
Trainee Associate – Reporting Team  

Following strong organic growth we are on the lookout for bright 

individuals to join our team; individuals who are motivated and 

want to deliver excellence in fund services. 

Since our inception in 2001 we have placed a strong emphasis on 

the personal and professional development of our employees, 

providing an opportunity for individuals to truly progress and shine. 

This investment on the people behind our services has paid off 

and we are proud to have maintained an industry-leading 

employee retention rate for over ten years. 

To find out more or apply, visit aztecgroup.co.uk/careers, email 

careers@aztecgroup.co.uk or call us on +44 (0) 1534 837562. 



Trainee Associate – Reporting Team 

Reports to Reporting Team Manager 

The successful candidate will have a key role within an established team, working for one of our most 
prestigious clients, delivering quarterly investor reporting and working on internal projects to develop 
the operations of the wider administration and accounting team. We encourage all trainees to study 
towards either Accounting or Administration qualifications and whilst studying for your qualifications 
there will be opportunities to support either the administration or accounting teams alongside reporting 
team responsibilities. 

Key responsibilities: 

+ Assist with all aspects of the reporting team quarterly work, involving travel with the team to London 
for periods of time around each quarter end. Also, to assist with the implementation of operational 
projects as well as either accounting or administration of funds, management companies and 
associated fund structures for one of our single largest clients 

+ A unique opportunity to work alongside the Aztec reporting team as a secondee for the client, 
working from time to time in their prestigious London offices, gaining first-hand insight into the 
operations of a private equity fund manager 

+ Co-ordinate and attend client meetings (along with the team) and contribute to planning and review 
of client activity 

+ Maintain accurate investor reporting records  

+ Provide support to internal Aztec operational projects aimed at improving systems and processes 
within the wider administration and accounting team 

+ Assist with routine fund accounting or administration operations outside of quarterly reporting 
periods

+ Undertake routine office and clerical tasks where necessary 

Skills, knowledge, expertise: 

+ The desire to study towards a relevant professional qualification (supported by the Aztec Group) 

+ Basic technical knowledge (relevant in-house training to be provided through the Aztec Academy) 

+ Computer literacy, organisational and interpersonal skills are essential 

We will provide the training, both in-house for relevant technical knowledge and also for professional 
qualifications to enhance both your professional development and ability to provide sound fund services. 
You will need to be quick to learn new systems and great with people, as close working relationships 
between our colleagues and clients are at the heart of what we do. 


