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Today, many financial experts get their feet wet in the business world working as an accounting clerk, or accounts payable clerk, as the position is also often called. This member of the finance team serves a supporting role, assisting management with various financial and administrative duties. Responsibilities vary depending on a companys needs,
but an accounting clerks typical duties include filing financial records, reconciling bank statements with the general ledger, updating and maintaining accounting databases, and processing backups. This position is usually an entry-level role a candidate will take to build their finance skills and gain experience on their way to becoming an accountant
or CPA. Write a great job description for an accounting clerk using the template below and tailor it to fit your needs. What it takes to become an accounting clerk Over 2 million + professionals use CFI to learn accounting, financial analysis, modeling and more. Unlock the essentials of corporate finance with our free resources and get an exclusive
sneak peek at the first module of each course. Start Free An accounting clerk is a member of a companys accounting department, responsible for assisting with both clerical and administrative tasks. In general, an accounting clerk takes care of basic office tasks that involve reporting, bookkeeping, research, as well as the resolution of discrepancies
related to any of the tasks he or she performs.Accounting Clerk Job RequirementsThere are a variety of tasks that an accounting clerk is responsible for tackling on a daily basis, as well as cumulative tasks that are fully resolved on a more long-term basis. Among the many tasks that an accounting clerk may perform, some of the most common
include:Collect and sort invoices and checksMail checks to both other businesses and employeesKeep a thorough record of business transactions and enter data from daily work logs into the companys general ledger systemSupporting supervisory and executive staff by performing any assigned accounting and clerical tasksKeep a thorough record of
all company charges, as well as any refunds that have been issuedKeep track of any consumer issues that require a refund and make sure that the refunds are issued in a timely mannerAssist senior accounting personnel with any tasks conducted within the accounting department, or any tasks that require accounting personnel to take partKey in or
type up any documents or items that the accounting department is responsible for, including checks and invoices, as well as vouchers, accounting statements, and other reports and recordsMatch work orders to invoicesProcess invoices/bills so that they can be paidContact consumers to notify them of delinquent accounts and accept any payments
made at the time of contactArrange for money stores within the business to be delivered to the bank on a daily or weekly basis, or in whatever increments the business wants to turn over cash to savingsRequirements for an Accounting Clerk PositionEvery business is unique; different companies may require different skills for an individual in order to
take a position as an accounting clerk with them. While this is true, there are a number of general requirements that most companies expect or demand. These requirements include:A high school diploma; however, most companies require further education and working experience in the fieldA complete or comprehensive understanding of accounting
practices and proceduresThe ability to act responsibly and ethically when working with sensitive financial information, whether its information for the company or for individualsSolid communication skills, with proficiency in speaking and writingComputer literacy, as accounting clerks are responsible for keying information into various computers and
software programsStrong people skills a polite and professional demeanor when working with other companies, as well as consumers and coworkersThe willingness and ability to comply with local, state, and federal financial regulations, as well as the regulations established by the company itselfAccounting clerks fill an important and necessary role
in any company. They must be attentive to detail, thorough, possess a strong work ethic, and be professional and courteous when working with others.To prepare yourself for the job, launch our online financial accounting courses!Related ReadingWe hope you enjoyed reading CFIs explanation of an accounting clerks job description and requirements.
The following resources will be helpful in furthering your financial education: What it takes to become an accounting clerk Over 2 million + professionals use CFI to learn accounting, financial analysis, modeling and more. Unlock the essentials of corporate finance with our free resources and get an exclusive sneak peek at the first module of each
course. Start Free An accounting clerk is a member of a companys accounting department, responsible for assisting with both clerical and administrative tasks. In general, an accounting clerk takes care of basic office tasks that involve reporting, bookkeeping, research, as well as the resolution of discrepancies related to any of the tasks he or she
performs.Accounting Clerk Job RequirementsThere are a variety of tasks that an accounting clerk is responsible for tackling on a daily basis, as well as cumulative tasks that are fully resolved on a more long-term basis. Among the many tasks that an accounting clerk may perform, some of the most common include:Collect and sort invoices and
checksMail checks to both other businesses and employeesKeep a thorough record of business transactions and enter data from daily work logs into the companys general ledger systemSupporting supervisory and executive staff by performing any assigned accounting and clerical tasksKeep a thorough record of all company charges, as well as any
refunds that have been issuedKeep track of any consumer issues that require a refund and make sure that the refunds are issued in a timely mannerAssist senior accounting personnel with any tasks conducted within the accounting department, or any tasks that require accounting personnel to take partKey in or type up any documents or items that
the accounting department is responsible for, including checks and invoices, as well as vouchers, accounting statements, and other reports and recordsMatch work orders to invoicesProcess invoices/bills so that they can be paidContact consumers to notify them of delinquent accounts and accept any payments made at the time of contactArrange for
money stores within the business to be delivered to the bank on a daily or weekly basis, or in whatever increments the business wants to turn over cash to savingsRequirements for an Accounting Clerk PositionEvery business is unique; different companies may require different skills for an individual in order to take a position as an accounting clerk
with them. While this is true, there are a number of general requirements that most companies expect or demand. These requirements include:A high school diploma; however, most companies require further education and working experience in the fieldA complete or comprehensive understanding of accounting practices and proceduresThe ability
to act responsibly and ethically when working with sensitive financial information, whether its information for the company or for individualsSolid communication skills, with proficiency in speaking and writingComputer literacy, as accounting clerks are responsible for keying information into various computers and software programsStrong people
skills a polite and professional demeanor when working with other companies, as well as consumers and coworkersThe willingness and ability to comply with local, state, and federal financial regulations, as well as the regulations established by the company itselfAccounting clerks fill an important and necessary role in any company. They must be
attentive to detail, thorough, possess a strong work ethic, and be professional and courteous when working with others.To prepare yourself for the job, launch our online financial accounting courses!Related ReadingWe hope you enjoyed reading CFIs explanation of an accounting clerks job description and requirements. The following resources will
be helpful in furthering your financial education: What it takes to become an accounting clerk Over 2 million + professionals use CFI to learn accounting, financial analysis, modeling and more. Unlock the essentials of corporate finance with our free resources and get an exclusive sneak peek at the first module of each course. Start Free An
accounting clerk is a member of a companys accounting department, responsible for assisting with both clerical and administrative tasks. In general, an accounting clerk takes care of basic office tasks that involve reporting, bookkeeping, research, as well as the resolution of discrepancies related to any of the tasks he or she performs.Accounting
Clerk Job RequirementsThere are a variety of tasks that an accounting clerk is responsible for tackling on a daily basis, as well as cumulative tasks that are fully resolved on a more long-term basis. Among the many tasks that an accounting clerk may perform, some of the most common include:Collect and sort invoices and checksMail checks to both
other businesses and employeesKeep a thorough record of business transactions and enter data from daily work logs into the companys general ledger systemSupporting supervisory and executive staff by performing any assigned accounting and clerical tasksKeep a thorough record of all company charges, as well as any refunds that have been
issuedKeep track of any consumer issues that require a refund and make sure that the refunds are issued in a timely mannerAssist senior accounting personnel with any tasks conducted within the accounting department, or any tasks that require accounting personnel to take partKey in or type up any documents or items that the accounting
department is responsible for, including checks and invoices, as well as vouchers, accounting statements, and other reports and recordsMatch work orders to invoicesProcess invoices/bills so that they can be paidContact consumers to notify them of delinquent accounts and accept any payments made at the time of contactArrange for money stores
within the business to be delivered to the bank on a daily or weekly basis, or in whatever increments the business wants to turn over cash to savingsRequirements for an Accounting Clerk PositionEvery business is unique; different companies may require different skills for an individual in order to take a position as an accounting clerk with them.
