
 
 

 
 

 
Role Profile 

 

Role Title: Accounting Technician Apprentice 

  Department: Accounting Solutions  

  Reports to: Accounting Solutions Manager  

 

About Rayner Essex 

Rayner Essex has been established for 50 years and is a dynamic, medium-sized firm with offices in St 
Albans and Central London. We have twelve partners and directors and around 75 staff, ranging from 
apprentices to highly experienced managers. We provide the full range of professional services typically 
provided by an established and progressive accountancy firm, including audit and accounts, management 
consultancy, payroll and taxation.  

We aim to be the ‘go to’ firm for small and medium sized enterprises providing a truly excellent 
professional service that is tailored to meet clients’ needs and requirements.   Our clients range from all 
fields of business, industry, the professions and arts, including large corporates operating nationally and 
internationally, privately owned businesses of every size, partnerships, sole traders and self-employed 
individuals. 

 

Role Summary 

We have an exciting opportunity to join our firm as an apprentice, to work within the Accounting Solutions 
Department in our St Albans office. The successful candidate will enjoy plenty of practical, on-the-job 
training and we provide support to study for a nationally recognised professional qualification with the 
Association of Accountancy Technicians (AAT). 

Our Accounting Solutions Department provides a wide range of services to clients, including accounts 
preparation, bookkeeping and the production of management accounts and information.  The main duties 
for this position will involve working on the books and records of clients. This will involve processing 
transactions from documents provided by the client and reconciling control accounts, including Bank, Sales 
ledger, Purchase ledger and VAT. 

The ideal candidate will be interested in a career in accountancy, be computer literature and they will have 
good written and verbal communication skills. 

 

Key tasks and responsibilities: 

•  Learn to record sales and purchase invoices 

•  Learn to record bank payments and receipts 

•  Learn to complete bank reconciliations 

• Learn to complete VAT returns, including liaising with the client to provide the required information, 
producing supporting schedules and completing the VAT return by the deadline.  

• Learn to complete small accounts and management accounts assignments, with appropriate guidance and 
supervision.  

• Learn to use accounting packages such as SAGE, Quickbooks, Xero, CCH accounts 

• Participate in the organisation and prioritisation of workloads in order to meet deadlines and maintain high 
standards at all times. 

• Undertake general office duties, including filing and photocopying, and assist colleagues within the 
department as a whole. 

• Participate in team meetings 

• Other ad hoc duties as may be required from time to time in order to assist the smooth running of the 
Accounting Solutions Department or to provide additional assistance to clients. 

 
 

 



 
 

Key Skills, Abilities and Personal Attributes 

Essential:  

• Five GCSE’s (or equivalent) at grade 4 or above (including at least grade 6 in Maths and English)  

• Good verbal communication and listening skills 

• Ability to communicate information clearly and accurately, both in person and when using the telephone 
and email 

• Ability to organise self to complete tasks fully and on time 

• Ability to check for accuracy and give attention to detail 

• Good keyboard skills and a working knowledge of MS Office, including Word and Excel  

• Understanding of a customer focussed service 

• Good team worker 

Desirable: 

• Previous work experience (either in an employed or voluntary capacity) 

• Career aspirations to become ACCA or ACA qualified 

• Two A level’s (or equivalent) at grade C or above (excluding general studies) 

 
 


