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Internship role profile 
Role Title Finance Intern  

Department  Group Finance  

Business Unit  Support Services   

Location   London, EC1A 9DD 

Salary   £10.20p/h  
 
 

Everything we do contributes to achieving our purpose:   
Helping people, organisations and economies develop their skills for 

growth. This purpose drives everything we do. 
 
 

Our values 

 

Our values Imagination, Integrity and Leadership are core to everything we do, and 
makes us who we are. They underpin the way we work, from how we treat our people 
right through to how we design our products. Living these values in everything you do at 
the City & Guilds Group will not only make this a great place to work, but ensure you 
thrive and are successful in your role.  
 

Role purpose  

 

We are looking for an enthusiastic individual with an interest in learning about the world of 
finance and supporting our finance team with a diverse range of activities. This opportunity 
will enable the successful candidate to develop practical experience and gain a deeper 
understanding of the various roles and career journeys that exist within a finance function.  

 

What you’ll be doing 

 

1. Supporting the Accounts Payable team in processing supplier invoices, expenses 
and handling queries from internal and external stakeholders   

2. Supporting the team in PMO, risk management, internal audit and activities in 
preparation for key meetings 

3. Supporting the Group Accounting Team in financial data processing and 
reconciliations 

4. Assisting with the planning and preparation of data for the annual external audit 
5. Assisting the FP&A team with analysing and presenting financial information and 

supporting forward planning 
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What you’ll learn  

 

1. Supporting the Accounts Payable team in processing supplier invoices, 
expenses and handling queries from internal and external stakeholders   
- To understand the process of the Accounts Payable function and the importance 

of attention to detail 
- To understand the importance of controls within a high volume transactional 

environment 
- An appreciation of key deadlines and the impact on the wider business and our 

suppliers. 
                                                                         

2. Supporting the team in PMO, risk management, internal audit and activities in 
preparation for key meetings 
- How key information is taken from separate risk registers & summarised into                                   

one clear report   
- How the reporting and governance cycle operates for project and programmes 
- How projects are monitored and controlled by the PMO  
- To understand the benefits and importance of risk and PMO governance 

processes in the business  
         

3. Supporting the Group Accounting Team in financial data processing & 
reconciliation 
- How to process journals in to financial reporting software 
- How to use excel to carry out checking monthly Financial balances 

 
4. Assisting with the planning and preparation of data for the annual external audit 

- Why the need for an audit 
- The overall process of how an audit works 

 
5. Assisting the FP&A team with analysing and presenting financial information 

and  supporting forward planning 
-    The use of data analysis and ways to present, to highlight areas that may require    
attention and / or support decision making 
-    The overall reporting, forecasting and budgeting process  
 

6. Identifying the different sections in the finance department 
- (Payroll Department) How payroll data is gathered and transferred to the 

outsourced payroll provider. 
- (Group Procurement Governance) How procurement and sourcing activities are 

carried out to demonstrate best value for money. 
 

What we’re looking for 

 
We can’t live without you being… 
 

 Curious (Imagination) 
- A creative problem solver who brings new ideas and finds new ways of 

overcoming obstacles 
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- Keen to learn 
 Collaborative (Integrity) 

- A team player who enjoys being part of the team, supporting and leading as 
needed 

- Shares knowledge and expertise 
 Compassionate (Integrity) 

- Thoughtful, compassionate and human in their dealings with people  
- Self-aware and aware of their impact on others - emotional intelligence 

 Resilient (Leadership) 
- Confident in the face of push back  and challenge from others 
- Doesn’t lose sight of delivering to high standards even when under pressure 

 Confident (Leadership) 
- Motivated to get things done and make them better 
- Pro-active in taking on what needs to be done and using their initiative 

 Trusted (Integrity) 
- Goes the extra mile for internal and external customers 
- Takes ownership and accountability 

We would love you to have… 
 

 Experience using Excel, Word, Outlook 
 Attention to detail and good organisational skills 
 Confidence in working with numbers 
 Strong communication (verbal and written) 
 Experience of working to deadlines 

 
 

Your career with the City & Guilds Group 

 

Once you have successfully completed your internship, if you wish to apply for any of the 
apprenticeships we are recruiting for at the time, you will be fast tracked to the interview 
stage. This offer is available for up to 12 months after you’ve completed your internship, 
after this period you are still welcome to apply but will not be fast tracked to the interview 
stage.  

 


