
 
JOB DESCRIPTION 

 

JOB TITLE:  Trainee Accounts Assistant  

RESPONSIBLE TO: Head of Finance  

SALARY:  Grade C Pt 21 £18,578  

WORKING HOURS:  Monday – Friday, 35hrs p/w        

 

ABOUT ENGAGE 

Engage Renfrewshire is searching for a Trainee Accounts Assistant to join their friendly team. This is 

an exciting opportunity for an enthusiastic and self-motivated candidate to grow their skills in an 

interesting and valuable profession.  

With full training and guidance provided as part of an on-going training plan, the role will provide a 

solid foundation in charity accounts and finance. 

If you are comfortable using IT and digital programs and have excellent communication skills and 

attention to detail - this could be the role for you.   

 

PURPOSE  

The following tasks are your area of responsibility, although full training and guidance will be given 
and will form part of the on-going training.  

 

MAIN DUTIES 

 General Book-keeping and ledger, data inputting  

 Reconciliation of ledgers  

 Weekly review of standing orders for reporting  

 Assist payroll with review of client timesheets for accuracy 

 Electronic File Maintenance 

 Assist with year-end processes and preparation of audit pack 

 Communicating effectively on a daily basis with internal and external customers 

 Ensuring the timely investigation and resolution of queries/issues 

 

ADDITIONAL DUTIES 

It is in the nature of the work of Engage Renfrewshire that tasks and responsibilities are often 
unpredictable and varied. All staff are expected to work in a flexible way when occasionally tasks 
arise which are not specifically covered by a job description. These additional tasks will normally be 
to cover unforeseen circumstances of changes in work and will normally be compatible with the 
jobholder’s regular area of work. If the additional duties become a regular or frequent part of the 
jobholder’s duties it may be included in their job description in consultation with the member of 
staff. 

 

 



 
 

 

PERSONAL ATTRIBUTES (E = essential, D = desirable) 

Self-motivated and enthusiastic (E) 

Excellent communication and presenting skills; oral and written (E) 

Excellent attention to detail and organisational skills (E) 

Excellent digital and IT skills (E) 

 

EXPERIENCE 

Full training will be given, ideally we are looking for a college / school leaver, with a qualification in 
accounts / business with an interest in a career in finance.  

 

APPLICATION 

Please apply with covering letter and CV to info@engagerenfrewshire.com 

 

CLOSING DATE 

13 May 2022 

 

mailto:info@engagerenfrewshire.com

