainably

Level 1 Indicators of effective performance

· Demonstrates awareness of the GLA’s commitment to value for money and responsible use of resources 
· Works independently using own time and that of others effectively

· Takes action to avoid unnecessary waste and cost 

· Reduces personal impact on the environment by reducing use of, reusing and recycling resources
· Shows understanding of relevant budgets and how they apply in own work environment
Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.

