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ACCOUNTS CLERK
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What may you be doing?


How do you get there?


Where will it take you?


 What are the benefits?


An Accounts Clerk may be required to perform the following tasks:





Enter into a computer the accounts payable input credits


Reconcile creditors statements


Data entry for marketing reports


General office duties, eg. filing





There are no specific educational requirements to become an Accounts Clerk. Some informal training is usually given on the job. However, entry to this occupation may be improved if you have knowledge of Excel, accounting practices or a qualification in accounting.� �You can also enter this occupation through a New Apprenticeship in Business (Office Administration). Entry requirements may vary, but employers generally require Year 10.





With experience and some study in the accounting field an Accounts Clerk may promote to the position of Administrator.
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Data Entry Clerks use terminal keyboards and visual display units to transfer information into a computer for storage, processing and transmission. 











Salaries are paid above award and are renegotiated annually to reflect increased skill levels.








