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Apprenticeship Level and Qualification

Assistant Accountant (Level 2) Including AAT Level 2 Certificate in 
Accounting

Course Duration

12 - 14 months

Training Location
FI Canterbury Centre
55 London Rd, Canterbury, CT2 8HQ

Key Information

Funding Cap
£6,000

Functional skills
Must complete level 1 English & Maths and take the test for level 2 
English & Maths prior to EPA (Only applicable for those without Level 1 
English and Maths).

Costs Included
AAT Registration 
AAT Annual Membership 
AAT Exam Fees



Course Overview
Our Accounts Assistant programme builds the foundations needed to work 
in a professional business environment and sets you up for a career in 
accountancy. 

The programme helps you to develop all the skills and behaviours you will 
need to work in a modern accounting environment such as how to work 
effectively, communication and producing information. 

In addition to this, our level 2 accounting qualification will equip you with 
all the necessary technical knowledge by embedding the AAT Level 2 
qualification as part of the apprenticeship programme.

Knowledge, Skills & Behaviours

Knowledge

General business

Skills Behaviours

Understanding your 
organisation

Accounting systems 
and processes

Basic accounting

Ethical standards

Attention to detail

Communication

Uses systems and 
processes

Personal effectiveness

Team work

Personal development

Professionalism

Customer focus

Apprentices are required to develop not only their technical knowledge, but 
also workplace skills and behaviours. Every apprenticeship is broken down 
into a set of Knowledge, Skills and Behaviours. 

An apprentice will be expected to have exposure to and develop the below 
knowledge, skills and behaviours as part of the Level 2 Apprenticeship.



On-programme - 5 Phases

AAT 
Qualification 

Xero 
Certification Level 2 

Apprenticeship
Programme

Impact Skills 
Programme

Progress 
Reviews

Development 
Tasks

These are 5 core elements in the on-programme phase that make up the 
apprenticeship programme:

AAT Qualification

Apprentice Eligibility 

• Apprentices must be aged 16 or above.

• Apprentices must have been a resident of the UK or EEA for at least the last 3 years

• Typically be new to the world of work, with very little or no experience of a professional 
work environment.

• Typically will not have completed A-Levels/L3 qualifications and must not have 
previously completed an Accounting or Business L3 qualification.

An apprentice starting on this level would typically look like the below: 

A robust skills assessment is undertaken in conjunction with the employer and apprentice 
prior to the apprenticeship beginning. If you want to discuss whether someone is eligible, 
please contact us.



This qualification delivers a solid foundation in finance administration, covering areas such as 
double entry bookkeeping, basic costing principles and business environment. 

Students will learn finance, accountancy, business and communications skills. AAT Level 2 
Certificate in Accounting, under AQ2022 has 4 units which include:

AAT Level 2 Qualification 

Introduction to Bookkeeping

Principles of Bookkeeping Controls

Principles of Costing

The Business Environment

Please note: Students must take Introduction to Bookkeeping before Principles of 
Bookkeeping Controls. The Business Environment unit must be studied last. 

Introduction to Bookkeeping
This unit introduces students to the double-entry bookkeeping system and the associated 
documents and processes. Students will reach the stage of extracting an initial trial balance, before 
any adjustments are made.

Understand financial transactions 
within a bookkeeping system.

Process customer transactions.

Process supplier transactions.

Process receipts and payments.

Process transactions through the 
ledgers to the trial balance.

Principles of Bookkeeping Controls
This unit covers more complex foundation level bookkeeping procedures, which will enable students 
to develop their understanding of the relationship between the various accounting records and 
consolidate their knowledge of double-entry bookkeeping.

Students will gain the confidence they need to perform well in the workplace and the unit will 
prepare them for greater responsibility. Students will develop the ability to prepare the VAT control 
account as well as the sales and purchases ledger control accounts, including reconciliation with 
the sales and purchases ledgers.

Understand payment methods.

Understand controls in a 
bookkeeping system.

Use control accounts.

Use the journal.

Reconcile a bank statement with the cash 
book.



