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Job Description

Job Title:	Graduate Apprentice Accountant

Department:	Finance 

Location:	Head Office, Selkirk

Salary:	In line with the Real Living Wage, currently 
	£13.45 per hour

Reports To:	Finance Manager	

Date:	August 2026

Closing Date:	18 August 2026

Interview Date:	27 August 2026

_________________________________________________________________

Overall Purpose

To be employed full time by SBHA while studying one day per week with Edinburgh Napier University towards a degree programme in Accountancy. Over the five-year apprenticeship, the postholder will gain broad, practical finance experience within SBHA’s Finance Department while working towards becoming fully qualified with ACCA and completing a Masters in Accountancy from Edinburgh Napier University.  SBHA may continue your employment upon successful completion of your apprenticeship; this will be dependent on the requirements of the department. 

Apprenticeship Programme
· The apprenticeship will run for five years.
· The postholder will be a full-time employee of SBHA and will spend one day per week undertaking formal study with Edinburgh Napier University.
· The programme is expected to lead to a Masters in Accountancy and support progression towards full ACCA qualification.
· Work-based learning will be integrated with academic study, enabling the apprentice to apply learning directly to real finance tasks and organisational priorities.
· The apprentice will receive support, supervision and mentoring from experienced qualified accountants within SBHA’s finance team.

The post holder must be permanently domiciled in Scotland to meet the entry requirements of the course.

Principal Accountabilities

· Support the preparation of accurate and timely financial information, including management accounts, budget monitoring reports and financial analysis.
· Assist with transaction processing, reconciliations, journals and month-end routines.
· Contribute to the preparation and review of balance sheet reconciliations and supporting schedules.
· Assist with purchase ledger, sales ledger, rent accounting, treasury, payroll-related finance processes and other core finance activities as required.
· Support budget holders by helping to provide clear financial information and responding to routine queries.
· Assist with year-end work, audit preparation and the provision of information to internal and external auditors.
· Develop knowledge of financial controls, governance, regulatory requirements and best practice within a social housing environment.
· Use finance systems, spreadsheets and reporting tools to process, analyse and present financial information.
· Participate in process improvement activity, including helping to streamline finance procedures and improve the quality of reporting.
· Maintain accurate records and handle financial information confidentially and professionally.
· Take responsibility for completing university coursework, ACCA-related requirements and work-based learning evidence within agreed timescales.
· Demonstrate commitment to professional development, constructive feedback and continuous learning throughout the apprenticeship.
· Attend University as required in accordance with the learning programme, submit any course work and successfully sit exams. No annual leave will be authorised during Term time.
· Adhere to all Health and Safety guidelines for the safety of yourself and others.
· To be aware of personal responsibility for Health and Safety, and of the Association’s general responsibility for the Health and Safety of its customers and Tenants.
· To be aware of personal responsibility for fair and equal treatment of colleagues and customers in line with current, legal, Equal Opportunities requirements.
· To maintain awareness of Tenant Participation as a commitment by SBHA to its Tenants.
· To be prepared to undertake training and personal development, to maintain and up-date skills and knowledge..
· To undertake any other general duties relevant to the post as required.
· To attend regular reviews on progress.
Contacts

Internal – Finance Manager, Management Accountant, Finance Officers, Finance & Customer Service Assistants. Budget holders, Purchasers, Housing Officers, Repairs & Maintenance supervisors

External - SBHA Tenants and other customers, Subcontractors, and Suppliers.

Working Environment

35 hours per week.  80% of the week within the Selkirk office and 20% of the week will be allocated to University studies including some attendance at Craiglockhart Campus, Edinburgh Napier University.  During periods when there are no university classes, 100% of the week at the Selkirk office.






































PERSON SPECIFICATION


Job Title:           	Graduate Apprentice Accountant 

Department:			Finance

Date:	August 2026
	
	Value

	


Requirement

	Essential
	Desirable 
	Application
	Interview

	1. Education & Qualifications
	
	
	
	

	· Meet Standard Entry Requirements of
4 Highers at Grade B,B,C,C (including English and Maths) or equivalent as specified by Napier University (click here for more details) 
	· 
	
	· 
	

	2. Experience
	
	
	
	

	· Previous work experience, volunteering or study related to finance, business, customer service or administration.
	
	· 
	· 
	

	3. Knowledge
	
	
	
	

	· Awareness of the role of finance in supporting good decision-making and strong organisational governance.
	
	· 
	· 
	· 

	· Awareness of Social Housing and Scottish Borders Housing Association
	
	· 
	· 
	· 

	4. Skills and Abilities
	
	
	
	

	· Numeracy, analytical and problem-solving skills
	· 
	
	· 
	· 

	· Accuracy and attention to detail when working with financial information.
	· 
	
	· 
	· 

	· Good written and verbal communication skills, with the confidence to ask questions and seek support when needed.
	· 
	
	· 
	· 

	· Ability to organise workload, meet deadlines and manage competing priorities
	· 
	
	· 
	· 

	· Ability to work effectively as part of a team and build constructive working relationships.
	· 
	
	· 
	

	· Good IT skills, able to use Word, Excel and Email. 
	
	· 
	· 
	

	· Willingness to develop strong spreadsheet and finance system skills
	· 
	
	· 
	· 

	· Integrity, professionalism and an understanding of the need for confidentiality when handling personal data &  financial information.
	· 
	
	· 
	

	5. Other Requirements
	
	
	
	

	· Must be adaptable
	· 
	
	· 
	· 

	· Strong interest in accountancy, finance and developing a career in the sector
	· 
	
	· 
	· 

	· Commitment to completing a five-year graduate apprenticeship while balancing full-time work and academic study.
	· 
	
	· 
	· 

	· Positive and curious attitude to learning, feedback and personal development.
	· 
	
	· 
	· 
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