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As a Financial Administration Apprentice, you will: -  
 

− provide financial compliance and administration support to internal Council business units 

− support the Council’s accounts payable system, including the processing of invoices 

− support corporate and regulatory compliance across the payment and financial administration processes. 

− provide support activities to the Head of Financial Administration and the department and collate management information and data activity analysis 

− respond to customer enquiries and requests using the Council’s case management system ‘V Fire’ and the IVR telephony system 
 
About you: 
 

− You will have GCSEs in English and Maths (grade C or above or equivalent)  

− An interest in finance or accounting 

− You will have a positive ‘can do attitude’ and good work ethic  

− Excellent time-keeping skills and presentable and professional at all times  

− Sound verbal and non-verbal communication skills  

− Excellent knowledge of Microsoft Office applications i.e. Word, Excel, Power Point and Outlook 

− Able to prioritise own workload effectively  

− Able to use initiative and work independently 
 
As an Apprentice you will be working towards an Accounts or Finance Assistant, level 2 apprenticeship standard.  

 
 

https://www.instituteforapprenticeships.org/apprenticeship-standards/accounts-or-finance-assistant-v1-0

