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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:
e outputs from work
e independent feedback
e any formal qualifications
e oObservations
e 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.

AAT is a registered charity. No. 1050724


https://www.aat.org.uk/prod/s3fs-public/assets/Assistant-Accountant-EPA-handbook.pdf

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

Emily Roebuck 1*t February 2017 09:32

to Eliana, Ritu

Hi Eliana,

Please see the email below that has come from another happy customer. Great work, thank you for
your efforts!

Kind Regards
Ernily

Emily Roebuck
Managing Director

07475 123654
gingergreenfield.com

Disclaimer

The information contained in this communication from the sender is confidential. It is intended
solely for use by the recipient and others authorized to receive it. If you are not the recipient, you
are hereby notified that any disclosure, copying, distribution or taking action in relation of the
contents of this information is strictly prohibited and may be unlawful.

------ Forwarded message ————

From: Adam Conchie <adam conchie@btinternet coms
Date: 31 January 2017 at 18:26

Subject: Ginger Ltd.

To: Emily Roebuck <gmi inger.com>=

Dear Ms Roebuck

I'm writing to say that our son's 21% birthday party at your establishment yesterday was a great
success. You all pulled together to make sure that everything we wanted was in place and on time. As
a result everyone thoroughly enjoyed themselves. In particular | would like to single out Eliana who, |
felt, went that extra mile in ensuring that she knew what our needs were. Eliana worked with our budget
to produce some very detailed costing options and even managed to re-work the drinks pricing last
minute when the number of guests changed. Excellent communication skills all round from a very
personable young lady!

0Once again, many thanks
Yours sincerely,

Adam Conchie



Exemplar 2 — evidence and associated knowledge, skills

and behaviours

owledge, 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

Ellana Capots

Elana_capate@yanod.com

O7e54 123455 9 South Flse

01457 367552 Gresnfield
7051855 Cldham

OL3 8HE

My name |5 1N | am 15 years akl 3N am working 10Warts my AAT ANvancad DIRIOMa In ACCOUNING. | Deleve mat |
hawe 3 very Etrong work ethic 35 | have worked since | was 15 and have warked three jobs simultaneausly In the past. |
am extremely celif-motivated and always want to push myseif 1o the best of my ablities In order to Ingprave my skills o
Knowisnge.

| am confidient, enthusiastic and try bo UM Emy Job | do be the best of my ability. My working expenance Includes accounting,
nospiRaIRy, retall End SdMINETETIoN WOrK. | am Nappy to t3ke an any role and Teel hat 1he dVersy of axpenencs | Areagy
have has given me transferable sfributes such 35 Ume management, arganisation and good communication wiin
COllS3gUES N CUSIOMErS. | 3 punctual, r2iiabie and Mave 3 sirong work 2thic 35 well 35 an outgaing personality. |
Delieve this wil R2Ip Me Prograss In Accounting which 15 whens | Bes my futune career.

Aml.rrlan..[
Seplzmber 2016 - present Ginger Lid
Chew valley Road, Greenfeld, Oldham, OLI 6G5
| currenitty wark for Ginger Lid a8 an ofice accounts aparentice. | elp malngain the accounting sysiem by processing both
sales and purchases involces 25 well as dealing wiith customers and suppliers 35 necagsary, Including taking bockdngs Tor
fhe resiawant. | reconclie takings from the tlls every day, rn a bani account recanclliation report on 3 weeldy basls and
produce & monthiy report for my manager. | also help process paymoll iEnsactions.

Thits Iz miy first fulktims Job and | fesl that | kave achieved a huge amaunt such 25 3 re-cosling project | was asked b da.
I nave enjoyed pusting Inbo practice what | leam at Coliege and fesl that | have daveloped both practical and acadamic
sidlls from work based and educational experiences and hopa o canSnue to &0 &0 by sludying Tor the AAT Professional
Dipioma In Accounting next year

June 201E- Septembar 201E GM Accounting
3 East Avenus, Greenfleld, Oldham, OL3 TDT
| worked for G ACSOWNING ON @ Caswal basks aner | Nad nishad my st vasr studying 31 College. | heiped ko maintain
the accounts of small businesses such 3 looal halrdressers. | processed busingse documentztion such a5 Involces and
calzulated expensas. | feel | gained valuabie knaveedge of businesses and an understanding of confidentaily seues that
can anse.