While this is true, there are a number of general requirements that most companies expect or demand. These requirements include:A high school diploma; however, most companies require further education and working experience in the fieldA complete or comprehensive understanding of accounting practices and proceduresThe ability to act
responsibly and ethically when working with sensitive financial information, whether its information for the company or for individualsSolid communication skills, with proficiency in speaking and writingComputer literacy, as accounting clerks are responsible for keying information into various computers and software programsStrong people skills a
polite and professional demeanor when working with other companies, as well as consumers and coworkersThe willingness and ability to comply with local, state, and federal financial regulations, as well as the regulations established by the company itselfAccounting clerks fill an important and necessary role in any company. They must be attentive
to detail, thorough, possess a strong work ethic, and be professional and courteous when working with others.To prepare yourself for the job, launch our online financial accounting courses!Related ReadingWe hope you enjoyed reading CFIs explanation of an accounting clerks job description and requirements. The following resources will be helpful
in furthering your financial education: How can financial brands set themselves apart through visual storytelling? Our experts explainhow.Learn MoreThe Motorsport Images Collections captures events from 1895 to todays most recentcoverage.Discover The CollectionCurated, compelling, and worth your time. Explore our latest gallery of
EditorsPicks.Browse Editors' FavoritesHow can financial brands set themselves apart through visual storytelling? Our experts explainhow.Learn MoreThe Motorsport Images Collections captures events from 1895 to todays most recentcoverage.Discover The CollectionCurated, compelling, and worth your time. Explore our latest gallery of
EditorsPicks.Browse Editors' FavoritesHow can financial brands set themselves apart through visual storytelling? Our experts explainhow.Learn MoreThe Motorsport Images Collections captures events from 1895 to todays most recentcoverage.Discover The CollectionCurated, compelling, and worth your time. Explore our latest gallery of
EditorsPicks.Browse Editors' Favorites Accounting Clerks keep financial records up to date and help prepare accounts. Image source: Bls.gov This post provides exhaustive information on the job description of an accounting clerk, including the duties, tasks, and responsibilities they perform. What Does an Accounting Clerk Do? Accounting clerks,
also referred to as bookkeepers or finance clerks, work in different types of organizations and businesses. The accounting clerk job description includes keeping financial records up to date and helping to prepare accounts. If youre a person who is well organized and have good computer skills with a head for figures, this could be a type of job you
would really enjoy. To start with, employers are likely to look for people with GCSEs, that is, grade A-C, which includes mathematics and English. Having A levels in mathematics, economics and business studies could also be useful. One could also enter this career via apprenticeship scheme. Accounting clerks are responsible for providing accounting
supervisors with accounting support and other managers with accounting duties within the department. They handle accounts payable duties, enter daily worksheets to the general ledger system, assist accounting personnel and ensure files are complete and maintained as needed. Accounting clerks verify, organize, process, and store an
organizations financial records. While they may still rely on the traditional pencil, paper, and calculator to perform their role as a clerk, many of them also use computer databases and bookkeeping software. They take cash, receive, and record checks and other payment methods. They produce reports and reconcile any differences found in records as
needed, which may include profit charts or income statements and balance sheets. In small businesses, the accounting clerk may handle all aspects of financial functions. However, in large corporations, clerks often times specialize in one or more tasks like accounts payable or receivable. Accounting clerks are required to have several skills to
perform their duties. They must be proficient at mathematics since dealing with numbers is the major responsibility of their job. They must keep accurate records, be detail-oriented and be able to spot financial errors made by others. They need use software and computer skills to perform many of their functions. Accounting clerks at times deal with
sensitive financial information that affect the organizations day to day activities. Consequently, being confidential is a necessity for them and they must make sure that records are easily accessible to company decision-makers and also maintain transparency. Here is an example of the kind of job description accounting clerks usually execute, showing
important duties,tasks, and responsibilities, which individuals holding the position usually perform. Employers may require that the accounting clerk performs all or some of the functions, depending on their needs for hiring the clerk. Type accurately and keep records Prepare general ledger postings, bank deposits and statements Reconcile accounts
as at when due Provide support and assistance to company personnel Investigate and restore documentation or accounting discrepancies and problems Notify management, and compile reports on activity areas Work according to established procedures, standards, and applicable laws Sort and compile checks and invoices Issue our checks for
accounts payable Mail checks Enter daily worksheets to the general ledger system and record business transactions Record refunds and charges Support accounting personnel Input invoices, checks, vouchers, reports, account statements and other records Provide front desk customer service File and tally deposits Work with calculators, databases,
adding machines and bank accounts Match invoices to work orders Process bills for payment Open mails Match payments to invoices Arrange for money meant to be delivered to bank Ensure that receipts for payments are received by company, and that refunds to customers reach them. Accounting Clerk Job Description for Resume Resumes for the
post of accounting clerk can be prepared by using information from job descriptions like the sample above to write the professional work history section of the resume. This section confirms to the hiring manager that the applicant has the necessary experience and expertise to perform effectively on the job. Most employers would insist applicants for
the accounting clerks position possess the following requirements. Not less than 3 years of accounting experience Competency in accounting software and databases, as well as MS Office Attention to detail Ability to ensure accuracy in job delivery Possess strong aptitude for numbers Ability to properly organize and prioritize tasks, as well as office
environment Having a diploma from completing high school, or its equivalent qualification Associates degree and any other relevant certification is a plus. In the world of finance, the role of the Accounting Clerk has never been more important.As businesses continue to grow and financial regulations become more complex, the demand for skilled
individuals who can maintain, control, and manage financial data increases.But lets delve deeper: Whats really expected from an Accounting Clerk?Whether you are:A job seeker trying to understand the core of this position,A hiring manager aiming to define the perfect candidate,Or simply curious about the intricate details of accounting,Youre in the
right spot.Today, we introduce a versatile Accounting Clerk job description template, crafted for effortless posting on job boards or career portals.Lets dive right in.Accounting Clerk Duties and ResponsibilitiesAccounting Clerks are responsible for supporting the accounting department by performing a range of tasks including processing transactions,
preparing reports and maintaining financial records.Their key focus is to ensure that the companys daily accounting functions run accurately and effectively.They have the following duties and responsibilities:Assisting with the maintenance of general ledger accountsPreparing financial reports and statementsProcessing business transactions, such as
accounts payable and receivable, disbursements, expense vouchers and receiptsReconciling accounts and resolving discrepanciesManaging files and producing necessary documentationSupporting the Accounting Manager or Supervisor with tasks such as budgeting and auditingVerifying financial reports by running performance analysis software
programEnsuring accurate and timely processing of payment transactionsAdhering to standard accounting principles and company procedures Accounting Clerk Job Description TemplateJob BriefWe are looking for a skilled Accounting Clerk to perform a variety of accounting, bookkeeping and financial tasks.Accounting Clerk responsibilities include
keeping financial records updated, preparing reports and reconciling bank statements.You will also run accounting software programs (e.g. SAP) to process business transactions, like accounts payable and receivable, disbursements, expense vouchers and receipts.A successful accounting assistant should be familiar with all accounting procedures
and have a flair for numbers. ResponsibilitiesProvide accounting and clerical support to the accounting departmentType accurately, prepare and maintain accounting documents and recordsPrepare bank deposits, general ledger postings and statementsReconcile accounts in a timely mannerDaily enter key data of financial transactions in
databaseProvide assistance and support to company personnelResearch, track and restore accounting or documentation problems and discrepanciesInform management and compile reports/summaries on activity areasFunction in accordance with established standards, procedures and applicable lawsConstantly update job knowledge
QualificationsProven accounting experience, preferably as an Accounts receivable clerk or Accounts payable clerkFamiliarity with bookkeeping and basic accounting proceduresCompetency in MS Office, databases and accounting softwareHands-on experience with spreadsheets and financial reportsAccuracy and attention to detailAptitude for
numbersAbility to perform filing and record keeping tasksData entry and word processing skillsAssociates degree or relevant certification is a plus Benefits401(k)Health insuranceDental insuranceRetirement planPaid time offProfessional development opportunities Additional InformationJob Title: Accounting ClerkWork Environment: Office setting.
