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End Point Assessment – portfolio element 

The portfolio is a way for apprentices to collect evidence systematically with support from their tutor and employer. The apprentice should use the 

portfolio to demonstrate their competence in the knowledge, skills and behaviours defined in the standard.  

The evidence will have been gathered from practical experience in the workplace, this can include: 

• outputs from work  

• independent feedback 

• any formal qualifications 

• observations  

• witness testimonies. 

This document has been designed to help you gain an understanding of the different types and level of evidence that can be provided as part of the 

portfolio to demonstrate competence.  

 

 

The exemplars included within this document should be used as examples only and are not a list of the expected portfolio content. 

More guidance can be found in the EPA Handbook. 

 

 

 

 

 

 

 

 

 

 

https://www.aat.org.uk/prod/s3fs-public/assets/Assistant-Accountant-EPA-handbook.pdf
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Exemplar 1 – evidence and associated knowledge, skills 

and behaviours 

Knowledge, skills and 

behaviours 

 

Communication            • Deal effectively with customers and 

colleagues using sound interpersonal skills 

and communicating effectively through a 

range of media, including phone, face to 

face, email, and internet 

• Build rapport, trust and sound relationships 

with customers  

Adding Value   • Develop and sustain sound business 
relationships with managers, clients and 
peers  
 

 

 

 

 

 

 

 

 

 

 

 

Evidence 1 – Customer email  
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Exemplar 2 – evidence and associated knowledge, skills 

and behaviours 

Knowledge, skills 

and behaviours 

 

Business 

Awareness  

• Describe the main transactional processes 

and reasons why these need to be 

undertaken in the role  

• Describe how the role fits in the wider 

organisation and sector and how it helps the 

business achieve its objectives.  

 

Analysis  • Collate and record data on financial 
information and performance accurately by 
applying accounting standards and concepts  
 

 

 

 

 

 

 

 

 

 

 

 

Evidence 2 - CV 
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Exemplar 3 – evidence and associated knowledge, skills 

and behaviours 

Knowledge, skills 

and behaviours 

 

Business 

Awareness  

• Describe the main transactional processes and reasons why these 

need to be undertaken in the role 

• Describe and understand the business strategy that meets the 

needs of stakeholders  

• Identify relevant and compliant information that demonstrated 

understanding of financial business awareness  

IT Systems and 

Processes  

• Describe how IT systems support accounting processes and the 
production of financial information.  

Analysis  • Collate and record data on financial information and performance 
accurately by applying accounting standards and concepts  

• Evaluate the robustness of internal controls and policies, making 
recommendations for improvement  

Communications • Deal effectively with customers and colleagues using sound 
interpersonal skills and communicating effectively through a range 
of media, including phone, face to face, email, and internet  

Embracing 

Change  

• Research and analyse information and identify solutions based on 
facts 

• Contribute ideas and alternative ways of working  

Adding Value  • Engage effectively with internal and external stakeholders to 
positively represent themselves, department and organisation 

Ethics and 

Integrity 

• Know where to find information and ask questions when unsure or 
wishes to develop a deeper understanding  

Personal 

Accountability  

• Demonstrate a commitment to their personal development  

• Take ownership for learning and training 

• Prioritise workloads and consistently meet deadlines and   
       company objectives.  

Productivity  • Demonstrate energy and drive in the achievement of personal and 
business objectives  

• Embrace more challenging tasks in addition to normal workload to 
meet personal and organisational development objectives  

Evidence 3 - Appraisal 
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Exemplar 4 – evidence and associated knowledge, skills 

and behaviours 

Knowledge, skills and 

behaviours 

 

Analysis  • Report on financial information and 
performance to assist with monitoring 
and decision making 

• Review and revise calculations and 
estimates in line with the company’s 
performance  

Communications • Deal effectively with customers and 
colleagues using sound interpersonal 
skills and communicating effectively 
through a range of media, including 
phone, face to face, email, and internet  

•  

Problem Solving  • Select and use appropriate formulas, 
techniques and data analysis  

• Make valid recommendations to solve 
problems  

Embracing Change  • Research and analyse information and 
identify solutions based on facts 

• Contribute ideas and alternative ways of 
working  

Adding Value  • Develop and sustain sound business 
relationships with managers, clients and 
peers  

• Provide information that is relevant, 
timely and accurate to enable the 
decision making process  

Ethics and Integrity  • Demonstrate transparency in all areas of 
work  
 

Personal 

Accountability  

• Prioritise workloads and consistently 
meet deadlines and company objectives  

Productivity  • Demonstrate energy and drive in the 
achievement of personal and business 
objectives  

• Work independently on routine tasks and 
accept more challenging work in order to 
develop  

Evidence 4- Manager email 
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Exemplar 5 – evidence and associated knowledge, skills 

and behaviours 

Knowledge, skills and 

behaviours 

 

Uses systems and 

processes 

• Achieve and maintain competency in the 
designated IT software within the business 

• Demonstrate IT proficiency and ability to 
perform the role using the relevant 
packages  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Evidence 5 - Weekly Expenses Reconciliation 
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Exemplar 6 – evidence and associated knowledge, skills 
and behaviours 
 

Knowledge, skills 

and behaviours 

 

Communications 

 

• Handle objections, conflict and difficult 
messages sensitively and confidentially  

Adding Value • Provide information that is relevant, timely 
and accurate to enable the decision making 
process  

 

 

 

 

 

 

 

 

 

 

 

 

 

Evidence 6 - Weekly Expenses email 
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Exemplar 7 – evidence and associated knowledge, skills 

and behaviours 

Knowledge, skills 

and behaviours 

 

Analysis  • Report on financial information and 
performance to assist with monitoring and 
decision making  

• Review and revise calculations and 
estimates in line with the company’s 
performance 

Produces Quality 

and Accurate 

Information 

• Prepare reconciliations and revisions to 
financial and performance data  

Uses Systems and 

Processes 

• Achieve and maintain competency in the 
designated IT software within the business  

• Demonstrate IT proficiency and ability to 
perform the role using the relevant packages 

Problem Solving • Select and use appropriate formulas, 
techniques and data analysis  

Embracing Change • Research and analyse information and 
identify solutions based on facts  

Adding Value • Provide information that is relevant, timely 
and accurate to enable the decision making 
process  

 

 

 

 

 

 

 

Evidence 7 - Sales Spreadsheet  
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Exemplar 8 – evidence and associated knowledge, skills 

and behaviours 

Knowledge, skills 

and behaviours 

 

Analysis  • Collate and record data on financial 
information and performance accurately by 
applying accounting standards and concepts  

Produces Quality 

and Accurate 

Information 

• Identify and prepare accurate, useful, 
relevant management information, 
consistently and timely  

 

 

 

 

 

 

 

 

 

 

 

 

 

Evidence 8 - Expenses 23 January  
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