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POSITION DESCRIPTION: 
Finance Apprentice
Department: 		Finance

LOCATION:			Head Office – Chandler’s Ford 		
	
POSITION PURPOSE: 	This role will allow the candidate to work alongside all finance functions allowing them the opportunity to see all aspects of the business
	
RESPONSIBLE TO: 	Various Finance leads
	
REGULAR CONTACTS:
	
	
	

	
	Branch staff
Heads of departments
Other finance colleagues

 


MAIN RESPONSIBILITIES:
· Meet targets related to your Apprenticeship and role performance agreed by your company appointed Mentor and attend all college, training, assessments, and progress reviews.
· Demonstrate active involvement in the finance functions to develop a full understanding of company operations, systems, products, and equipment.
· Exhibit progress in learning from the finance teams and complete all assigned duties to an agreed expectation.
· Effectively undertake assigned tasks to an agreed standard as directed by an experienced mentor.
· Show continued progress in the development of your knowledge on financial aspects of processing and reporting with the support of a dedicated mentor.
· Assisting with development of reporting and striving for continuous improvement through input into ideas and development.
· Accurately inputting data and highlighting and challenging when things don’t look right
· Always demonstrate the Selwood values when representing Selwood Ltd, whether at work or whilst attending college.
· Interact and work collaboratively with all levels of Selwood staff to achieve all agreed outcomes.
· Demonstrate initiative and not wait for instruction when seeing something needs to be done whilst maintaining a methodical, attention to detail.
· Demonstrate a flexibility in understanding the requirements of all stakeholders to support the business whilst maintaining a safe environment for all.
· Comply with Company policies, rules, and procedures at all times.
· Comply with relevant legislation, regulations, and standards, including, but not limited to health, safety, environment, quality, and data protection, in respect of your role and employment with the Company.

The main responsibilities are outlined above.  This is not a definitive list and other tasks/activities may be necessary as the Company’s commercial activities require.

Quality, Health, Safety, Environment
· Understanding of all SHEQ requirements to uphold high levels of safety adhering to all safety legislation, ensuring staff and visitors are kept safe.
· Carry out all work to the standards required.
· Learn and adhere to Company systems, policies, and procedures. 
· Demonstrate an understanding of relevant Company safe systems of work and carry out all tasks in line with these to minimise risk of harm to yourself and other personnel.
· Ensure any waste materials are appropriately and safely disposed of where relevant to your role and company procedures are followed. 
· Ensure that work areas are always kept tidy to an agreed standard.


QUALIFICATIONS & EXPERIENCE:
Essential
· GCSE or equivalent English Language (Grade 4)
· [bookmark: _Hlk119587669]GCSE or equivalent Maths (Grade 5)
· Good IT skills including familiarity with Excel and other Microsoft products
· Learning Agility – knowing how to learn — knowing what to do when you don't know what to do. It's about learning from experience and applying it in new ways, adapting to new circumstances and opportunities.
· Ability to handle constructive feedback and guidance appropriately.
· Possess excellent interpersonal and communication skills, adapting your style and approach to meet the needs of your stakeholders whilst working well in a team.
· Demonstrate an ability to analyse, troubleshoot, and use problem-solving skills.
Preferred
· A ‘can do’ attitude – willing to get stuck in, take accountability for decisions and actions and who takes pride in their work.
· A love of variety in a role and ability to adapt to a dynamic, fast-paced working environment.
· Ability to quickly prioritise tasks and the initiative to dive head-first into problem solving.
· No two days are the same so you’ll need to be quick on your feet to respond! 
· Excellent communication and collaboration skills and enjoy working with multiple teams.
· Ability to analyse and interpret information and effectively communicate this to different team members and audiences.
· Curiosity to learn quickly in a reactive and dynamic working environment
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