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Trainee Accounts Assistant 

Cardiff 
Full Time, Permanent 

Monday – Friday  

£ National Minimum Wage + excellent training and support 
 

Aspire Recruitment Services are proud to be working in collaboration with a Cardiff based law firm who recognise that 
character, talent and ambition are just as important as defined skills and experience. Whereas so many roles require 

extensive professional expertise, my client are excited to consider applicants passionate to pursue a career within 

accounts, who might not necessarily have any experience within this area.  
 

Working within an established team, you will have the advantage of their skills and experience. You will be trained, 
mentored and supported to undertake administrative duties within the accounts division. This will include: 

 

• Uploading payments 

• Posting charges 

• Processing payments 

• Reconciling accounts 

• Handling customer queries via telephone and email 

• Ad hoc Accounts duties as and when required 
 

To be considered for this role you will have a good level of numeracy and of IT literacy, including Microsoft Word and 

Excel. You will have a sound academic record with a minimum of a C Grade or equivalent in GCSE Maths. You may have 
gained some experience of working within an office environment or just have the ambition to start. Most importantly, you 

will be enthusiastic to learn and committed to the journey. You will be attentive, receptive to training and able to adapt 
quickly to the demands of the role. You will be a strong communicator with the ability to work within a team 

environment.  

 
To be considered for this opportunity, you will require a CV. However, we are genuinely keen to know the person behind 

the page! Don’t be scared to pick up the phone and tell us why you are the right candidate for this role! Your CV may not 
show us everything you want it to, so please feel free to include a cover letter which explains why you are the right 

person for this job. Tell us about you and the value you can add to a team which are warm, friendly and positive in 
approach.  

 

Aspire Recruitment Services are acting as an Employment Agency in respect to this vacancy. 

 


