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IMPERIAL HEALTH CHARITY - FINANCE APPRENTICE

The role

Hours: 
Full Time (35 hours per week) 

Duration: 
Fixed-Term (13 months) 

Salary: 
Band 8, Level 1 - £26,936 - £28,301 

*The starting salary for this role is £26,936 
with the potential to progress based on 
annually reviewed performance. 

Notice period:
4 weeks

Probation period: 
6 months 

Place of work: 
Charity Office, 5 Merchant Square, 
London, W2 1AY / Hospitals 

Reports to:
Finance Manager

*We have adopted a hybrid working 
approach, which includes a mix of office 
and home working on different days of 
the week. It is our intention to create a 
working environment that enables greater 
flexibility for everyone and at the same time 
maximises opportunities for collaboration. 
As part of this approach, the required time 
working in the office for this role will be 
no less than 2 days, which provides some 
flexibility to work from home.

Key information

Thank you for taking an interest in applying 
for this role at Imperial Health Charity. We are 
seeking an individual keen to take the first step 
towards a finance qualification and with an 
interest in supporting our mission to enhance 
the experience of care for patients, and support 
our hardworking NHS staff, driving better 
outcomes both within our hospitals and in the 
wider communities we serve.

The Finance Assistant (Apprentice) is responsible 
for providing general financial support to 
the organisation through the completion of 
a variety of financial tasks with the support 
and guidance of the Finance Manager, whilst 
undertaking learning and development leading 
to an AAT Diploma in Accounting (Level 2 or 
Level 3, depending on current qualifications and 
experience).

Safeguarding 
At Imperial Health Charity we are committed to 
the safeguarding and protection of children and 
adults at risk in our work. We will do everything 
possible to ensure that only those who are 
suitable to work with these vulnerable groups 
are recruited to work for us. This post is subject 
to a range of vetting checks, including a criminal 
records disclosure.

About the role
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1. Sales Ledger and Credit Control
In this role you will: 

•	 Create sales invoices. 

•	 Chase overdue debt. 

2. Customer and Supplier Relations 
In this role you will: 

•	 Respond to customer queries. 

•	 Deal with supplier’s requests for information. 

•	 Review supplier statements to ensure invoices have been entered into the system. 

3. Financial Transactions and Reporting
In this role you will: 

•	 Assist the finance team where needed. 

•	 Download reports from the finance system to support the work of the wider team. 

4. Finance Team Support 
In this role you will: 

•	 Assist in the identification and correction of transaction miscodes. 

•	 Undertake other financial / administrative duties as identified by the Finance Manager. 

5. Professional Development and Apprenticeship Compliance 
In this role you will: 

•	 Complete a training / experience log to demonstrate progress towards successful completion 
of your AAT Diploma.

 
 
 
 
 
 
 
 
 
 
 

Main duties
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6. General duties 
In this role you will: 

•	 Maintain accurate records for stakeholders, including communication history, adhering to 
our data protection obligations and records management principles. 

•	 Take an active part in department and whole charity team meetings, contributing agenda 
items and undertaking assigned actions as required. 

•	 Take an active part in and collaborate with colleagues across the charity, bringing your own 
experience and perspective so that we harness the value of our shared contributions. 

•	 Participate in regular supervision, objective-setting/monitoring and actively engage in your 
own job-related development throughout the year. 

•	 Champion the charity’s Code of Behaviour and act as a role model, ensuring our key policies 
and procedures are adhered to at all times so as to protect the people we work with and our 
reputation. 
 

A job description does not constitute a ‘term and condition of employment’. It is provided only 
as a guide to assist the employee in the performance of their job. The charity is a fastmoving 
organisation and therefore changes in duties may be necessary from time to time. The job 
description is not intended to be an inflexible or finite list of tasks and may be varied from time 
to time after consultation/discussion with the post holder.

Personal development
Your line manager will agree annual objectives and a personal development plan, which will 
include training as an essential element of the role.
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1. Qualifications and education
You will have: 

•	 No previous work experience is required. 
 
 

•	 Evidence of recent continuous professional development. 

•	 GCSE Maths and English Grade 4 (C) or above. 

2. Previous experience 

•	 This apprenticeship provides an excellent opportunity for individuals looking to start or  
develop a career in finance. Applications are welcomed from school leavers, those returning  
to work, and anyone seeking to gain valuable finance experience. 

•	 You may have experience of working or volunteering with charities, hospitals, hospices and/or 
other health related organisations. 
 

3. Skills, knowledge and ability
You will have:

•	 A commitment to collaborative team work and inclusive working, ensuring equality and 
valuing diversity. 

•	 The ability to give and receive feedback objectively and sensitively, with a willingness to 
challenge constructively. 

•	 A high level of numeracy. 

•	 Good attention to detail. 

•	 The ability to manage deadlines. 

•	 A proactive approach to work. 
 
 

•	 IT proficiency – ability to use spreadsheets. 
 
 
 
 
 
 
 

The person

You may also have:

You may also have:
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4. Personal qualities
You will have:

•	 High standards of personal conduct, honesty and integrity to engage and inspire the trust 
and confidence of multiple stakeholders. 

•	 A customer-focused approach, seeking to make systems, processes and information 
accessible and user-friendly. 

•	 A clear-thinking, proactive and solutions-focused approach, with the ability to manage 
competing demands, make effective decisions, be flexible and think creatively to come up 
with solutions to problems. 

•	 The ability to establish good working relationships. 

•	 The ability to work under own initiative and operate a flexible approach. 

•	 A collaborative and inclusive approach, being prepared to work as part of a wider team in 
contributing specific expertise. 

•	 A commitment to perception of issues of equality and cultural diversity. 

5. Other requirements 
You will have: 

•	 A commitment to the values and principles upon which the NHS operates. 

•	 The ability to work flexibly to meet the needs of the role. 

•	 The ability to travel between hospital sites in west London. 

•	 No envisaged barriers to obtaining DBS disclosure.

6. Use of Artificial Intelligence   
Please keep in mind when writing your answers to our application questions:

•	 We are looking for you to demonstrate your knowledge, skills and prior (practical) experience 
in relation to the role requirements. We are also looking for you to demonstrate an 
understanding of Imperial Health Charity’s work and how you anticipate contributing to this 
within your role.  

•	 Applications perceived to be significantly supported by the use of Artificial Intelligence 
(AI) such as ChatGPT to generate, cut and/or paste answers into your application without 
subsequent personalisation by the applicant are likely to be scored down during the 
shortlisting process. 



Applications for this position will close on Sunday 27 
September 2026 at 11:30pm  
 
First-round interviews are scheduled to take place week 
commencing Monday 5 October 2026. 

Further details about this role, including our online application 
form, can be found at:

www.imperialcharity.org.uk/about-us/join-the-team

Please note: 

All job offers with Imperial Health Charity are subject to 
satisfactory pre-employment checks and references. The DBS 
check level required for this role is standard (with adult and 
child workforce). 

Please ensure that one of the referees you provide is your 
most recent employer. Professional contact details should be 
provided for referees where possible (i.e. company/org emails 
and or HR departments).

Imperial Health Charity reserves the right to close job adverts 
early if sufficient applications are received prior to the 
advertised closing date.

Visit our website  
to find out more 
about our current  
job opportunities.

How to apply


