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Finance Intern – Finance Team



March 2022


Join us at Thomas Pocklington Trust
Thomas Pocklington Trust is a national charity dedicated to delivering positive change blind and partially sighted people.
Our mission is to support blind and partially sighted people of all ages to live the life they want to lead.
Our values define everything we do:
Making a difference: The lives of blind and partially sighted people are better because of what we do.
Working in partnership: We work collaboratively together and with all our partners and stakeholders.
Respect: We treat people the way we would like to be treated.
Quality: We set clear goals and high standards and work efficiently and effectively to achieve them.
Participation: We place the participation of blind and partially sighted people at the heart of everything we do.
Thomas Pocklington Trust aims to be a fulfilling and enjoyable place to work; we know this enthusiasm plays a key role in delivering high quality services for blind and partially sighted people, we also recognise the crucial role each and every one of us plays in helping to achieve our goals.




What are the benefits of a TPT internship?
· A mentor offering support, advice, and guidance throughout 
· Gain valuable experience working within the charity sector
· Training opportunities
· To help deliver positive changes for people with sight loss

As part of the TPT Internship programme, you will also be enrolled onto our Employment Programme, where you will gain employment support, guidance and advice from our Employment Team, skills obtainable are:

· CV writing 
· Job searching
· Cover letter and speculative letter writing
· Application form writing
· Interview techniques 




















Job description

Role: 				Finance Intern			
Department: 			Finance			
Reporting to: 			Finance Manager			
Location: 	Pocklington Hub, 1st Floor 3 Queens Square, London, WC1N 3AR
Salary: 				£11.05 per hour (2-3 days per week)
Contract type: 			Fixed term – 9 months
Job overview:	We are looking for a team player to assist with administrative and other financial tasks in the team for Thomas Pocklington Trust and its partner charities. 

Main Duties
This list of duties is an overview of the role, the list is not exhaustive and other ad hoc duties will be required

The successful candidate will support the Finance Manager and Finance Officer with the day-to-day tasks of the finance function and will work, specifically to:

· Become familiar with the practical aspects of an administrative financial role
· Become familiar with using accounting software Approval Max, Expensin and Xero
· Be able to perform the following tasks 
· Process transactions to maintain the sales and purchase ledgers, and prepare monthly journals such as prepayments and accruals
· Prepare reconciliations for balance sheet accounts
· Support the production of monthly management accounts
· Supporting in ensuring our finance systems and processes meet the need of blind and partial sighted staff and volunteers

Person Specification

This role has been created with blind and partially sighted people in mind, in furtherance of TPT’s charitable objectives, and aims to support blind and partially sighted individuals back into work.  For this reason, we are only seeking applications from blind and partially sighted people. 

As we want to offer opportunities to as many blind and partially sighted job seekers as possible, we cannot accept applications from previous TPT interns. 

Essential Criteria
· An interest in accountancy
· Good standard of IT skills including (MS Office – Outlook, Word, Excel)
· Attention to detail
· Communication
· Planning and organising, including working to deadlines
· Initiative and adaptability
· Teamwork
· Good standard of verbal and written English

What to do next
If you are interested in this role, please email a completed application and equal opportunities monitoring form to:  
applications@pocklington-trust.org.uk

Closing date: 17 April 2022
Interview date: TBC
[image: Disability Confident employer logo]







TPT is registered with the Disability Confident Scheme as a Disability Confident employer. Therefore, we believe in treating all employees fairly and we are committed to recruiting equally. TPT’s charitable objective and aim is to support visually impaired individuals back into work. For this reason, we are actively seeking applications from all backgrounds including disabled/visually impaired individuals and people who have lived experience of sight loss.  We also guarantee all disabled applicants that reach the minimum appointment criteria an interview. We are happy to accept applications from all suitably qualified persons who have the appropriate skills and talent regardless of their age, gender, race, religion, disability, sexual orientation or marital status.
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