May require occasional overtime during peak financial periods.Reporting Structure: Reports to the Accounting Manager or Senior Accountant.Salary: Salary is based upon candidate experience and qualifications, as well as market and business considerations.Pay Range: $32,000 minimum to $49,000 maximumlocation: [City, State] (specify the
location or indicate if remote)Employment Type: Full-timeEqual Opportunity Statement: We are an equal opportunity employer and value diversity at our company. We do not discriminate on the basis of race, religion, color, national origin, gender, sexual orientation, age, marital status, veteran status, or disability status.Application Instructions:
Please submit your resume and a cover letter outlining your qualifications and experience to [email address or application portal]. What Does an Accounting Clerk Do?Accounting Clerks typically work for corporations across different industries, financial institutions, government agencies, or accounting firms.They can also work as self-employed
individuals offering freelance accounting services.They work closely with other accounting staff and finance team members to manage financial records and transactions.Their primary responsibilities often include inputting financial transactions into appropriate accounting databases, software, or applications.Accounting Clerks are responsible for
maintaining accurate financial records, which often involves checking entries for accuracy and making necessary corrections.They may also perform routine calculations to produce analyses and reports as requested by the finance director or management.They may also handle accounts payable, accounts receivable, payroll, and other types of
financial transactions.This often involves matching invoices to work orders, processing, and distributing payments, as well as processing and distributing employee pay.Accounting Clerks are often responsible for filing documents to keep them organized and easily accessible.They may also be asked to assist in various auditing tasks.They are expected
to perform all their tasks while adhering to established accounting principles and company procedures. Accounting Clerk Qualifications and SkillsAn Accounting Clerk should have the skills and qualifications that align with your job description, such as:Numerical skills for dealing with large numbers of financial data and calculations.Attention to detail
to ensure the accuracy of financial records and reports.Organizational skills to manage numerous documents and files in a structured manner.Knowledge of accounting software and systems to efficiently manage financial data.Communication skills to effectively interact with colleagues, superiors, and clients about financial matters.Problem-solving
skills to identify and rectify discrepancies in financial data and reports.Understanding of accounting principles and financial regulations to ensure compliance.Time management skills to meet financial reporting deadlines.Customer service skills, as needed, to assist with customer inquiries and disputes. Accounting Clerk Experience
RequirementsEntry-level Accounting Clerks typically have up to 1 year of experience, often achieved through an internship or part-time role in a financial or accounting setting.Practical skills can also be obtained through hands-on experience in roles like Bookkeeper, Finance Assistant, or Accounts Receivable Clerk.Candidates with 2 to 3 years of
experience have likely enhanced their financial reporting, reconciliation, and general accounting skills.They may also have experience with accounting software such as QuickBooks or Excel.Those with more than 5 years of experience in the field usually have a deeper understanding of complex accounting principles and practices.They may have some
supervisory experience and are often ready for senior or management roles within the accounting department.Some companies may require their Accounting Clerks to possess or be working towards a certification such as Certified Public Accountant (CPA) or Certified Management Accountant (CMA), which would demonstrate a higher level of
expertise and commitment in the field. Accounting Clerk Education and Training RequirementsAccounting Clerks typically require a high school diploma or equivalent.Some employers prefer candidates with postsecondary education, such as an associates degree in business or accounting.Practical knowledge of bookkeeping, spreadsheet programs
and accounting software is also typically required.Many employers provide on-the-job training to help new Accounting Clerks become familiar with their specific systems and procedures.In addition to the basic educational requirements, a strong understanding of mathematics, excellent organizational skills, and attention to detail are valuable assets
for anyone considering a role as an Accounting Clerk.Certification is not always necessary but earning the Certified Bookkeeper (CB) designation, offered by the American Institute of Professional Bookkeepers, can improve job prospects.To achieve this certification, candidates must have two years of professional bookkeeping experience, pass a four-
part examination, and adhere to a code of ethics.Continuous professional development and keeping up with changes in financial regulations and accounting software can help maintain and advance an accounting career. Accounting Clerk Salary ExpectationsAn Accounting Clerk typically earns an average salary of $40,240 (USD) per year.The actual
earnings can fluctuate depending on factors such as years of experience, educational qualifications, and the city or region of employment. Accounting Clerk Job Description FAQsWhat skills does an Accounting Clerk need?Accounting Clerks need strong numerical skills for accurate calculations and data entry.They should also possess excellent
organizational skills to manage multiple tasks and deadlines.Proficiency in accounting software, spreadsheets and databases is often required.Besides, they should have good communication skills to interact with colleagues, managers and clients. Do Accounting Clerks need a degree?Most Accounting Clerk positions require at least a high school
diploma, but some employers may prefer candidates with an associates degree in accounting or a related field.However, hands-on experience with bookkeeping and accounting tasks can sometimes substitute for formal education. What should you look for in an Accounting Clerk resume?When reviewing an Accounting Clerks resume, look for
experience with financial reporting, data entry, and knowledge of accounting software such as QuickBooks.Proficiency in MS Office, especially Excel, is often required.Check for strong mathematical and organizational skills.If the position requires dealing with vendors or clients, look for strong communication skills as well. What qualities make a good
Accounting Clerk?A good Accounting Clerk is highly organized and detail-oriented, ensuring accurate financial record keeping.They are adept at multitasking, efficiently managing various tasks without compromising the quality of work.They have a good understanding of accounting principles and are proficient in using accounting software.Integrity
is another important quality, as they deal with confidential financial information. Is it difficult to hire an Accounting Clerk?Hiring an Accounting Clerk can be challenging due to the precision required in the role.Its important to find someone with the right mix of technical skills and attention to detail. However, with a clear job description and a
thorough interview process, you can find qualified candidates for the role. ConclusionAnd there you have it.Today, weve delved into the intricate world of what it truly means to be an accounting clerk.And you know what?Its not just about crunching numbers.Its about shaping the financial backbone of a company, one ledger at a time.With our expertly
curated accounting clerk job description template and real-world examples, youre more than ready to take your next step.But why limit yourself?Go beyond the numbers with our job description generator. Its your perfect tool for creating meticulously detailed listings or polishing your resume to absolute perfection.Remember:Every ledger entry
contributes to the overall financial health of a company.Lets shape that financial landscape. Together.Reasons to Become an Accounting Clerk (Embrace Order and Precision!)How to Become an Accounting Clerk (Complete Guide)Disadvantages of Being an Accounting Clerk (Financial Forecast Fears)Trending Career Triumphs: The Jobs Winning the
Job MarketThe Playful Profession: Where Work Feels Like a GameTech-Driven Careers: Jobs That Al is Set to DominateThink Outside the Cubicle: The Strangest Jobs in the World When it comes to managing your companys financial transactions, having an efficient Accounting Clerk is key. An Accounting Clerk plays an essential role in handling day-
to-day accounting tasks and ensuring that financial records are accurate and up to date. Crafting a comprehensive Accounting Clerk job description is crucial in attracting the right candidates who are organized, detail-oriented, and capable of supporting your companys accounting functions. A well-written Accounting Clerk job description will outline
essential responsibilities, skills, and qualifications, helping you find someone who can keep your finances in order and contribute to the smooth running of your business operations. An Accounting Clerk supports the accounting department by managing records, reconciling accounts, and assisting in the preparation of financial reports. Their work
focuses on keeping track of financial transactions, ensuring that everything is accurate and timely. A typical Accounting Clerk job description will include various bookkeeping tasks such as invoicing, payroll processing, managing ledgers, and performing bank reconciliations. In addition to these routine accounting tasks, an Accounting Clerk may also
be responsible for maintaining filing systems, preparing financial statements, and ensuring compliance with internal financial policies. Their role is crucial in maintaining the financial health of the business by ensuring the accuracy of financial data. A thorough Accounting Clerk job description should include a list of specific duties that reflect the core
responsibilities of the role. These tasks may vary depending on the company, but here are some common duties to include: One of the main tasks in an Accounting Clerk job description involves managing accounts payable and receivable. The Accounting Clerk is responsible for ensuring that all invoices are paid on time and that all incoming payments
are accurately recorded. This includes reviewing and processing invoices, coordinating with vendors, and ensuring that payments are logged correctly in the accounting system. This role helps keep the businesss cash flow running smoothly. Maintaining Financial Records An essential aspect of any Accounting Clerk job description is managing and
maintaining financial records. This includes entering data into accounting software, ensuring all transactions are accurately recorded, and preparing financial reports. The Accounting Clerk also ensures that all documents are properly organized for easy access during audits and reporting periods. Maintaining an accurate filing system for financial
records is critical to avoid errors and ensure compliance. Accounting Clerks are often tasked with reconciling accounts. This involves comparing the companys financial records with external statements such as bank statements to identify discrepancies. The Accounting Clerk job description should emphasize the need for attention to detail when
performing these reconciliations, as this is a key step in ensuring the companys financial data is accurate. In some companies, an Accounting Clerk may assist with payroll processing. This involves calculating wages, ensuring tax deductions are accurate, and preparing payroll reports. Its crucial that the Accounting Clerk job description highlights the
need for confidentiality and accuracy when dealing with sensitive payroll information. The Accounting Clerk ensures that employees are paid on time and in full, contributing to employee satisfaction. An Accounting Clerk often assists in the preparation of financial statements, such as income statements, balance sheets, and cash flow reports. These
reports provide valuable insights into the financial health of the company. The Accounting Clerk job description should note that the role may involve working closely with senior accountants or financial managers to ensure all data is correct and presented clearly. Depending on the company, an Accounting Clerk may also assist with tax-related duties.
