[image: image5.png]e
Ofsted
Good
Proider

J



[image: image6.png]


[image: image7.png]


[image: image8.png]



[image: image9.png]vlakefueldcouncul
wo ngforqov



[image: image10.png]Leeds City Region
Enterprise
Partnership




[image: image11.jpg]Education & Skills
Funding Agency




	Duration
	Time
	Age

	6 weeks
	1 day per week (09:30 – 4:00pm)
	19+
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What will I learn?


The role of a bookkeeper.


The importance of keeping financial information accurate and up to date.


How data and reports are prepared, and used in making business decisions.


How to identify assets, liabilities, income, expenses and capital, profit and loss, and the differences between trading for cash and trading on credit.


Develop the skills to process customer and supplier transactions, to enter receipts and payments into the cash book and check amounts against the bank statement in. preparation for bank reconciliation.


Be introduced to the fundamental concept of dual effect of transactions. 


The benefits and risks of using Accounting Software to complete bookkeeping tasks.






































AAT Level 1 Award in Bookkeeping 





How do I enrol?


For further information or to book on this course please contact


Manygates Adult Education Centre:


01924 303302


manygates@wakefield.gov.uk





Important information about this course





For each award you are required to pass one external computer-based assessment set and marked by AAT. We will help you prepare for these through continuous assessment. Your tutor will give you regular feedback on your progress and what you need to do to improve.

















Why study this course?


The Level 1 Award in Bookkeeping covers the core areas of bookkeeping.  Introducing the roles of bookkeeper and the basic techniques needed to undertake simple bookkeeping activities. 





The skills developed in this qualification can lead to employment in junior or supporting administrative roles in companies across a wide range of sectors.

















