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Course Content & Outline

Section 1: Your Role as an Accounting Assistant

¢ What an accounting assistant can do for a company.



e Making recommendations based on accurate information.

e Competitor review and reset.

» Record-keeping and understanding financial information.

¢ Developing your communication and maintaining a positive reputation.

» Organisation, delegation, and prioritisation.

Section 2: The Various Types of Accounting Information

e What is classified as financial information?

 The different types of financial information.

e Your company information flowcharts.

* Your deliverables.

e Understanding where financial information comes from.
e Popular accounting terminology.

¢ Your reporting formats and changes.

Section 3: Cash Style & Procedures

e Cash vs. profits.

* Your cash flow and balance matrix.

 Your cash management systems.

e Payment collection and processing.

e Changing your processes and communication methods.
e Customer and supplier relationships.

e Where your financial statements come from.

» Basic statement layouts.

Section 4: Accurate Record-Keeping & IT Solutions

e Data analysis and creating accurate reports.

e Record-keeping solutions through IT.

e Making an informed decision on record-keeping systems.
e Cloud-based solutions.

e Transferring a record-keeping system.

e Understanding automation.

e Forward-thinking data upkeep.

Section 5: Inventory & Fixed Assets

e Your company’s inventory and stock levels.

e Understanding how to keep a level inventory to maintain profit and growth.



e Completing inventory information.

¢ Valuation techniques and best-practice solutions.
* Fixed assets and records.

e Asset depreciation and coping mechanisms.

e Physical verification of assets.

Section 6: Creating Useful Financial Statements

e Comprehending profits and losses.

* Profitability ratios.

e Balance sheets and upkeep.

e Financial ratios and competitor information.
¢ Creating useful financial statements.

e Company comparisons and statement completion.

Section 7: Your Budget & Costing

* Classifying your financial standards.

e Cost-benefit analysis and methodology.

e Forecasting techniques and reliability.

e Departmental budgeting and operational changes.
e Performance vs. budget.

¢ Your personal action plan.
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Administrative Accounting: Definition & Roles

Embark on a journey into Administrative Accounting, a pivotal realm in financial
management. Explore its significance, roles, and the path to a rewarding career. From
strategic decision-making to career growth, discover the value Administrative Accountants
.bring to organisational success

YouTube Video

https://www.youtube.com/embed/BPz6-pkGeZ0?si=-H78Axsn4t9d0Ztt
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