
ROLE PROFILE
Role Title: Accounting Technician Apprentice Trainee

Department/Unit: Finance

Rank/Grade: A3 (Non-supervisory)

Reporting to:                     Head of Management Accountancy and Projects

CVF Link: Level 1 - Practitioner

Main purpose of the role: To contribute to achieving the vision, purpose and values of 

Hertfordshire Constabulary.

Key Responsibilities

 Apprentice  Levy  related  training  (20%  off  the  job  training,  can  include  activities  such  as 

shadowing  officers/staff  in  other  departments)  to  obtain  an  Advanced  Diploma  with  the 

Association of Accounting Technicians (AAT)

 Support the preparation of budgets to ensure that budgets are set on the basis of accurate and 

comprehensive information.

 Support the budget monitoring and forecasting process by the provision of budgetary 

information and  advice to budget holders thereby ensuring an accurate position is 

reported to finance and operational management.

 Support the annual closure of accounts process by guiding budget holders through the 

process and undertaking administrative tasks as required by finance management.

 Support the transactional services team by ensuring that income due to the force is 

invoiced in a timely manner and that suppliers are paid on time.

 Aid in ensuring that controls processes within the department are strong and complete 

including control account reconciliations and balance sheet reviews.

 Carry out general office duties and administration tasks as required.

Financial e.g., Limits/Mandates Non-Financial e.g., Staff Responsibility

 None  None

Entry Requirements

 Four GCSEs graded A-C / grades 4-9 including maths and English.
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 Excellent numerical skills and ability to interpret financial data.

 Excellent written and verbal communication skills.

 Strong interpersonal and teamworking skills, flexibility, and self-reliance under pressure.

 An appreciation of sensitive and confidential information, and the importance of 

personal integrity and diplomacy.

 Excellent computer literacy including the ability to use Microsoft Office packages.

 Experience working in a finance department (desirable).

 Experience of working in the public sector (desirable).

Psychological Assessment Not applicable

Return on Investment or Tenure Not applicable

Homeworking or Agile Working To be confirmed

Vetting Level To be confirmed

Any other General Requirements/Scope

 The post holder will be required to travel to different locations across Hertfordshire for 

meetings/training events.

 The post holder will be required to work from different locations across Hertfordshire.

 If using a private vehicle then business insurance needs to be organised by the individual.

 Vetting is required, as advised by the Vetting Unit.

 The post holder will be expected to undertake training as and when required.

 The post holder will be expected to comply with health and safety requirements

Obligatory Requirements

 Before commencement of this appointment, this role may be subject to a medical assessment. 

For some roles health screening or surveillance may be required on a regular basis, as 

identified by line manager risk assessments.
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 There is a requirement for the role holder to meet the probationary objectives set.
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