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	Job Title
	Audit and Accounts Assistant (Trainee Chartered Accountant)
	Department
	Corporate Team

	Reports To
	Audit and Accounts Managers
	Location
	Sheffield / Chesterfield (nearest office to you)

	Start Date
	August 2027
	Training
	ACA, fully funded by Shorts



	About Shorts: 

	Shorts is a leading independent firm of Chartered Accountants and Business Advisers, established over 135 years ago, with offices in Sheffield and Chesterfield. We support a wide range of clients, from owner-managed businesses and SMEs to large corporate groups, across Audit, Accounts, Tax, Corporate Finance and Private Client Advisory.
What makes us different is our personal approach. We work closely with clients to understand their goals, build long-term relationships and give practical, commercial advice. That approach extends to our trainees too. You'll work with experienced colleagues and clients from an early stage, gaining broad experience and increasing responsibility as you develop.

Our culture is friendly, supportive and ambitious. We invest in our people, celebrate success and encourage continuous development. Some of our partners started their careers here as trainees, proof that progression is real, not just promised.



	Role Overview: 

	As a trainee-chartered accountant in our Corporate Team, you'll start your ACA qualification from day one, combining practical experience with professional study. Shorts fully fund your training, with paid study leave and support from mentors and managers, as you build a long-term career as a Chartered Accountant.
You'll work across both audit and accounts preparation, and gain exposure to corporation tax alongside our tax specialists. You'll work with owner-managed businesses, growing companies and larger corporate groups across a wide range of sectors. You'll also spend some time in our Owner Managed Business team, giving you broad experience and helping you understand businesses from more than just an audit perspective.

From an early stage, you'll attend client meetings and visit client sites alongside experienced colleagues. As you develop, you'll increasingly communicate directly with clients, understand how their businesses operate and take greater responsibility for your own areas of work.
Technology and AI are changing how accountants work. You'll learn strong accounting and audit fundamentals while also learning how to use modern, firm-approved technology effectively. We'll help you develop the skills technology can't replace- applying professional curiosity and judgement, questioning information, checking outputs and building strong client relationships. You don't need an accounting background; we'll teach you the technical foundations and help you develop from there.

Your development is guided by our Corporate Team competency framework, built around our values. The responsibilities below reflect the Foundation (Assistant) level of that framework.



	Key Responsibilities: 

	Audit & Accounts (with tax exposure)
	· Prepare year-end accounts for a variety of businesses and organisations, developing your understanding of how financial statements are put together and how the underlying transactions flow through the accounts.
· Work as part of an audit team throughout planning, fieldwork and completion, understanding how businesses operate, testing transactions and balances, and obtaining and evaluating audit evidence
· Gain exposure to corporation tax, including preparing draft tax computations and working with our tax specialists to understand and resolve tax matters arising from the accounts
· Work with client financial information using cloud accounting software such as Xero, Sage and QuickBooks
· Perform analytical reviews and help identify any discrepancies or issues
· Study for the ACA qualification, attending tuition and sitting exams as planned

	Embracing Change & Innovation (Proactive)
	· Be open to new tools, processes and ways of working, including our software (CaseWare, AlphaTax, Xero Practice Manager, Croner-i, Navigate/Disclose) and firm-approved AI tools such as Microsoft Copilot
· Ask questions and ask for help when something new is introduced
· Apply the feedback you're given and adapt when things change
· Develop the confidence to use technology effectively while understanding when judgement is required and when something needs to be questioned or escalated.

	Personal Responsibility (Reliable)
	· Take ownership of your tasks and follow them up
· Learn to plan your own time to meet deadlines, especially during busy periods, and agree expectations with more experienced team members
· Self-review and proofread your work before signing off tasks, including checking anything produced by software or AI
· Understand that the work you do has a budget, learn to manage your time effectively and raise issues early where work is taking longer than expected.