Adminisiration
June 201€- September 2018 Sue Jones Education Centre
24 Junction Road, Grotton, Cldham, OL4 THW
I'wanoad at Sue Jon2E's On 3 casual basks over four months. | had a vanety of rodes in this job but was manly asked 1o do
genzral administration and s malntain the fling system far teaching resounes. A5 3 result | have good organisational ekils
and knowledge of business formats.

Retall
February 2015- Seplember 2015 Dobcross Garden Cantra
Dobcross Oid Road, Dobeross, OL3 3PS
- Oparate the 1lis and provide customer sanvice
«  Unganake stock checks
- Crder and manzge stack dellveries baoth Tor the mrrparjrand'l‘nruﬁnmers

Educatian
Ashton College 20152017
Union Sireet West Ashion-under-Lyne, ALE 1XU

Uppermill Schaol 20205
Hign Street, Uppermill, OL4 EUB

Azzgunting gualficatians: CCEE pualifications:
+  AAT Advanced Dipioma n ACcounsng «  Elgnt qualifizations grage B-C

«  AAT Fourdaton Certificate N Accounang (Englsh Literature and Language B, Malhs B)



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

Evidence 3 - Appraisal

Section 1: to be completed by the line manszer prior to the appeaisal
Appraisal Form meeting

Section 2: to be completed jointly st appraizal mesting

Appraizal action plan: to be completed jointly - ongoing

Main Job Title : Office Accomts Apprentice
Mame : Eliana Capote

Additional Fesponsibilites: n'a

Diate - 24™ March 2017 Team : Finance & HE.

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

Accountability

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

e 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 ¢ Know where to find information and ask questions when unsure or
Integrity wishes to develop a deeper understanding
Personal e 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

Section 1.
Eriefly ontline your main responsibilities, explain why they need to be undertaken and how they support the running of Ginger Ltd.
At Ginger nv main responsibilities inchade maintainine the sccouwnting system by processing sales and purchasing invoices, commmunicating
with suppliers and dealing with customeers e.g.. taking bookings for the restaurant and helping satisfy and @y requests, T also process the
timeshests and payroll ransactions a3 well 23 nmning 2 weelkdy hank sccount recanciliztion report and 2 monthly report for ny manazer.
Tt iz important to fiulfl my responzibilities 2x they underpin the nmning of the basiness. By lizizsing with suppliers, T ennure the bar and
kitchen are stocked and that 2 zood relationship is mamtzined with our supplies via ensuring pavments are commect and regular. T help make
aure employes's weekdy wages' monthly salaries are carrect and paid an time by processing the payroll and I reconcile takings from the lls
10 help calculate profit and ensure the tozal balances.
Manager o

Eliana haz heen in post at Ginzer Ltd for the Last six months and has settlad into the role well. She has 3 clear inderstanding of her duties
and performs them well She zlso demonsrates mm imderstanding that certain tacks must be perfonmed on 2 regular basiz and to deadlines in
order far the campany to fimction efficienth and profitably.

What do you feel you do best in your role?

I fzel like I have developed good relationships with the variety of people I have to conumunicate with in nyy rale, such as colleazues,
suppliers and costomers. The fact [ have zood relstonships within nry working snvirgamsnt means it is easy to talk to bath bar and kitchen
ztaff to ensure stock is ardersd on time and in the comrect quantities, suppliers coatinge to be hagpry working parmers with Ginger Ttd and

custorners recaiva tha best poszible experienca. This slso means I feel confident having to deal with any difficult situations.
Manager o

Eliana has fitted in well and estzblished good working relztions with staf twoughout the compary. She is alzo developing 2 professional
attitude to daaline with customers and suppliers after mitiallv finding it challensing to desl with credit control queries.

Are there any tasls in vour role that you find difficult?

When I initially startad working st Ginzer [ smmgzeled with the varisty of different IT packazes and compater softovars that T kad to uss inmy
role. It took me 2 while to feel confident using the electrondc tills, Expensify, Excel spread sheets and Hevo, 23 T had praviously vsed Saze at
colleze Althoush I am a lot more familisy with the prosrammes now. I do still sometimes hava to refer to pwv manazer to balp me.
Manager o

Eliana jomed Ginger with no working kmondedze of Hero and just her experience of uzing hMicrosoft Office 2t school and colleze. Whilst
zhe has fonmd the range of IT wzed by the company challsnzing to gat to grips with, she has trisd hard and lsarat quickly.