AAT Level 2 Qualification 

The Business Environment

This unit provides knowledge and understanding of key business concepts and their practical 
application in the external and internal environment in which students will work. Students will gain 
an understanding of the legal system and principles of contract law and an appreciation of the legal 
implications of setting up a business and the consequences this may have.  
 
Wider issues impacting businesses will be considered, including the global economic environment 
in which it operates, how governments impact upon it and the competitive nature of the global 
economy. 

Students will learn how organisations are structured and where the finance function fits within this. 
They will recognise that the role of the finance function has changed considerably due to the impact 
of new technologies. Although many of the activities remain similar, their scope and nature reach 
beyond the traditional boundaries of the finance function. 

This unit will prepare students for the current workplace and help them recognise the importance of 
working effectively, whilst acknowledging the value of differences and being sensitive to the needs 
of others. They will gain an appreciation of communication methods and learn how to recognise 
valid sources of information. They will develop skills in data analytic technology to solve problems, 
analyse data and communicate effectively. 

Understand structures and finance 
function within organisations. 

Develop skills in using data 
analytic teechnology

Understanding the legal systems and
 principles of contract law.

The importance of ethics in 
business. 

Principles of Costing
This unit gives students a basic introduction to costing, whilst building a sound foundation in the 
knowledge and skills they need for more complex costing and management accounting units such 
as advanced level Management Accounting Techniques and professional level Applied Management 
Accounting. 

Students will understand the importance of the costing system as a source of information for 
internal management decision making. In contrast to the more outward perspective of financial 
accounting, the skills developed in this unit will allow students to provide information to managers 
that can be used to assist in internal business planning, decision making and control.

Understand the cost recording system 
within an organisation.

Use cost recording techniques.

Provide information on actual and
budgeted costs and income.



On-programme - Impact Skills
Our Impact Skills Programme is designed to support the development of apprentices 
workplace skills and behaviours. Comprising a series of modules this programme is 
tailored to the needs of accounting and finance employers to ensure that apprentices are 
able to apply the skills they are learning within the workplace. Each module focusses on 
key skills and behaviours within the Level 2 Apprenticeship.

All modules are delivered in face to face workshops in a classroom involving activities that 
allow apprentices to not only learn the theory, but apply these in contextualised activities. 
These 1 day workshops are supported by post session resources, allowing apprentices to 
continue their learning beyond the classroom.

As part of the Level 2 Apprenticeship there are 5 modules included within the programme 
as outlined below:

Welcome to the World of Work 

This module is about understanding  the world of work. It is important to be able to 
communicate in a wide range of situations and understand the appropriate manner of 
communicating. Confidence is key and balancing this will the ability to take on board 
input and feedback. 

For many, this may be the first experiences of working in a professional environment 
so this module will set the scene on behaviours and expectations in a business 
environment.

Development tasks will:

• Help develop the apprentices knowledge, skills and behaviours

• Provide evidence of progress in the apprenticeship programme

• Build the portfolio for the End Point Assessment

On-programme - Development Tasks
Apprentices’ Skills & Development Coach will set structured development tasks to 
support the apprentices development of the knowledge, skills and behaviours within the 
workplace. These tasks are designed to stretch learners beyond their starting point and 
will be tailored to fit with employer and business needs.

Tasks are set in collaboration with apprentices and employers and form a key part of our 
apprenticeship programmes.



On-programme - Impact Skills

Introduction to Working Effectively in a Team

Introduction to Personal Effectiveness

This module is about building working relationships with colleagues and undersatdning 
how people work together and the impact individuals have on others and the team as a 
whole. 

Every organisation will have a range of systems and processes which are used to keep 
the business running efficiently asn in this module this is also covered, this includes 
maintaining data security.

This module is about understanding personal organisation and personal development. 
It is important to be able to manage workloads, studies and maintain a clear and 
organised approach.

 In a new role there will be continued learning and it is important to recognise where 
changes are needed and to plan further future personal and professional development. 
Being able to request, accept and respond to feedback supports development in a role.

Introduction to Working in the Business Environment

This module is about understanding the business environment. 