	Delivering Excellence
	· Produce accurate, well-prepared working papers, using templates appropriately and asking for clarification where needed
· Take an active part in your peer group and team meetings, listening and contributing
· Take pride in delivering work to the required standard
· Develop professional curiosity by asking why, investigating matters that do not appear to make sense and seeking guidance rather than simply accepting information at face value

	Client Focus (Human)
	· Respond promptly and professionally to client requests, making sure information is accurate and helpful
· Understand the purpose behind client queries and ask for clarification to avoid misunderstandings
· Take a genuine interest in how clients' businesses work, what drives their performance and the challenges they face, and use that understanding when working on their accounts or audit.

	Teamwork (Joined Up)
	· Be open to tasks asked of you and help colleagues when you have capacity
· Work with colleagues across departments such as Tax, Corporate Finance and Payroll, keeping them up to date on job progress
· Communicate clearly and professionally and make sure expectations are clear
· Ask questions in good time and flag early when you're unsure or blocked
· Build relationships with your trainee peer group and colleagues across the wider firm, sharing knowledge and supporting each other's development.
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	Skills:
· Proactive: open to change and new tools, you ask questions and apply feedback
· Reliable: you take ownership, are learning to plan your own time, and check your own work
· Delivering excellence: you take pride in accurate, well-prepared work
· Human: you listen, respond professionally and take time to understand what people need
· Joined Up: you support colleagues, communicate clearly and flag problems early
· Professional curiosity and judgement: you're prepared to ask why, spot when something doesn't make sense and think about what you should do next.
· Analytical and numerical skills: you're comfortable working with figures and making sense of information
· Commercial curiosity: you're interested in understanding how businesses work, make money, make decisions and respond to challenges.
· Comfort with technology: confident with Microsoft Excel and keen to learn new software and AI tools
· Commitment: you understand what training for the ACA involves and want to build your career with us
· Integrity and trustworthiness 

Experience / Qualifications
We would typically look for applicants who have achieved, or are on course to achieve, a 2:1 degree or above. However, we recognise that a degree result doesn’t always tell the full story. We will consider individual circumstances and the wider experience you bring, particularly where you have:

· worked alongside your studies;
· experienced personal circumstances that affected your academic results;
· completed, or are currently completing, AAT Level 4; or
· gained relevant practical experience alongside or following your degree.
If you don’t quite meet the 2:1 requirement but feel your experience and circumstances demonstrate your potential, we’d still encourage you to speak to us.



	What We Offer: 

	· Fully funded ACA qualification, including tuition, exam fees and paid study leave
· Ongoing support from mentors, managers and experienced colleagues
· Broad experience across audit and accounts, with exposure to different clients and sectors
· Client exposure and increasing responsibility from an early stage
· Training in our accounting, audit and firm-approved AI technology
· A clear development framework showing what's expected at each stage of your career
· Genuine opportunities for long-term progression within Shorts
· Flexible working, social events and wellbeing initiatives
· A supportive culture where you're more than just a number








	Additional Information

	· Confidentiality - Where you have access to confidential information about clients or colleagues, you must keep it confidential and handle all data in line with company policies and procedures.
· Technology and AI - Use only firm-approved software and AI tools, in line with firm policy. Never enter client or personal data into unapproved tools, and always check AI-generated work before relying on it.
· Equal Opportunities - Support the firm's equality and diversity policy and help create an inclusive environment for clients and colleagues. If you need any adjustments during the application process or in the role, please let us know.
· Health and Safety - Follow health and safety procedures, take responsibility for your own safety and that of others, and report any incidents or concerns to your line manager.
· Client Focused - We put our clients' needs and expectations at the heart of what we do. We expect everyone to understand those needs so we can provide high-quality, appropriate services.
· Learning and Development - Take part in the learning and development identified for your role, and share ideas for your own and the firm's development.
· Quality of our Work - Maintain high standards of professionalism and quality of work in line with the firm's priorities.
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