Om the job support has been given to Eliana but some independent el eaming on 2aro is now appropriate and Elians is kean to have 2 go.
Eliana hasz contributed 2 nuember of usafil ideas at teem meeting over the last § momths, Her re-vamp of the stock take paper work has made
a differsnce by maldng the preseatarion clearer and thersfore more inderstandaile by staff. This meant that the latest stock take was

L mors guicklv than nopmal snd was maore soourate

‘What do you think has been vour most siznificant contribution to Ginger Litd in the past § months?

T was imvolved in a larze stock take scress Ginger, The Pub and The Spus T felt that the organisation of paperwork could be
2 ifi the £z, hepce | sysmase iz g1 g3tag 2etins and Twas g and mylsre o the ne stock tak

impraved to

geread uppn and mymlemented for the newm




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 Evidence 5 - Weekly Expenses Reconciliation
and behaviours

Weekly expenses claim

Knowledge, skills and nbexx
behaViOUrS Monday 315 July 2017 14:53
Uses systems and e Achieve and maintain competency in the Eriana Canot
processes designated IT software within the business ana bapet
o Demonstrate IT proficiency and ability to
perform the role using the relevant _
packages Tao Ritu Cowell
Drear Ritu,

I've downloaded this week's CSV files from Expensify and re-formatted them into an Excel document. All the receipts
have been checked for VAT and | have added a reconciliation as you requested. | hope it's what you wanted?

Please can you approve the account summary fab so | can post the totals in Xero?
Thank you very much,
Eliana

Eliana Capote
Office Accounts Apprentice

01457 123654
gingergreenfield.com

Aftachment:

Expenses to 30 July 2017 xlsx

Ritu Cowell Monday 315 July 2017 16:32

Teo Eliana Capote

Hi Eliana,

Thanks for the email and the expenses spreadsheet. Everything looks fine and yes the reconciliation works the way |
had in mind, thank you.

Please go ahead and post the totals onto Xero. Can you make sure they are done by tomorrow.
Kind Regards

Ritu

Ritu Cowell

Finance and HR Manager

01457 123789
gingergreenfield.com




Exemplar 6 — evidence and associated knowledge, skills

and behaviours

Knowledge, skills
and behaviours
Communications

Handle objections, conflict and difficult
messages sensitively and confidentially

Evidence 6 - Weekly Expenses emaill

Adding Value

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

Weekly expenses claim

Inbox x

Monday 23+ January 2017 13:23
Eliana Capote Y v

to Rob, Ritu

Hi Rob,

I've just been working through everyone's business expenses for last week and | noticed that you had
put a claim in for a parking fine. | have looked on the HMRC website and confirmed with Ritu that
unfortunately this isn't an allowable claim that | would be able to process. | apologise if this creates an
awkward situation for you but it is company policy which | have to adhere to.

Please let me know if there are any further problems with this issue.
Thank you,
Eliana

Eliana Capote
Office Accounts Apprentice

01457 123654
gingergreenfield.com

Disclaimer

The information contained in this communication from the sender is confidential. It is intended solely for
use by the recipient and others authorized to receive it. If you are not the recipient, you are hereby
notified that any disclosure, copying, distribution or taking action in relation of the contents of this
information is strictly prohibited and may be unlawful.




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

Prepare reconciliations and revisions to
financial and performance data

Information
Uses Systems and Achieve and maintain competency in the
Processes 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,
technigues 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

