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	JOB DESCRIPTION 
 

	Role:   	 
 
	Finance Apprentice

	Salary:  	 
 
	Apprentice rate - April 2023 - £9,636 per annum 

	Working Hours:  
 
	35 hours per week, 52 weeks per annum 

	Reporting to:   
 
 
 
	Director of Finance and Financial Accountant  




Main duties and responsibilities 
Main Duties  
· Input standard information into financial systems in accordance with financial procedures.
· Process purchase orders and send out to suppliers. 
· Process good received notes on finance system against appropriate orders, checking for accuracy and liaise with appropriate staff to confirm receipt. 
· Ensuring invoices are checked against purchase orders and goods received notes. 
· Timely and accurate inputting of invoices onto the finance system – helping to ensure invoices are paid within agreed payment terms.
· Raise sales invoices as required. 
· Send remittance advice, sales receipts and other necessary communications to suppliers/customers in timely manner. 
· Assist with banking and bank reconciliation process
· Process credit card purchases and payments. 
· Assist with monitoring and actioning accounts mailbox
· Deal with queries from suppliers, customers and schools
· General administrative duties e.g. opening post, scanning and filing.

Personal Qualities and Requirements. 
· Positive and enthusiastic personality. 
· High levels of self-motivation. 
· Willingness to gain knowledge of educational finance. 
· Good interpersonal skills. 
· High level of attention to detail
· Committed to self-development	 
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