


Hastings Borough Council
Job Description
Date: March 2026
Job Title
Finance Apprentice

Directorate
Financial Services

Grade
APP

Reports to 
Financial Transactions Manager

Location
Muriel Matters House, Hastings and Home Working

Purpose of the Job
To assist in the provision of a professional and comprehensive Transaction Service function that is customer focused, ensuring a high standard of service delivery. This post will require multi-skilling across Debtors, Creditors and Income to perform a broad range of tasks across the service to provide resilience within the team.

Main Responsibilities

To assist with the collection of large and difficult debts including liaising with Legal where required and providing them with information to enable debts to be pursued further.

To assist in completing leases and licenses in respect of concessions and rents for industrial and shop premises, land and other buildings in order to collect fees and rents due on the due dates.

To assist in producing accounts for those fees and rents in addition to all other charges due to the Council for various services carried out. 

To assist in issuing reminders and undertaking follow up procedures for collection in accordance with timetables.


To assist with Income reconciliations and supporting corrections, ensuring all reasonable actions have been taken to code correctly and any unidentified income has been fully investigated and corrected.

To assist with ensuring payments are made on time and within corporate targets and that no duplicate payments are made.

[bookmark: _Hlk126834363]To assist with ensuring the correct treatment and accounting of VAT and other statutory and legislative requirements.

To ensure audit standards are met within area of responsibility achieving quality and performance expectations, working collaboratively with auditors as required.	

To manage the external post coming into the department and distribute electronically to the correct team to deal with.

To attend and contribute to team meetings internally and externally and to provide cover for staff when appropriate.

To provide excellent service delivery within the scope of the post.

Show a commitment to continuous development and improvement, team working and the highest professional standards.

To assist with effective management of relevant communication hubs such as electronic mailboxes.

To assist with Freedom of Information Act request accurately and within the 20 days’ time limit. 

Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.

To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.

Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.

All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 

Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The key result areas to this post are set out in this job description.  It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Hastings Borough Council
Person Specification
Job Title
Finance Assistant
Directorate
Finance Department
Essential Requirements
Qualification
5 GCSE passes at grade C/4 or above (or equivalent) in Maths and English Language.
Experience
Experience of working in a finance environment
Experience of delivering a customer-oriented service
Knowledge
A good understanding of book-keeping
A good knowledge of Microsoft Office, in particular of Excel spreadsheets and their application
Personal Aptitude and Skills
Good written & verbal skills
Good literacy & numeracy skills
Competent user of common ICT applications, such as Word, Excel, Outlook or equivalents
Ability to prioritise own workload.
Organisational skills
Able to communicate effectively with customers/clients.
Behavioural Approach
Methodical
Team Worker.

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected. 

Desirable Requirements
Qualification
3 ‘A’ Level passes at grade C or above (or equivalent)
Experience
Experience of Unit 4 Business World
Experience of working on projects and change initiatives.
Knowledge
Some understanding of public sector finance
Personal Aptitude and Skills
Negotiation skills
Knowledge and experience of a Financial Management software.
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