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	Details:

	Job Title
	Finance Apprentice

	School / Department
	Finance

	Responsible to
	Finance & Estates Manager

	Grade / Salary range
	£6,902 increasing to £7,917 in Year 2

	Location/Hours
	Finance Office / Full Time


	Introduction and Job Purpose 

	The Finance Department has absorbed the administration of Estates, and in addition will provide a shared service with The Macclesfield Academy from 1 September.  As a result of this, the amount of administrative and more straightforward finance duties within the department will increase.  An apprentice is requested to fulfill these duties, leaving Finance staff to concentrate on more appropriate tasks.




	Key Accountabilities

	1 To prepare, print and send statements on a monthly basis

	2 To reconcile, on a daily basis, the cash, cheques and card payments made at Reception to   the cash/cheques in the till, and the till receipt.  To prepare the paying-in slips for collection by Securicor

	3 To enter purchase orders onto the finance system for the Finance & Estates Departments

	4 To enter purchase/sales invoices onto the finance system 

	5 To assist with cash-collection in the Academy

	6 To open and distribute the post for Finance & Estates

	7 To assist with segregation of duties 

	8 To print and distribute purchase orders on a daily basis

	9 Petty cash payments and reconciliations


	10 Undertakes any other duties as may be reasonably expected with grade within or outside the College as required






	Details:

	Job Title
	Finance Apprentice

	School / Department
	Finance


	Qualifications
	Desirable / Essential
	Assessment Methods (AF/QA/I/T)

	Five GCSEs (grades A-C) including English and Mathematics (or equivalent) within past three years, or any five GCSEs (grades A-C) and undertake Key Skills and Technical Certificate during Apprenticeship, or completed a Level 2 Apprenticeship Framework.
	D
	AF

	Basic IT qualification, e.g. GCSE, CLAIT
	D
	AF

	Willingness to work towards AAT qualification
	E
	


	Characteristics
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Able to handle and record information accurately and securely
	E
	AF

	Able to communicate effectively with internal and external customers
	E
	AF

	Show interest in Information Technology, and be willing to acquire new skills in using hardware and software
	E
	AF


	Experience
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Be familiar with MS Office, including Word & Excel
	E
	AF

	Have a basic understanding of IT equipment, e.g. printers and scanners
	D
	AF


AF = Application Form

QA = Qualification Audit

I = Interview

T = Task
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