
	County Durham and Darlington 
Fire and Rescue Service
Job description

	Job title:   

	Business Admin Apprentice - Finance

	Directorate:

	Corporate Resources

	Responsible to:

	Senior Finance Clerk

	Location:


	Service Headquarters (However you may be required to serve at any location as so directed)

	Purpose of the job
To assist the Finance and Administration Officer with the delivery of an effective administrative function within the Finance office.


	Context of the role: - 
· County Durham and Darlington Fire and Rescue Service vision is “Safest People, Safest Places”
· The finance team forms part of corporate resources directorate and is responsible for the effective control and management of financial and performance information
· The finance team contributes to the wider organisational priorities as outlined in the integrated risk management plan
· The Service expects the highest standard of communication and conduct from all staff.  Respect for confidentiality is essential in this role.
· All personnel are expected to participate positively in the appraisal process, to undertake relevant training and development activities to improve their work performance, and to contribute to the training and development of others.

· The post holder will be expected to promote the service’s policy of equality and fairness, both within the service and external in order to demonstrate commitment to anti discriminatory practice in all the service’s activities. 
· The specific areas of responsibility associated with this post will be shared between all postholders and amended from time to time to ensure appropriate segregation of duties, cross matching of skills and suitable cover in all aspects of the specified role.  



	Key responsibilities and duties

	This is an apprenticeship role whereby the individual will be expected to carry out the following tasks with the on-going training and support of their line manager and colleagues.

	1
	To provide general clerical support to the Finance Team as required, including sorting the post, scanning, photocopying, electronic filing, checking of data, proof reading documents and the provision of reception cover.

	2
	To provide assistance and support to requisitioners across the Service, processing approved requisitions in Oracle to generate purchase orders for goods and services. To monitor and pursue late deliveries and expedite incomplete orders. 

	3
	To check and verify order and non-order invoices before assisting with the processing for payment within agreed credit terms ensuring accountancy rules are applied and the checking of statements 

	4
	To assist the procurement clerk in processing purchase orders and sourcing goods and services adhering to financial regulations and procurement legislation. 

	5
	To assist in the completion of statistical returns and the collation of performance data including the running of reports.

	6
	To maintain the Finance Inbox on Outlook and forward emails to the relevant person in a timely manner.

	7
	To create and maintain web pages and publish them on the Service’s Internet, Intranet and SharePoint. 

	8
	To maintain accurate records and information, using both manual and computerised systems. 

	9
	To develop and maintain effective working relationships with the line managers, colleagues and staff across the Service, and with trade unions and other relevant external contacts. 

	11
	To assist in meeting any office deadlines as required e.g. invoice related tasks, raising debtor accounts, procurement related queries.

	12
	The areas of responsibility associated with a particular post may be amended from time to time, and where possible, consultation will take place prior to the change.  It is expected that the postholder will operate flexibly in any location and undertake any other tasks and projects which could reasonably be expected of someone holding this grade, including assisting other sections as required, commensurate with the grade or of a lower grade.
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	County Durham and Darlington 
Fire and Rescue Service
Conditions of employment summary
Finance Apprentice


	Employed under:

	National Joint Council for Local Government Services

	Grade:

	Apprentice

	Current salary range:
(wef 1 April 2021)
	Current apprenticeship rates as per Gov.UK guidelines
£4.30 per hour / £8,295 p.a.


	Salary payment:

	You will be paid on the last working day of each calendar month, directly into a specified bank or building society account.

	Hours of work:

	37 hours per week, worked over 5 days, Monday to Friday. The actual pattern of working will be set with the line manager. Occasional working beyond normal office hours may be required as part of the role.

	Annual leave:

	The annual leave year runs from 1 April to 31 March. Entitlement will be 26 working days per full leave year. Statutory Bank Holidays are additional to these entitlements.

	Probationary period:

	6 months

	Contract status:

	Apprenticeship term in line with Business Administration level 3  
(18 - 24 months)

	Notice period required from employee:

	One month in writing

	Pension scheme:

	The post holder will be automatically enrolled in the Occupational Pension Scheme but will have the option to opt out

	Sickness payments:

	Dependent on length of service, up to a maximum of 6 months full pay and 6 months half pay

	Allowances:

	Not applicable


	County Durham and Darlington Fire and Rescue Service
Person specification

Finance Apprentice


	
	Essential
	How measured
	Desirable
	How Measured

	Education and qualification
	· A good standard of general education
· Willingness to study for Business Administration level 3 qualification


	Application form and certificates

	· Current full driving licence 

	Application form



	Experience
	
	
	· Data handling / input experience
· In the provision of general clerical support (copying, scanning, filing systems etc.) 
· Experience of teamwork

· Previous experience in a financial environment


	Application form / interview


	Knowledge and skills
	· Good interpersonal and communication skills
· I.T. Skills (Word, Excel, PowerPoint, Outlook)
· Good organisational skills


	Application form / interview

	
	

	Personal qualities
	· Enthusiastic, self-motivated

· To have a capable and common-sense attitude
· Flexible approach 

· Good attention to detail
· Understand and respect the need for confidentiality

	Application form / interview

	
	

	Additional requirements

	· Able to meet Service medical requirements

· Willingness to undertake any other training/qualifications as deemed appropriate to the post

	References 

Completion of medical questionnaire / medical Interview
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