
Humphries Kirk Solicitors 

Job Specification 
 

We are now seeking a Full time, Finance Admin Assistant Apprentice to assist our Finance Team  at 

the Wareham  office on a 16 month fixed term Apprenticeship.   

 

Candidate Profile: This role would ideally suit candidates who have the interest and ability to pursue 

a career within accountancy, and who possess the basic skills required to work within a professional office 

environment. Some previous admin/finance experience is desirable but not essential as training will be 

given, however candidates must be conscientious and reliable with a professional demeanour and possess 

strong numeracy skills along with a good eye for detail.  The main duties are set out in the job description. 

 

Candidates should be aware that the role will involve a degree of light lifting and carrying (i.e. files) and 

regular use of stairs.   

 

The successful candidate will be required to undertake a Level 2 AAT qualification via an appropriate 

training provider sourced by the Firm.      

 

Depending upon the skills, competencies and wishes of the Apprentice, coupled with their suitability for 

any roles that may be available at the time, our intention is always to mentor, coach and train to a high 

standard with a view to retention or in any event, equipping Apprentices with the practical basic 

administration skills that will stand them in good stead for any future employment. 

 

At Humphries Kirk, we believe that a conducive working environment is vital to the wellbeing of 

everyone we come into contact with on a day to day basis.  Therefore, when sourcing new colleagues, as 

well as looking for the appropriate competencies in relation to the role, we also look for individuals 

aligned to our Values which are:  Accountability, Continuous Improvement, Excellence, Honesty & 

Integrity, Mutual Respect and Teamwork.  

 

Knowledge, Skills and Experience Required:  

 

Essential 

 

Highly Desirable 

An eagerness to learn and develop within an 

accountancy role 

Some admin/ finance experience 

Highly numerate with close attention to detail Experience of using Excel spreadsheets  

A high degree of initiative and common sense Outlook diary & email 

Good telephone manner  Driver with own car  

Enjoys working as part of a team  

Excellent keyboard skills and Microsoft Office  

Must present professionally visually and verbally and 

have excellent written and spoken English 

 

Maths and English GCSE at grade 4 -9  (or 

equivalent) 

 

Effective organisational & communication skills  

Adaptability & Flexibility  

Ability to multi task and quick to adapt to changing 

priorities 

 

Conscientious and capable  

Good timekeeping and reliability  

A high regard for confidentiality and diplomacy  

A positive attitude, pleasant demeanour and good 

sense of humour 

 

 

Annual salary:  £12,000 

Hours:    Monday to Friday 9.00 -5.00pm with a 1 hour lunch break (35 hours per week).  

Holidays:    20 days plus bank holidays and ½ day for birthday.   

Other benefits:  Subject to eligibility - contributory pension scheme, Life Assurance, Perkbox, 

   discretionary bonuses.  


