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Home Learning
Guide to your Book-Keeping (Manual) career progression college foravigtertuture

This map shows you the entry levels, qualifications and job opportunities available to you through studying with Home Learning College.
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Become a self-employed
Book-Keeper

Practical Book-Keeping

e VAT return
¢ Cash books

Reconcile sales and purchase
ledger accounts

Correction of errors

Bank reconciliation

Sole traders year end ledger
entries

Non-profit making
organisations

ERE,

ICB Certificate
in Manual
Book-Keeping

v

A possible job opportunity
with an ICB Certificate in
Manual Book-Keeping

Book-Keeper

Keep records, verify and allocate
financial and business
transactions

£13,000
Source: Hays*

Advanced Book-Keeping

Produce your own accounts

Data protection
Stock control

Post trial balance adjustments
and provisions

Disposal of fixed assets
Extended trial balance
Incomplete records
Concepts partnerships
Manufacturing accounts
Limited companied

ICB Diploma
in Manual
Book-Keeping

Produce sole trader
& partnership accounts

AAT Level 3 Diploma for

Accounting Technicians

* Financial accounting

¢ Recording and analysing costs
and revenues

Operating cash management
and credit control system

e Accounting work skills

* Professional ethics for
accounting technicians

AAT Level 3 Diploma
for Accounting
Technicians

A possible job opportunity
with an ICB Diploma in Manual
Book-Keeping

Senior Book-Keeper or
Self-Employed

Keep records, verify and allocate
financial and business
transactions

£20,000
Source: Hays*

A possible job opportunity

with an AAT Level 3 Diploma
for Accounting Technicians

Accounts Assistant

Maintain a variety of accounting
functions on a daily basis such
as processing invoices

£18,000
Source: Salary Track*

Produce management accounts.
at all levels

AAT Level 4 Diploma for

Accounting Technicians

Managing systems and people

Drafting financial statements
Ethics
Management accounting

Auditing procedures

Preparing business tax
computations

Preparing personal tax
computations

AAT Level 4 Diploma
for Accounting
Technicians

A possible job opportunity
with an AAT Level 4 Diploma
for Accounting Technicians

Accounting Technician
Process wages and invoices,
monitor company expenses

£25,000
Source: Careers Advice-Direct Gov*

* Salaries sourced December 2008

ICAEW '/ICAS*®
ie. Business and finance,
management, accounting,
law, insurance, taxation
Certificate in Finance,
Accounting and
Business

.
CIMA®
Management, financial
and business accounting
CIMA Advanced
Diploma in Management
Accounting

.

Further Professional Qualifications

University entry |
ie. Accounting and
financial principles,
management and
investment analysis

BA Accounting and
Finance Degree

|

Source: Prospects

A possible job
opportunity with a
University Degree
Investment Banker
Manage corporate,
strategic and financial
opportunities

£35,000 (graduate level)

£40,000 Source: Workhound |

A possible job
opportunity with a
ICAEW'/ICAS®
qualification

Financial Accountant
Financial management of
a business: strategic
directions and financial
decisions

Source: Accountancy Age

A possible job ]
opportunity with a CIMA®

qualification

Corporate Accountant
Manage accounts,
produce and analyse
budgets

£41,202

( ACCA'

Financial reporting,
strategic business
planning and business
information management
The ACCA Professional
Scheme

Source: Accountancy Age

A possible job
opportunity with an
ACCA" qualification

Financial Analyst

Detail performance and
analyse future projections
for the business

£43,054

* Institute of Chartered Accountants in England and Wales (ICAEW)
2 Institute of Chartered Accountants of Scotland (ICAS)

3 Chartered Institute of Management Accountants (CIMA)

* Association of Certified Chartered Accountants (ACCA)
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