This could involve organizing financial data, helping to prepare tax returns, or ensuring that tax payments are made on time. The Accounting Clerk job description should emphasize the importance of understanding tax regulations and staying up to date with tax laws. In addition to financial tasks, an Accounting Clerk may be responsible for providing
general administrative support. This could include answering phones, responding to emails, scheduling meetings, and helping with other office management tasks. A well-rounded Accounting Clerk job description will highlight the need for strong organizational skills and the ability to multitask effectively. To help you create an effective Accounting
Clerk job description, here are five templates for different roles and levels of experience: Position Level: Entry-LevelLocation: Remote / Hybrid (New York, NY)Hours: Full-time, Monday to Friday, 9:00 AM 5:00 PMSalary Range: $40,000 $50,000 per year About [Your Company Name]We are a growing tech startup that thrives on innovation and
efficiency. Our finance team is looking for a detail-oriented Accounting Clerk to help manage our accounts and maintain financial records. Job Responsibilities: Assist with accounts payable and receivable processing. Maintain accurate financial records and files. Perform bank reconciliations and ensure data accuracy. Prepare financial statements as
needed. Required Skills and Qualifications: High school diploma or equivalent. Experience with accounting software (QuickBooks, Xero, or similar). Strong attention to detail and organizational skills. Position Level: SeniorLocation: On-site (Chicago, IL)Hours: Full-time, Monday to Friday, 8:30 AM 4:30 PMSalary Range: $55,000 $65,000 per year
About [Your Company Name]At [Your Company Name], we are committed to financial transparency and accuracy. We are seeking a Senior Accounting Clerk to join our team and take on more complex accounting tasks. Job Responsibilities: Lead accounts payable and receivable processing. Assist in the preparation of monthly, quarterly, and annual
financial statements. Reconcile bank accounts and company ledgers. Coordinate with auditors during financial reviews. Required Skills and Qualifications: Associates or Bachelors degree in accounting or related field. 3-5 years of experience in accounting or bookkeeping. Proficiency with accounting software and Microsoft Excel. Position Level: Mid-
LevelLocation: Remote, based in Dallas, TXHours: Full-time, Monday to Friday, 8:00 AM 4:00 PMSalary Range: $50,000 $60,000 per year About [Your Company Name]We are a dynamic retail business looking for an Accounting Clerk with a focus on payroll to support our growing team. Job Responsibilities: Process employee payroll on a bi-weekly
basis. Maintain accurate payroll records and ensure compliance with tax laws. Handle employee queries regarding payroll discrepancies. Ensure accurate deductions and tax filings. Required Skills and Qualifications: Experience with payroll systems and tax filings. Strong organizational and communication skills. Knowledge of payroll laws and
regulations. Position Level: Entry-LevelLocation: Hybrid, based in Boston, MAHours: Full-time, Monday to Friday, 9:00 AM 5:00 PMSalary Range: $45,000 $55,000 per year About [Your Company Name]At [Your Company Name], we value accuracy and precision. We are seeking a General Ledger Accounting Clerk to support our accounting team. Job
Responsibilities: Assist in maintaining the general ledger and recording transactions. Review and reconcile financial data for accuracy. Prepare journal entries and ensure proper documentation. Support month-end and year-end close processes. Required Skills and Qualifications: Associate degree in accounting or finance. Proficiency in accounting
software and Excel. Strong attention to detail and problem-solving skills. Position Level: Mid-LevelLocation: On-site (Los Angeles, CA)Hours: Full-time, Monday to Friday, 8:30 AM 5:30 PMSalary Range: $58,000 $70,000 per year About [Your Company Name][Your Company Name] is a leading firm in financial consulting. We are looking for an
experienced Accounting Clerk to assist with tax compliance and support the accounting team during tax season. Job Responsibilities: Assist in preparing tax returns and tax filings. Maintain records of tax documents and reports. Reconcile tax records and ensure compliance with tax regulations. Coordinate with tax authorities to resolve discrepancies.
Required Skills and Qualifications: Bachelors degree in accounting or related field. Knowledge of tax compliance and preparation. Ability to manage confidential information. More from us- Accounting Assistant Job Description Templates 1. Job TitleClearly define the job role in the title to ensure you attract candidates who have the right skills.
Examples like Senior Accounting Clerk or Payroll Accounting Clerk help candidates easily identify the position. 2. Location and Work EnvironmentMention whether the role is on-site, remote, or hybrid. Be clear about whether theres flexibility in the work schedule or location. 3. Responsibilities and DutiesElaborate on key responsibilities like
managing accounts payable, performing reconciliations, preparing reports, or handling payroll. Specify exactly what the Accounting Clerk will do to make the role clear. 4. Qualifications and SkillsInclude both required and preferred qualifications. Specify education levels, experience, and any specific software proficiency. 5. Salary and
BenefitsProvide a salary range to manage expectations. Highlight the benefits your company offers, such as health insurance, paid time off, or retirement contributions. A clear and detailed Accounting Clerk job description is essential to attracting the right talent for your business. By outlining specific responsibilities, qualifications, and expectations,
you can find a qualified candidate who will help streamline your financial processes. Use the templates and tips provided to craft your Accounting Clerk job description and begin the hiring process today! Ready to find the perfect Accounting Clerk for your team? Start by using these templates and tips to create a tailored Accounting Clerk job
description. Reach out for help with refining your hiring strategy or explore more resources to ensure youre attracting the best talent for your business. Dont waitstart building your team of skilled financial professionals today! Share copy and redistribute the material in any medium or format for any purpose, even commercially. Adapt remix,
transform, and build upon the material for any purpose, even commercially. The licensor cannot revoke these freedoms as long as you follow the license terms. Attribution You must give appropriate credit , provide a link to the license, and indicate if changes were made . You may do so in any reasonable manner, but not in any way that suggests the
licensor endorses you or your use. ShareAlike If you remix, transform, or build upon the material, you must distribute your contributions under the same license as the original. No additional restrictions You may not apply legal terms or technological measures that legally restrict others from doing anything the license permits. You do not have to
comply with the license for elements of the material in the public domain or where your use is permitted by an applicable exception or limitation . No warranties are given. The license may not give you all of the permissions necessary for your intended use. For example, other rights such as publicity, privacy, or moral rights may limit how you use the
material. An Accounting Clerk is a resource of the company responsible for bookkeeping, accounting, clerical and administrative tasks, keeping track of balance sheet items such as account receivables and account payables, and updating the senior management with the information resolving their queries. They are also responsible for keeping track
of invoices and bank transactions.You are free to use this image on your website, templates, etc..Please provide us with an attribution link.An entry-level accounting clerk description consists of responsibilities that abridge the gap between senior accountants and management. They carry out the daily entries, and basic reconciliation, and ensure all
basic documentation such as budgets, billing reports, and cost reports are up to date for final audit and scrutiny from the head accountant of the company. Key Takeaways Accounting clerks manage transactions, reports, and files. They also handle payments and administrative tasks to ensure smooth operations. As of May 2023, accounting clerks
made a median annual salary of $47,440. Certifications can improve job prospects and pay. To become an accounting clerk, a high school diploma and on-the-job training may suffice. However, larger companies often prefer candidates with an associate or bachelor's degree. An accounting clerk assists accounting departments with various tasks.
