
Accounts/Finance
Assistant

LEVEL 2

This apprenticeship will show 
 learners how to maintain an efficient
and accurate finance function within
a business.



Occupation Summary
An Accounts or Finance Assistant is an integral part of the team
responsible for maintaining an efficient and accurate finance function
within a business. 

The Accounts or Finance Assistant is responsible for assisting the team of
accountants with junior accounting duties.  These can vary massively
depending on the team structure and size of business and could include
basic bookkeeping activities, working with sales and purchase ledgers,
running calculations to ensure that records and payments are correct,
recording of cash and data entry.   Accounts or Finance Assistant can work
in almost any sector.  
 
Potential employers include corporate businesses, sole traders,
partnerships, public sector, charitable and voluntary sectors, not-for-
profit organisations and educational institutions. 

AAT Foundation certificate in accounting (Level 2)
ACCA Certificate in financial and management accounting (Level 2)
IAB Level 2 certificate in bookkeeping
ICB Level 2 certificate in bookkeeping

Qualifications
Apprentices will be required to take one of the professional qualifications
listed below, as chosen by the employer to be most relevant to the job role:

Level

2
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Looking to find out more about this apprenticeship? Contact us today!
enquiries@protrain-solutions.co.uk

01252 712945 www.protrain-solutions.co.uk
@protrainuk

Duration 

12-14 months

tel:01252712945


Frequently Asked Questions
How do I search for apprenticeship vacancies?
We have a recruitment service for employers looking for apprentices and the vacancies are advertised on
our website - view vacancies.   There is also the 'Find an apprenticeship' website from Gov.uk that hosts
nationwide vacancies and other information plus guidance. 

What if I don't think I (or my employee) meets the eligibility?   
Please get in touch with us, we appreciate everyone's situation is different and our experts here can
discuss this with you.  

How will the Apprenticeship be Delivered?  
Weekly 3 hour workshops, along with off the job study and assignments.   Up to 6 hours off the job per
week (paid) is required as part of the apprenticeship.   
This will include 1:1 coaching and mentoring from their allocated Skills Coach, and progress meetings
every 10 weeks with the employer, apprentice and Skills Coach in the workplace.  

Is the AAT Level 2 Certificate in Accounting included in the Apprenticeship?
Yes, it is included. 

Looking to find out more about this apprenticeship? Contact us today!
enquiries@protrain-solutions.co.uk

01252 712945 www.protrain-solutions.co.uk
@protrainuk

IAB – Associate Level Membership
ICB – Associate Level Membership

Progression
On successful completion of the Level 2 Accounts or Finance Assistant
apprenticeship, learners can progress on to the Level 3 Assistant
Accountant  Apprenticeship.   Professional body memberships that are
relevant to the options for this apprenticeship are:

Entry Requirements
Individual employers will determine their own entry requirements. 
English and mathematics - Apprentices without Level 1 English and
Maths will be required to sit functional skills workshops and exams as
part of the apprenticeship. 

https://opportunities.protrain-solutions.co.uk/
https://www.gov.uk/apply-apprenticeship
tel:01252712945


Other Business apprenticeships available: 
Level 3 Accounts Assistant
Level 3 Business Administration
Level 3 Events Assistant
Level 3 Team Leader/Supervisor
Level 4 Professional Accounting or Taxation Technician (Jan 2023)
Level 5 Operational/Department Manager

Why choose Professional Training Solutions?
We have a team of apprenticeship experts who can help you and your business to develop your key asset
- your workforce.  We always put the learner at the heart of everything we do to ensure they get the best
training and ultimately become a fantastic part of your team.   We offer several different apprenticeships
standards across multiple industry sectors as well as other training and qualifications. 
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