Why a business is in existence, it’s goals and objectives and understanding how you 
and others in your organisation contribute towards this.

Introduction to Producing and Communicating Quality Information

This module is about understanding what quality information is including the 
importance of paying attention to detail. In this module a focus is placed on the 
techniques which can be used to ensure work produced is to an expected and 
acceptable standard.

Effective communication is an essential tool in achieving productivity and maintaining 
strong working relationships at all levels of an organisation. Good communication 
can help build trust among employees, leading to increases in productivity, output and 
morale in general. Employees who are good communicators are an invaluable asset to 
any organisation.

Everyone communicates every day, on the phone, in meetings, possibly presentations 
but bad communication can be a block to career progression. You need to be able to 
get your message across with clarity, brevity and impact.



Progress Reviews
Progress Reviews are conducted by the apprentices Skills & Development Coach with the 
primary aims of:

• Tracking and recording learning and development 
events

• Supporting apprentices to achieve their programme 
     in the agreed timeframe

• Supporting apprentices with information, advice 
     and guidance as well as pastoral care

• Setting robust objectives to keep apprentices on 
target and help them reach their full potential

This apprenticeship programme will likely be the apprentices first professional job and first 
apprenticeship programme. As such, progress reviews will be conducted on an 8 weekly 
basis.

Xero Certification

• Access to additional Xero Learn modules will be available

• Apprentices will be set milestones to keep their Xero Certification journey on track

• Further learning for Xero can be provided. This will involve registration and therefore an 
additional cost

Access to achieve Xero Certification will be included in this 
apprenticeship programme. There is no additional cost to this and it 
will support the development of apprentices knowledge of accounting 
systems and processes.

What’s Xero Certification?

Xero is entirely cloud-based accounting software for small businesses.

It performs bookkeeping functions like invoicing and payroll and allows you to connect 
the program to a live bank feed. Xero allows for both cash-based and accrual accounting 
systems so it is perfect for companies adhering to UK GAAP or IFRS.
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End Point Assessment - Overview

In Tray Test
There are three elements to the End Point Assessment:

• This is a computer based test that is 105 minutes overall.
• Fictitious organisation’s scenario replicating an Accounts/Finance Assistant role.
• The test will be based on 3 A4 pages of background information given at start of assessment.
• Combination of questions and data evaluation. This includes written responses.

Portfolio of evidence
• Built throughout the programme.
• Must be submitted to the AAT within 2 weeks of 

gateway and at least one month before EPA.
• Minimum 4 pieces of evidence required.

Structured interview
• This assesses the apprentices development of the 

skills and behaviours.
• 1 hour interview with an Independent Assessor 

from AAT.
• 10 questions from AAT question bank.
• Interviewer discretion to ask further questions 

based on evidence in portfolio.

End Point Assessment - Grading

Assessment Component Grade Grade Grade Grade Grade

In-tray Test Fail Fail Fail Pass Pass

Structured Interview Fail Fail Distinction Pass Distinction

Overall Grade Fail Fail Fail Pass Distinction

The End Point Assessment will be assessed as either a Fail/Pass/Distinction.

Details about how to achieve the different grades are below:

Gateway
• EPA starts once the employer is satisfied that requirements for EPA gateway have been met and can be 

evidenced. This includes full completion of the level 2 AAT qualification.
• Employers must be satisfied that the apprentice is consistently working at or above the level set out in the 

standard.
• Employers are encouraged to take advice from training provider, but it is the employers decision alone.

EPA must be completed over a maximum period of 3 months after gateway has been met.  
• If all assessments are not passed within 4 months then the entire EPA must be repeated.

Although the apprentice must sit EPA, First Intuition provides full support to prepare them for 
the assessments, as outlined below:

• Apprentices will be assisted in the production of their portfolio by their Skills & Development Coach.
• A workshop on the interview and how to answer these questions will be provided.
• The intray test requires knowledge from all 4 AAT units, which the apprentice will have attended classroom 

courses for.

Our Support at First Intuition
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@FirstIntuitionMaidstone
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01622 755100
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