These professionals process invoices, organize office mail, record business transactions, and manage customer accounts on any given day. This role differs from the work of bookkeepers and accounting assistants. Bookkeepers typically analyze financial information to help organizations make informed decisions. In contrast, accounting clerks organize
and verify financial information. While accounting assistants usually help one accountant, accounting clerks may assist entire accounting departments. Organizations in virtually any industry, including healthcare, finance, and professional services, may employ accounting clerks. Some smaller businesses may only hire one clerk, but large
organizations typically employ multiple accounting clerks to meet the needs of busy accounting departments. According to Zippia data, the United States employs more than 1.3 million accounting clerks, with nearly half holding bachelor's degrees. However, it is not uncommon to enter the field with an associate degree and climb the corporate ladder
with experience. Over time, qualified accounting clerks may transition to roles as junior accountants. This position typically includes a higher salary and more accounting-specific responsibilities. Continue reading to learn more about the accounting clerk job description and what to expect from this career path. Job Specification of Accounting Clerk
Accounting clerks have multiple responsibilities within accounting departments. On any given day, professionals in this supporting role oversee and organize financial transactions, communicate with accounting and budgeting staff, and prepare financial reports. Their daily tasks may shift as an organization's needs change. Additionally,
responsibilities may vary by industry. The following list includes a few tasks most accounting clerks perform. Organize and Process Financial Transactions: Financial transaction organization and processing is central to the success of any accounting department. Accounting clerks take on a significant portion of this process by keying data, sorting
documents, and processing digital and cash transactions. Prepare Month-End Reports: Accounting clerks reconcile transaction, budget, and expense reports for monthly reporting. Individuals skilled in data analysis may also analyze these reports to present information to accountants or other financial professionals within the organization. Maintain
Financial Filing Systems:Financial organization through well-maintained financial filing systems is a primary responsibility for accounting clerks. They routinely oversee and update these systems as necessary to streamline companies' financial processes. Manage Accounts Payable: Accounting clerks track their organizations' loans, credit balances,
and other accounts payable information with detailed balance sheets. They must also pay and file invoices and track the status of each account. Assist with Clerical and Administrative Tasks: When not performing job-specific tasks, accounting clerks may assist with office-related duties. These tasks include answering phones, organizing mail, and
ordering office supplies. Key Hard Skills for Accounting Clerks Accounting: Accounting skills are central to an accounting clerk's responsibilities. These professionals assist accounting departments with budgeting, accounting, and reporting every day. They must have a solid understanding of accounts payable and receivable, coding, and transactional
accounting. Financial Reporting: Accounting clerks process and organize financial information, such as invoices, payments, and balance sheets. They also create reports from this data to assist accounting departments and financial decision-makers. Data Management: These professionals work with financial information and must know how to
organize, process, and make sense of data. They may also have proficiency in using digital data management tools. Computing: Accounting clerks regularly use word processing, spreadsheet, and email tools to perform tasks. Understanding how computer applications and software work can help them complete tasks efficiently. Key Soft Skills for
Accounting Clerks Multitasking: Accounting clerks wear many hats each day. Multitasking skills allow them to perform multiple duties within a given period while remaining organized and managing time effectively. Communication:Accounting clerks communicate daily with other accounting professionals, financial decision-makers, and clients. They
also interact through various methods, including phone, email, and face-to-face, making oral and written communication skills equally important. Teamwork: Accounting departments rely on accounting clerks to keep their departments running smoothly. These professionals must work well in teams, thrive on team culture, and understand the
importance of each role in the office. Willingness to Learn: Accounting clerk responsibilities can change as an organization's needs evolve. An eagerness to learn allows accounting clerks to adapt to changes, learn new skills, and work their way up the career ladder. Accounting Clerk Roles Accounting clerks often specialize in an industry or financial
niche to meet their organizations' and clients' needs. The following list explores common accounting clerk areas of expertise. Taxation Accounting clerks specializing in taxation may work for private companies or government offices. They review tax responsibilities and organize tax account statements along with accepting, processing, and sending
payments. Entry-level tax clerks usually focus on clerical and administrative tasks. Higher-level accounting clerk roles may require in-depth tax compliance research, detailed reporting, and managing more complex accounts. Advancement opportunities include roles as tax accountants, tax preparers, and actuaries. Common Job Titles Tax accounting
clerk Payroll clerk Credit and collections clerk Tax and compensation clerk Accounts payable clerk Data Analytics According to the Bureau of Labor Statistics (BLS), increasing technology has reduced the demand for bookkeeping, accounting, and auditing clerks. However, Qian Song, Ph.D., an associate professor of accounting at Rochester Institute
of Technology, says that accounting clerks can stay ahead of the curve by specializing in data analytics. Data analysis skills allow these professionals to work with tools to extract and process data to assist in informed decision-making. With data analytics experience under their belts, accounting clerks can pursue work as budget analysts, financial
analysts, and actuaries. Common Job Titles Data analysis clerk Data entry clerk Budget analyst Medical records clerk Accounts payable specialist Government Accounting A government accounting clerk's duties are similar to those in the private sector. However, accounting clerks working in government offices manage different budgets, transactions,
and reports. For instance, these accounting professionals may perform accounting duties for school districts, public welfare agencies, or city governments. This type of accounting requires in-depth knowledge of the intricacies of the government organization's financial processes. With experience, government accounting clerks can pursue forensic
accounting or auditing positions. Common Job Titles Accounts payable clerk Accounts receivable clerk Accounting technician Forensic accounting clerk Investments Investment accounting clerks work with investment firms to handle real estate, personal, and other investments. They primarily manage investment accounts by tracking fees, transfers,
and other financial transactions. These professionals may also buy and sell stocks, purchase real estate assets, and perform other investment duties based on consultations with investment accountants and clients. Like other accounting clerks, investment clerks also perform clerical duties, like sorting mail, filing documents, or assisting with customer
support. Common Job Titles Investment clerk Investment specialist Investor account clerk How to Become an Accounting Clerk Multiple pathways can lead to accounting clerk jobs. Some organizations hire candidates with high school diplomas. On-the-job training from a junior or senior accountant can enhance necessary skills. This pathway is more
common in smaller businesses or accounting departments than in larger firms. Large organizations may require an associate degree in accounting or a similar field. Some organizations prefer applicants with bachelor's degrees in accounting. Holding an accounting certification can also open the door to diverse accounting clerk opportunities. For
instance, a certified tax preparer credential could set a candidate apart from others competing for tax clerk positions. Accounting Clerk Pay Rate and Job Outlook The BLS reports a median 2021 annual salary for bookkeeping, accounting, and auditing clerks of $45,560. Because broader use of technology has affected the industry, the BLS projects a
3% decline in these positions from 2020-2030. Still, the outlook for accounting clerks somewhat depends on factors like location, experience, education, and industry. For instance, earning an accounting degree or certification can lead to advanced positions as auditors or accountants. Additionally, Payscale's August 2022 data notes that accounting
clerks with more than 10 years of experience earn, on average, about $2.60 more per hour than entry-level professionals. Populous states like California and Texas employ high numbers of these professionals. The District of Columbia and Massachusetts pay the highest salaries, according to BLS data from May 2021. Career Spotlight: Bryan Sharpe
What is the difference between an accounts payable clerk and accounts receivable clerk? The main difference is the type of transactions they handle. Accounts payable clerks are responsible for issuing payments to vendors and processing invoices. Accounts receivable clerks, on the other hand, manage customer payments and reconcile bank
