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Why This Course

Accounts assistants play an important role in keeping financial operations accurate, organized, and efficient.
They support daily accounting activities, maintain records, process transactions, prepare reports, manage
financial data, and help finance teams operate smoothly.

To perform well in this role, accounts assistants need more than basic accounting knowledge. They need
practical bookkeeping skills, confidence with accounting software and spreadsheets, attention to detail,
strong organization, professional communication, and a clear understanding of confidentiality and financial
accuracy.

This intensive 5-day training course equips accounts assistants with the essential skills and knowledge
needed to excel in their roles. Through practical exercises, software-focused activities, financial reporting
tasks, and real-world accounting scenarios, participants will strengthen their ability to support finance
operations with accuracy, confidence, and professionalism.

What You'll Learn and Practice

By joining this program, you will:

* Understand fundamental accounting principles and terminology.

* Read and interpret basic financial statements.

* Apply bookkeeping and record-keeping practices accurately.

* Understand the accounting cycle and core finance processes.

*+ Use accounting software and spreadsheet applications more effectively.

* Apply data entry best practices and reduce common errors.

* Organize financial data using digital tools and spreadsheet techniques.

* Interpret financial data and key performance indicators.

* Prepare clear financial reports and support decision-making.

* Apply basic budgeting, forecasting, and variance analysis techniques.

« Communicate more effectively in a finance environment.

* Manage time, tasks, and documentation with better organization.

* Maintain confidentiality and ethical standards in financial operations.

* Support internal controls, audit preparation, payroll, accounts payable, and accounts receivable
processes.
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The Program Flow

Day 1: Foundations of Accounting

* Introduction to accounting principles and terminology.

* Understanding the role of accounts assistants in finance operations.

* Understanding financial statements and their components.

* Basics of bookkeeping and record-keeping.

+ Overview of accounting cycles and processes.

« Common accounting documents, transactions, and supporting records.

* Practical exercise: Recording basic transactions and organizing accounting records.

Day 2: Financial Software and Tools

* Introduction to popular accounting software such as QuickBooks and Sage.
« Understanding how accounting systems support daily finance tasks.

* Advanced spreadsheet techniques for financial data management.

* