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	Role Title 
	Reporting & Analysis Assistant


	Function & Dept.

	Finance 

	Career Growth Level
	Clerical / Administration (G) 


	
CGP Descriptor 

	Has a working knowledge and experience in own discipline

	Team 
	Commercial Finance


	Reports to
	Reporting & Analysis Accounting Manager

	Role Purpose 



	The Reporting & Analysis Assistant supports the finance team in preparing accurate financial information, completing routine reconciliations, and assisting with management reporting. The role helps ensure data accuracy, supports month‑end processes, and provides basic analysis to aid decision‑making. The position is ideal for someone early in their finance career who is developing technical skills and gaining experience in financial reporting.

	
	

	Key Responsibilities 


	1.
	Assist with the preparation of monthly, quarterly, and annual financial reports as required, ensuring data is accurate and submitted on time.

	2.
	Support budgeting, forecasting, and variance analysis by gathering data, updating templates, and performing basic checks.

	3.
	Complete routine reconciliations and flag discrepancies to senior team members for investigation.

	4.
	Provide administrative and documentation support for internal and external audits, including retrieving files and preparing simple schedules.

	5.
	Work with colleagues across finance to support process improvements, including updating spreadsheets, templates, and reporting tools.

	6.
	Support compliance with financial policies and procedures by following established processes and escalating issues where needed.

	7.
	Assist with ad‑hoc financial analysis, such as extracting data, preparing summaries, or running basic reports.

	8.
	Take responsibility for developing personal skills, including Excel capability, financial systems knowledge, and understanding of accounting principles.

	
	

	

	1.
	Studying towards AAT or interested in beginning a finance qualification (ACA/ACCA/CIMA optional at this stage).

	2.
	Basic understanding of financial reporting or accounting principles.

	3.
	Good attention to detail and willingness to learn analytical skills.

	4.
	Curious mindset with an interest in understanding financial data and identifying anomalies.

	5.
	Competent in Microsoft Excel (e.g., formulas, sorting, filtering) with willingness to develop further.

	6.
	Clear communication skills and ability to work collaboratively.

	7.
	Ability to organise workload and meet deadlines with support.

	8.
	Experience with finance systems or ERP tools (e.g., D365) is helpful but not essential.

	9.
	Ability to work to tight deadlines and proactive in task management.
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Competencies
	
	Level 

	1.
	Business Acumen
	1

	2
	Presentation Skills
	1

	3.
	Communication Skills 
	1

	4.
	Finance, Cost Control and Budgeting 
	1



	Value Behaviours 

	
	Level

	1.
	Responsibility 
	3

	2.
	Passion 
	3

	3.
	Customer First 
	3

	4.
	Agility 
	3

	5.
	Family 
	3
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