statements. Is an accounting clerk similar to an accounting assistant? An accounting clerk is similar to an accounting assistant in that they both provide support to the accounting department. However, accounting assistants typically have more responsibilities, such as preparing financial statements and tax returns. They may also have supervisory
duties, whereas accounting clerks typically do not. This job requires a high level of accuracy, as even small mistakes can have big consequences. What education do you need to pursue the accounting clerk role? Most accounting clerk positions require at least a high school diploma, although some employers may prefer candidates with an associate or
bachelor's degree in accounting. What does a typical day as an accounting clerk look like? A typical day as an accounting clerk involves processing invoices, issuing payments, reconciling bank statements, and preparing financial reports. I start my day by reviewing the invoices that have come in overnight and assigning them to the appropriate
accounts. Then, I issue payments to vendors and update our accounting software with the latest transactions. After that, I reconcile our bank statements and prepare financial reports for our management team. Throughout the day, I also handle customer inquiries and provide support to other members of the accounting department. How did working
in accounts payable and receivable prepare you for your current role? Working in both accounts payable and receivable gave me a well-rounded understanding of the accounting process. I was able to see how all of the different pieces fit together, which has been helpful in my current role as a senior accountant. In addition, working with vendor
invoices and customer payments has helped me develop strong attention to detail and problem-solving skills. What do you think is the most important skill accounting clerks need to succeed? The most important skill accounting clerks need to succeed is attention to detail. This job requires a high level of accuracy, as even small mistakes can have big
consequences. In addition, accounting clerks need to be able to effectively manage their time and prioritize tasks. Strong interpersonal and communication skills are also important, as you will be working with a variety of people on a daily basis. What advice would you give to students considering this job? If you're considering a career as an
accounting clerk, I recommend taking classes in accounting, finance, and business administration. These courses should give you the skills and knowledge you need to succeed in this field. I also suggest pursuing internships or entry-level positions in accounting to get a feel for the job. And finally, always remember to pay attention to detail. Bryan
Sharpe is a senior accountant at Solar Panels Network USA. He has worked in accounting for over 20 years, and has experience with both small and large businesses. Bryan is a hard worker and takes great pride in his work. He is a detail-oriented individual who pays close attention to the numbers and makes sure that everything is in order.
Questions About the Accounting Clerk Job Summary What are the main duties of an accounting clerk? Accounting clerk jobs include financial record-keeping, budgeting, and reporting for accounting departments. They also perform clerical duties, such as answering phone calls and emails, filing paperwork, and scheduling appointments. What skills
are needed for an accounting clerk? Accounting clerks should have excellent communication, time management, and organizational skills. They must also be proficient in accounting, mathematics, computing, and data management. Are accounting clerks in demand? Some industries have a higher demand for accounting clerks than others. According
to the BLS, company management and accounting industries have the highest employment numbers for bookkeeping, accounting, and auditing clerks. However, the overall industry has a projected 3% decline in job growth from 2020-2030. What is the difference between an accountant and a clerk? Accounting clerks generally do not need more than a
high school diploma to begin their careers. They assist accounting departments with accounting and clerical duties. In contrast, an accountant usually has a minimum of a bachelor's degree and can perform complex accounting duties. Measurement, processing and communication of financial information about economic entities"Accountancy"
redirects here. For the constituency in Hong Kong, see Accountancy (constituency). For the game, see Accounting (video game).Part of a series onAccountingConstant purchasing powerHistorical costManagementTaxMajor typesAuditBudgetCostForensicFinancialFundGovernmentalManagementSocialTaxKey conceptsAccounting
periodAccrualConstant purchasing powerEconomic entityFair valueGoing concernHistorical costMatching principleMaterialityRevenue recognitionUnit of accountSelected accountsAssetsCashCost of goods soldDepreciation/ Amortization (business)EquityExpensesGoodwillLiabilitiesProfitRevenueAccounting standardsGenerally-accepted
principlesGenerally-accepted auditing standardsConvergencelnternational Financial Reporting StandardsInternational Standards on AuditingManagement Accounting PrinciplesFinancial statementsAnnual reportBalance sheetCash-flowEquityIncomeManagement discussionFinancial statement analysisBookkeepingBank reconciliationDebits and
creditsDouble-entry systemFIFO and LIFOJournallLedger/ General ledgerTrial balanceAuditingFinanciallnternalFirmsReportSarbanesOxley ActPeople and organizationsAccountantsAccounting organizationsLuca PacioliDevelopmentHistoryResearchPositive accountingSarbanesOxley ActMisconductCreativeEarnings managementError
accountHollywoodOff-balance-sheetTwo sets of booksvteBusiness administrationManagement of a businessAccountingManagement accountingFinancial accountingAuditBusiness entity (list)Corporate groupCorporation soleCompanyConglomerateHolding companyCooperativeCorporationJoint-stock companyLimited liability
companyPartnershipPrivately held companySole proprietorshipState-owned enterpriseCorporate governanceAnnual general meetingBoard of directorsSupervisory boardAdvisory boardAudit committeeCorporate lawCommercial lawConstitutional documentsContractCorporate crimeCorporate liabilityInsolvency lawInternational trade lawMergers and
acquisitionsCorporate titleChairmanChief business officer/Chief brand officerChief executive officer/Chief operating officerChief financial officerChief human resources officerChief information officer/Chief marketing officerChief product officer/Chief technology officerEconomicsCommodityPublic economicsLabour economicsDevelopment
economicsInternational economicsMixed economyPlanned economyEconometricsEnvironmental economicsOpen economyMarket economyKnowledge economyMicroeconomicsMacroeconomicsEconomic developmentEconomic statisticsFinanceFinancial statementInsuranceFactoringCash conversion cyclelnsider dealingCapital budgetingCommercial
bankDerivativeFinancial statement analysisFinancial riskPublic financeCorporate financeManagerial financelnternational financeLiquidationStock marketFinancial marketTaxFinancial institutionCapital managementVenture capitalTypes of managementAssetBrandBusiness intelligenceBusiness
developmentCapacityCapabilityChangeinnovationCommercialMarketingCommunicationsConfigurationConflictContentCustomer relationshipDistributedEarned valueElectronic businessEnterprise resource planningmanagement information systemFinancialHuman
resourcedevelopmentIncidentKnowledgelLegalMaterialsNetworkadministratorOfficeOperationsservicesPerformancePowerProcessProduct life-cycleProductProjectPropertyQualityRecordsResourceRiskcrisisSalesSecurityServiceStrategicSupply
chainSystemsadministratorTalentTechnologyOrganizationArchitectureBehaviorCommunicationCultureConflictDevelopmentEngineeringHierarchyPatternsSpaceStructureTradeBusiness analysisBusiness ethicsBusiness planBusiness judgment ruleConsumer behaviourBusiness operationsinternational businessBusiness modellnternational tradeTrade
routeBusiness processBusiness statistics Business and economics portalvteAccounting, also known as accountancy, is the process of recording and processing information about economic entities, such as businesses and corporations.[1][2] Accounting measures the results of an organization's economic activities and conveys this information to a
variety of stakeholders, including investors, creditors, management, and regulators.[3] Practitioners of accounting are known as accountants. The terms "accounting"” and "financial reporting" are often used interchangeably.[4]Accounting can be divided into several fields including financial accounting, management accounting, tax accounting and
cost accounting.[5] Financial accounting focuses on the reporting of an organization's financial information, including the preparation of financial statements, to the external users of the information, such as investors, regulators and suppliers.[6] Management accounting focuses on the measurement, analysis and reporting of information for internal
use by management to enhance business operations.[1][6] The recording of financial transactions, so that summaries of the financials may be presented in financial reports, is known as bookkeeping, of which double-entry bookkeeping is the most common system.[7] Accounting information systems are designed to support accounting functions and
related activities.Accounting has existed in various forms and levels of sophistication throughout human history. The double-entry accounting system in use today was developed in medieval Europe, particularly in Venice, and is usually attributed to the Italian mathematician and Franciscan friar Luca Pacioli.[8] Today, accounting is facilitated by
