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Post title: Income Assistant Apprentice
Date last updated/evaluated: November 2025
Author: Carol Johnson / Bev Lavender

[bookmark: _Hlk181889273]Standard Occupation Code:		Not applicable
School / Department:			Finance Department 	
Faculty / Directorate:			Professional Services 
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 2a
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Revenues Team Leader 
Post line report(s):			Not applicable
Post base location:			Hybrid: Campus / Home : HIGHFIELD 

Job purpose: 	To provide support to the Income team with data entry to the accounting software system (Unit 4 ABW), helping to match remittance advices received with bank statement credits, assisting with identifying other receipts to the bank and reconciling payments received electronically. Providing general office support; processing incoming post, scanning documents, filing (both paper and electronic documents), helping to process e-mails received to the team’s generic e-mail account and the University ticketing system, ServiceNow.  All work will be undertaken with training and support provided by colleagues within the team.
The postholder will undertake a relevant apprenticeship programme alongside their work-based duties and will be supported to develop the knowledge, skills and behaviours required for successful completion of the apprenticeship.

Key accountabilities and indicative time allocation:
1. 50%
Carry out a range of moderately complex standardised administrative, customer service and/or support activities according to established processes and general instructions including data entry, processing bank statement items. 
Prioritise own short-term work activities. Determine sequence of work and adapt approach if required, within allocated schedules or work plans.
Recognise and understand the importance of own work. Share good practice, suggest improvements and raise issues of concern where necessary.
2. 20%
Apply a working knowledge of specific systems (Unit 4 ABW and ServiceNow), processes and/or equipment to complete assigned tasks including matching remittances with bank statement items ready for data entry

3. 10%
Perform straightforward recording, manipulation and provision of routine information or data, usually in standardised formats for example, assisting with the identification of other bank receipts and documenting coding details ready for data entry.  
4. 10%
Receive and respond to everyday queries. Seek input from others when required. Escalate more complex queries or problems.
General office support, processing post, scanning, filing, dealing with e-mails.
Maintain an awareness of related activities, services and key contacts, internally and externally, knowing who to liaise with or refer to on key issues.

5. 5%
Comply with relevant policies and procedures including health and safety. 

Complete all mandatory training and actively participate in the apprenticeship programme, including attendance at off-the-job learning, completion of coursework and assessments, and applying learning within the workplace.

6. 5%
Any other duties as allocated by the line manager following consultation with the post holder.


Internal and external relationships:
The post holder will be expected to function as part of a team with the other members of the Revenues Team. 
Members will assist each other with their roles, as necessary. 
Departmental management and University senior management
Other members of the department/University staff

External customers
Relevant suppliers and external contacts
 
Support and liaise with all customers as required. 

Special requirements:
Appointment is subject to meeting the eligibility requirements of the apprenticeship programme. The postholder will be required to successfully engage with and complete the apprenticeship qualification.


Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Some practical knowledge and experience in a relevant operational discipline. Practical knowledge may have been gained through some or all of the following:
· Relevant work experience
· Vocational training 
· Formal qualification(s) equivalent to Level 2 of the Regulated Qualifications Framework e.g. GCSE grades 4-9 or grades A*-C, or Level 2 award, certificate, diploma, NVQ.
· IT literate and highly competent in using Microsoft Excel. 
· Demonstrates a willingness and commitment to undertake and successfully complete the required apprenticeship programme.


Desirable
· Experience with Microsoft Word and other Office 365 programmes. 
Teamwork and Communication
Essential

· Demonstrate good verbal and written communication skills. 
· Ability to deal with sensitive information in a confidential manner.
· Ability to work well in a team and on their own
· Contributes to team effectiveness by sharing information and supporting others.
· Ensures any supervised staff are clear about their role and responsibilities.
· Explains procedures and provides assistance to others.
· Seeks and clarifies detail as required.

Planning, Organisation and Resource Management
Essential
· Able to plan and prioritise a range of standard and non-standard work activities. 
· Complete tasks with attention to detail, always ensuring accuracy 
· Demonstrates good knowledge of the role and its context.
· Effectively organises allocated work activities.
· Assists the organisation of non-standard work activities and events.

Problem Solving and Initiative
Essential
· Solves simple problems and adapts to changing circumstances within established practices and procedures. 













Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Not applicable
Lone working								Not applicable
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^					Not applicable
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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