Cocktall Price  Monday Teesday Wednesday Thursday Friday  saturday sunday  Total
Formstar Marting £8.00 a 4 5 15 a a8 £ 134
Rasghberry Majita 0700 Fl 4 ] ¥ ] n 15" n
Mango lced Tea £7.50 z 4 [ [ 16 18 u” 63
Margarita £7.00 '] 3 o & ] 3 Fi 8
Fassioniruit Grush €100 i 4 0 [ 7 10 o ]
Rapbeny and Cucumbsr Crush  €7.00 3 4 4 2 6 1 17 M
Cosmo £6.50 z 3 o 2 & & i 2
Rose Bellini £7.00 2 [ E] 3 3 [ o 13
Espresso Manini 800 F 1 [ F: H [ 5" 18
Kir Aoyale £7.50 z [ o [ 10 1 Pl 15
Zomibie £8.50 '] 2 o o & z i 1
Apphe and Elderfiower Crush €700 z 0 2 [ 4 ] o ]
Frenth Martini 800 ] 1 0 o 1 2 o 7
Amaretta Sour £7.00 ] [ o [ ] 1 o 6
Rhubart Sour £7.00 ] 1 [ o 2 1 0" 4
id Fashioned .00 o [} [} o F i o 3
[ratat 22 31 11 54 137 125 B4 458
Cocktail Selling Price Cost Profit Gross Prafit Magin
Kir Aoyale £7.50 ELS0 ER00 0%
Aiose Bellini £1.00  ELS0 £8.50 %
Poenstar Marting 800 E200  ERO0 %
Espresso Martind £8.00 £2.00 £6.00 =k
French Martini £8.00 £2.00 £6.00 =%
Raspberry Mojita £7.00 200 500 %
Margarita £7.00 £2.00 £5.00 %
Passionfruft Crush £7.00 200 £500 %
Rapberry and Cucumber Crush 700 £.00  £500 %
Appde and Elderfiower Crush £7.00 £2.00 £5.00 %
Amaretto Saur £7.00 200 500 %
Ahubark Sour .00 £.00  £00 %
0ld Fashioned 700 200 £00 %
Coamo £6.50  EL00  £4.50 6%
Zomie 850 E4.00  E450 53%
Mango lced Tea £750 £S00 £250 EE
Tatal
Cohtail Slling Pvice Reuived wlling Price Cout Profit Rerviiad Prolit Grow Profit Magin Rivieed L
— Fer) 550 0% P e 2,710
Rorce Balini For {5 55 4
oo TriLa Mty R0 (=1 5.0 M
Espriscus Martin e G206 dh h
Fidrach Mol H 200 800 R

o 2o (LN %

P 2 o 7%

e .06 ik

o i20m n%

Fer 20 nk

[t 20 n%

o = 7o [EN S %

P 57 s o %

ihsa a (166 s 4

B35 4 408 450 1%,

150 4 o f1s 1k

Pogubsety | Sroft % | Revesed Seling Fricm &

Dropgod
by 62
-
CLE

ropged
oy W



Exemplar 8 — evidence and associated knowledge, skills Evidence 8 - Expenses 23 January
and behaviours

'Timestamp Merchant Net VAT Amount  MCC Comment
Knowledge, skills 23/01/2017 12:00 Gulf £41.67 €8.33  £50.00
and behaviours
Analysis . Qollate qnd record data on financial 20/01/2017 12:00 Post Office £15.60 £0.00 £15.60
information and performance accurately by
applying accounting standards and concepts ‘
[ : ! 14/01/2017 12:00 Church Carpark £2.50 ED.50 £3.00
Produces Quality ° dentify and prepare a(.:curate' !"SEfuL 15/01/2017 12:00 Pay & Display £1.10 E0.00  £1.10
and Accurate reIev_amt management information, 15/01/2017 12:00 UXPC £31.50 .00  £51.50 4 this allowsble?
Information consistently and timely 23/01/2017 12:00 Ring Go £6.58 €132 £7.%0
23/01/2017 12:00 Paybyphone £2.67 £0.53 £3.20
£64.35 £64.35 £64.35
Bordas Mot VAT Ascus MCC Tag Commant Feindiunable Ofiginal Curmacy Original Amouet Receigt
At Capet o% o ox @ s v ¥ 25 s wgoud v ST e matyn i acul
Pay § Dupley N o® 0w Xﬂ " o 1 200 S nspueady St SalagiTady
Lad N O e ) 0 o ee GF §1§ X0 v Lgua, oo acglal

259 28 &8
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The Association of Accounting Technicians
140 Aldersgate Street

London

EC1A 4HY

t: +44 (0)20 7397 3000

f: +44 (0)20 7397 3009

e: aat@aat.org.uk

aat.org.uk
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