accounting organizations such as standard-setters, accounting firms and professional bodies. Financial statements are usually audited by accounting firms,[9] and are prepared in accordance with generally accepted accounting principles (GAAP).[6] GAAP is set by various standard-setting organizations such as the Financial Accounting Standards
Board (FASB) in the United States[1] and the Financial Reporting Council in the United Kingdom. As of 2012, "all major economies" have plans to converge towards or adopt the International Financial Reporting Standards (IFRS).[10][11]Main article: History of accountingPortrait of Luca Pacioli, painted by Jacopo de' Barbari, 1495 (Museo di
Capodimonte)Accounting is thousands of years old and can be traced to ancient civilizations.[12][13][14] One early development of accounting dates back to ancient Mesopotamia and is closely related to developments in writing, counting and money;[12] there is also evidence of early forms of bookkeeping in ancient Iran,[15][16] and early auditing
systems by the ancient Egyptians and Babylonians.[13] By the time of Emperor Augustus, the Roman government had access to detailed financial information.[17]Many concepts related to today's accounting seem to be initiated in medieval's Middle East. For example, Jewish communities used double-entry bookkeeping in the early-medieval
period[18][19] and Muslim societies, at least since the 10th century also used many modern accounting concepts.[20]The spread of the use of Arabic numerals, instead of the Roman numbers historically used in Europe, increased efficiency of accounting procedures among Mediterranean merchants,[21] who further refined accounting in medieval
Europe.[22] With the development of joint-stock companies, accounting split into financial accounting and management accounting.The first published work on a double-entry bookkeeping system was the Summa de arithmetica, published in Italy in 1494 by Luca Pacioli (the "Father of Accounting").[23][24] Accounting began to transition into an
organized profession in the 19th century,[25][26] with local professional bodies in England merging to form the Institute of Chartered Accountants in England and Wales in 1880.[27]Early 19th-century ledgerBoth the words "accounting" and "accountancy" were in use in Great Britain by the mid-1800s and are derived from the words accompting and
accountantship used in the 18th century.[28] In Middle English (used roughly between the 12th and the late 15th century), the verb "to account" had the form accounten, which was derived from the Old French word aconter,[29] which is in turn related to the Vulgar Latin word computare, meaning "to reckon". The base of computare is putare, which



"variously meant to prune, to purify, to correct an account, hence, to count or calculate, as well as to think".[29]The word "accountant" is derived from the French word compter, which is also derived from the Italian and Latin word computare. The word was formerly written in English as "accomptant”, but in process of time the word, which was
always pronounced by dropping the "p", became gradually changed both in pronunciation and in orthography to its present form.[30]JAccounting has variously been defined as the keeping or preparation of the financial records of transactions of the firm, the analysis, verification and reporting of such records and "the principles and procedures of
accounting"; it also refers to the job of being an accountant.[31][32][33]Accountancy refers to the occupation or profession of an accountant,[34][35][36] particularly in British English.[31][32]Accounting has several subfields or subject areas, including financial accounting, management accounting, auditing, taxation and accounting information
systems.[5]Main article: Financial accountingFinancial accounting focuses on the reporting of an organization's financial information to external users of the information, such as investors, potential investors and creditors. It calculates and records business transactions and prepares financial statements for the external users in accordance with
generally accepted accounting principles (GAAP).[6] GAAP, in turn, arises from the wide agreement between accounting theory and practice, and changes over time to meet the needs of decision-makers.[1]Financial accounting produces past-oriented reportsfor example financial statements are often published six to ten months after the end of the
accounting periodon an annual or quarterly basis, generally about the organization as a whole.[6]Main article: Management accountingManagement accounting focuses on the measurement, analysis and reporting of information that can help managers in making decisions to fulfill the goals of an organization. In management accounting, internal
measures and reports are based on costbenefit analysis, and are not required to follow the generally accepted accounting principle (GAAP).[6] In 2014 CIMA created the Global Management Accounting Principles (GMAPs). The result of research from across 20 countries in five continents, the principles aim to guide best practice in the discipline.
[37]Management accounting produces past-oriented reports with time spans that vary widely, but it also encompasses future-oriented reports such as budgets. Management accounting reports often include financial and non financial information, and may, for example, focus on specific products and departments.[6]Main article: Intercompany
accountingIntercompany accounting focuses on the measurement, analysis and reporting of information between separate entities that are related, such as a parent company and its subsidiary companies. Intercompany accounting concerns record keeping of transactions between companies that have common ownership such as a parent company and
a partially or wholly owned subsidiary. Intercompany transactions are also recorded in accounting when business is transacted between companies with a common parent company (subsidiaries).[38][39]Main articles: Financial audit and Internal auditAuditing is the verification of assertions made by others regarding a payoff,[40] and in the context of
accounting it is the "unbiased examination and evaluation of the financial statements of an organization".[41] Audit is a professional service that is systematic and conventional.[42]An audit of financial statements aims to express or disclaim an independent opinion on the financial statements. The auditor expresses an independent opinion on the
fairness with which the financial statements presents the financial position, results of operations, and cash flows of an entity, in accordance with the generally accepted accounting principles (GAAP) and "in all material respects". An auditor is also required to identify circumstances in which the generally accepted accounting principles (GAAP) have
not been consistently observed.[43]Main article: Accounting information systemAn accounting information system is a part of an organization's information system used for processing accounting data.[44]Many corporations use artificial intelligence-based information systems. The banking and finance industry uses Al in fraud detection. The retail
industry uses Al for customer services. Al is also used in the cybersecurity industry. It involves computer hardware and software systems using statistics and modeling.[45]Many accounting practices have been simplified with the help of accounting computer-based software. An enterprise resource planning (ERP) system is commonly used for a large
organisation and it provides a comprehensive, centralized, integrated source of information that companies can use to manage all major business processes, from purchasing to manufacturing to human resources. These systems can be cloud based and available on demand via application or browser, or available as software installed on specific
computers or local servers, often referred to as on-premise.Main article: Tax accountingTax accounting in the United States concentrates on the preparation, analysis and presentation of tax payments and tax returns. The U.S. tax system requires the use of specialised accounting principles for tax purposes which can differ from the generally
accepted accounting principles (GAAP) for financial reporting.[46] U.S. tax law covers four basic forms of business ownership: sole proprietorship, partnership, corporation, and limited liability company. Corporate and personal income are taxed at different rates, both varying according to income levels and including varying marginal rates (taxed on
each additional dollar of income) and average rates (set as a percentage of overall income).[46]This section does not cite any sources. Please help improve this section by adding citations to reliable sources. Unsourced material may be challenged and removed. (June 2023) (Learn how and when to remove this message)Main article: Forensic
accountingForensic accounting is a specialty practice area of accounting that describes engagements that result from actual or anticipated disputes or litigation.[47] "Forensic" means "suitable for use in a court of law", and it is to that standard and potential outcome that forensic accountants generally have to work.Main article: Political campaign
accountingPolitical campaign accounting deals with the development and implementation of financial systems and the accounting of financial transactions in compliance with laws governing political campaign operations. This branch of accounting was first formally introduced in the March 1976 issue of The Journal of Accountancy.[48]See also:
Category:Accounting organizationsMain article: Professional accounting bodyProfessional accounting bodies include the American Institute of Certified Public Accountants (AICPA) and the other 179 members of the International Federation of Accountants (IFAC),[49] including Institute of Chartered Accountants of Scotland (ICAS), Institute of
