
Group
A

SS
IS

TA
N

T 
A

C
C

O
U

N
TA

N
T

LE
V

E
L 

3 
A

P
P

R
E

N
TI

C
E

S
H

IP



WHAT IS IT?
An Assistant Accountant provides support to internal and external customers and 
works within a practice or alternatively within the finance function of an organisation. 
Part of this role involves assisting in the day to day financial activities such as data 
entry to month end management accounts and/or year-end financial statements. 
In addition, the Assistant Accountant may find themselves involved in regulatory 
financial requirements such as the completion of VAT returns or assisting in the 
preparation of tax computations.

COURSE DETAILS
Entry requirements: 
Individual employers set the criteria, but this is likely to include 5 GCSE’s including 
Maths and English

Course Length: 
15 - 18 months

Qualification: 
Advanced Diploma in Accounting (Level 3)
Foundation Certificate in Bookkeeping (Level 2)
Assistant Accountant Apprenticeship

Functional Skills: 
Must achieve Level 2 Maths and English

PROGRESSION ROUTES
On top of ensuring full competency as an Assistant Accountancy, this standard will 
provide you with the foundation to progress in the Accounting sector, including: 
Assistant Accountant, Audit Trainee, Corporate Recovery Analyst, Credit Controller 
or Tax Accountant. 



KNOWLEDGE
What is required?

Business 
Awareness

Understands the transactional processes and support provided by 
accountancy firms or the accounting function within an organisation. 
Understands their organisations business strategy including customer 
and supplier needs, in order to produce relevant and compliant financial 
information. Is aware of how their role fits in with the wider organisation 
and sector they are working in.

IT Systems and 
Processes

Understands how to enter accounting transactions, perform a reconciliation, 
correct errors and produce a range of reports using a computerised 
accounting system. Understands the systems and process of the 
organisation, within the responsibility of the position such as Sales, 
Purchase and Payroll. Understands the use of all relevant office and 
accounting packages used within their organisation, relevant to their job role.

Ethical 
Standards

Understands the relevant Ethical Standards to protect their own and their 
organisations professional reputation and integrity. Understands the 
importance of upholding relevant codes of conduct.

Financial 
Accounting and 

Reporting

Understands the basic elements of double entry bookkeeping and 
accounting standards required to process financial documents and 
report financial information to users of accounts. Understands the current 
financial standards for basic accounts preparation, in order to be able to 
make necessary end of year adjustments. Understands what is required to 
draft final accounts. Understands how to account for the purchase and 
disposal of non-current assets. Understands the basic tax principles to 
apply current regulations to calculate VAT and submit a VAT return.

Management 
Accounting

Understands how to recognise and use different accounting approaches 
and is able to gather, analyse and report information about income and 
expenditure to support decision-making, planning and control.

SKILLS
What is required?

Analysis

Effectively records and analyses financial data at the appropriate level 
using the organisation’s standard tools and processes. Communicates to all 
stakeholders to aid decision making to add value to the organisation, within 
the responsibility of the position.

Communication

Works both independently and as part of a team within the organisation’s 
standards; competently demonstrates an ability to communicate both in 
writing and orally at all levels, using a range of tools and demonstrating 
strong interpersonal skills and cultural awareness when dealing with internal 
and external customers. Demonstrates the ability to communicate financial 
information in a way that non-finance staff can interpret and understand.



SKILLS (Continued)
What is required?

Uses Systems 
and Processes

Demonstrates the ability to identify the appropriate systems and processes 
to work productively in order to complete required tasks. Demonstrates 
competent use of office and accounting packages. Able to maintain the 
security of accounting information using passwords and backup routines.

Problem 
Solving

Applies techniques to both common and non-routine problems, analysing 
where required and selecting the appropriate tools and techniques to 
produce solutions. Escalates or seeks guidance and support where 
appropriate.

BEHAVIOURS
What is required?

Embracing 
Change

Accepts changing priorities and working requirements readily and has the 
flexibility to maintain high standards in a changing environment.

Adding Value

Identifies opportunities to actively engage in the wider business when 
appropriate. Provides information that positively contributes to influencing 
business decisions whilst continually striving to improve own working 
processes and those of the organisation.

Ethics and 
Integrity

Applies a transparent and objective manner in all actions and interactions to 
ensure that they meet the ethical requirements of the profession.

Personal 
Accountability

Takes the initiative for own personal development. Pro-actively takes 
responsibility for completing tasks and meeting expectations. 
Consistently prioritises in order to achieve timely outcomes.

Productivity
Organises work effectively and achieves required results within deadlines. 
Performs professionally in pressurised situations and escalates appropriately 
when necessary.

Team Working 
and 

Collaboration

Consistently supports colleagues & collaborates to achieve results. 
Aware of their role within the team & their impact on others.



ASSESSMENT GATEWAY
Before End-point Assessment the apprentice must be judged to be ready and have 
achieved:
• Level 2 English and Maths (if applicable)
• Passing any suggested exams, they may have been required to take as part  
 of their on-programme assessment
• Completion of training logs and evidence from performance appraisals
• Feedback from progress reviews completed by the Training Provider.

END-POINT ASSESSMENT 
AND COMPLETION
The End-point Assessment takes place once the apprentice has successfully 
achieved the gateway assessment. On completion of End-point Assessment the 
apprentices will receive a fail, pass or distinction depending on the outcome of their 
assessment.

Under the new standards an apprentice will complete only after they have been 
independently assessed – this is call End-point Assessment. 
The type of assessment varies but for this Apprenticeship it consists of the following:

Employer Reference Synoptic End Test

Reflective Discussion

Summative Portfolio

Grading Decision

Completion



SUMMATIVE PORTFOLIO
Made up of a range of evidence produced in the work-place that demonstrates the 
learner has met the knowledge, skills and behaviours detailed in the standard. 

EMPLOYER REFERENCE
The employer’s perspective on how the learner has performed in the workplace 
and how they have applied their knowledge, competencies and behaviours in work 
projects. 

SYNOPTIC END TEST
Covering the knowledge, skills and behaviours gained throughout the programme 
stage, in detail.

REFLECTIVE DISCUSSION
Provides an opportunity for further evidence to be gathered and/or evidence to be 
explored in more detail against any of the knowledge, competence or behaviours. 
This also increases accuracy and validity. 

GRADING DECISION
Independent End-point Assessors will grade apprentices, using all the information 
gained in the End-point Assessment, against the criteria of fail, pass and distinction. 



COMPLETION
The Independent End-point assessor confirms that each assessment element has 
been completed. The apprenticeship includes pass, merit and distinction grades 
with the final grade based on the apprentice’s combined performance in each 
assessment activity. 

To achieve completion the apprentice is required to pass each of the assessments. 
Should an apprentice fail one assessment activity this should be retaken as soon as 
the apprentice is ready and when practicable for the business.

INDEPENDENT END-POINT 
ASSESSMENT ORGANISATIONS
Approved assessment organisations are registered on the SFA Register of 
Apprenticeship Assessment Organisations. Assessment organisations are 
responsible for ensuring assessments are conducted fairly and that assessments 
are valid, reliable and consistent. To access the list and find an assessment 
organisation visit: https://www.gov.uk/government/publications/using-the-regis-
ter-of-apprentice-assessment-organisations
 
It is up to the employer to appoint the assessment organisation to undertake the 
independent end assessment of the apprentice.

CONTACT US
TCHC
Phone: 01923 698430
Email: info@tchc.net
Visit: www.tchc.net

ADDRESS
2nd Floor 
21 Station Road
Watford
Hertfordshire
WD17 1AP 