Chartered Accountants of Pakistan (ICAP), CPA Australia, Institute of Chartered Accountants of India, Association of Chartered Certified Accountants (ACCA) and Institute of Chartered Accountants in England and Wales (ICAEW). Some countries have a single professional accounting body and, in some other countries, professional bodies for subfields
of the accounting professions also exist, for example the Chartered Institute of Management Accountants (CIMA) in the UK and Institute of management accountants in the United States.[50] Many of these professional bodies offer education and training including qualification and administration for various accounting designations, such as certified
public accountant (AICPA) and chartered accountant.[51][52]Main article: Accounting networks and associationsDepending on its size, a company may be legally required to have their financial statements audited by a qualified auditor, and audits are usually carried out by accounting firms.[9]Accounting firms grew in the United States and Europe in
the late nineteenth and early twentieth century, and through several mergers there were large international accounting firms by the mid-twentieth century. Further large mergers in the late twentieth century led to the dominance of the auditing market by the "Big Five" accounting firms: Arthur Andersen, Deloitte, Ernst & Young, KPMG and
PricewaterhouseCoopers.[53] The demise of Arthur Andersen following the Enron scandal reduced the Big Five to the Big Four.[54]See also: Accounting standards and Convergence of accounting standardsGenerally accepted accounting principles (GAAP) are accounting standards issued by national regulatory bodies. In addition, the International
Accounting Standards Board (IASB) issues the International Financial Reporting Standards (IFRS) implemented by 147 countries.[1] Standards for international audit and assurance, ethics, education, and public sector accounting are all set by independent standard settings boards supported by IFAC. The International Auditing and Assurance
Standards Board sets international standards for auditing, assurance, and quality control; the International Ethics Standards Board for Accountants (IESBA)[55] sets the internationally appropriate principles-based Code of Ethics for Professional Accountants; the International Accounting Education Standards Board (IAESB) sets professional
accounting education standards;[56] and International Public Sector Accounting Standards Board (IPSASB) sets accrual-based international public sector accounting standards.[57][4]Organizations in individual countries may issue accounting standards unique to the countries. For example, in Australia, the Australian Accounting Standards Board
manages the issuance of the accounting standards in line with IFRS. In the United States the Financial Accounting Standards Board (FASB) issues the Statements of Financial Accounting Standards, which form the basis of US GAAP,[1] and in the United Kingdom the Financial Reporting Council (FRC) sets accounting standards.[58] However, as of
2012 "all major economies" have plans to converge towards or adopt the IFRS.[10]A bachelor's degree or a master's degree in accounting or a related field is required for most accountant and auditor job positions, and some employers prefer applicants with advanced qualifications.[59] A degree in accounting may also be required for, or may be used
to fulfill the requirements for, membership to professional accounting bodies. For example, the education during an accounting degree can be used to fulfill the American Institute of CPA's (AICPA) 150 semester hour requirement,[60] and associate membership with the Certified Public Accountants Association of the UK is available after gaining a
degree in finance or accounting.[61]A doctorate is required in order to pursue a career in accounting academia, for example, to work as a university professor in accounting.[62][63] The Doctor of Philosophy (PhD) and the Doctor of Business Administration (DBA) are the most popular degrees. The PhD is the most common degree for those wishing to
pursue a career in academia, while DBA programs generally focus on equipping business executives for business or public careers requiring research skills and qualifications.[62]Main articles: Chartered accountant and Certified Public AccountantSee also: Professional certification Accountancy, auditing and financeProfessional accounting
qualifications include the chartered accountant designations and other qualifications including certificates and diplomas.[64] In Scotland, chartered accountants of ICAS undergo Continuous Professional Development and abide by the ICAS code of ethics.[65] In England and Wales, chartered accountants of the ICAEW undergo annual training, and
are bound by the ICAEW's code of ethics and subject to its disciplinary procedures.[66]In the United States, the requirements for joining the AICPA as a Certified Public Accountant are set by the Board of Accountancy of each state, and members agree to abide by the AICPA's Code of Professional Conduct and Bylaws.The ACCA is the largest global
accountancy body with over 320,000 members, and the organisation provides an 'IFRS stream' and a 'UK stream'. Students must pass a total of 14 exams, which are arranged across three levels.[67]Main article: Accounting researchAccounting research is research in the effects of economic events on the process of accounting, the effects of reported
information on economic events, and the roles of accounting in organizations and society.[68][69] It encompasses a broad range of research areas including financial accounting, management accounting, auditing and taxation.[70]Accounting research is carried out both by academic researchers and practicing accountants. Methodologies in academic
accounting research include archival research, which examines "objective data collected from repositories"; experimental research, which examines data "the researcher gathered by administering treatments to subjects"; analytical research, which is "based on the act of formally modeling theories or substantiating ideas in mathematical terms";
interpretive research, which emphasizes the role of language, interpretation and understanding in accounting practice, "highlighting the symbolic structures and taken-for-granted themes which pattern the world in distinct ways"; critical research, which emphasizes the role of power and conflict in accounting practice; case studies; computer
simulation; and field research.[71][72]Empirical studies document that leading accounting journals publish in total fewer research articles than comparable journals in economics and other business disciplines,[73] and consequently, accounting scholars[74] are relatively less successful in academic publishing than their business school peers.[75] Due
to different publication rates between accounting and other business disciplines, a recent study based on academic author rankings concludes that the competitive value of a single publication in a top-ranked journal is highest in accounting and lowest in marketing.[76]Main article: Accounting scandalsSee also: Accounting ethicsThe year 2001
witnessed a series of financial information frauds involving Enron, auditing firm Arthur Andersen, the telecommunications company WorldCom, Qwest and Sunbeam, among other well-known corporations. These problems highlighted the need to review the effectiveness of accounting standards, auditing regulations and corporate governance
principles. In some cases, management manipulated the figures shown in financial reports to indicate a better economic performance. In others, tax and regulatory incentives encouraged over-leveraging of companies and decisions to bear extraordinary and unjustified risk.[77]The Enron scandal deeply influenced the development of new regulations
to improve the reliability of financial reporting, and increased public awareness about the importance of having accounting standards that show the financial reality of companies and the objectivity and independence of auditing firms.[77]In addition to being the largest bankruptcy reorganization in American history, the Enron scandal undoubtedly is
the biggest audit failure[78] causing the dissolution of Arthur Andersen, which at the time was one of the five largest accounting firms in the world. After a series of revelations involving irregular accounting procedures conducted throughout the 1990s, Enron filed for Chapter 11 bankruptcy protection in December 2001.[79]One consequence of these
events was the passage of the SarbanesOxley Act in the United States in 2002, as a result of the first admissions of fraudulent behavior made by Enron. The act significantly raises criminal penalties for securities fraud, for destroying, altering or fabricating records in federal investigations or any scheme or attempt to defraud shareholders.
[80]Accounting fraud is an intentional misstatement or omission in the accounting records by management or employees which involves the use of deception. It is a criminal act and a breach of civil tort. It may involve collusion with third parties.[81]An accounting error is an unintentional misstatement or omission in the accounting records, for
example misinterpretation of facts, mistakes in processing data, or oversights leading to incorrect estimates.[81] Acts leading to accounting errors are not criminal but may breach civil law, for example, the tort of negligence.The primary responsibility for the prevention and detection of fraud and errors rests with the entity's management.
[81]Accounting information systemAccounting recordsOutline of accounting”™ a b c d e f Needles, Belverd E.; Powers, Marian (2013). Principles of Financial Accounting. Financial Accounting Series (12ed.). Cengage Learning.”™ Accounting Research Bulletins No. 7 Reports of Committee on Terminology (Report). Committee on Accounting Procedure,
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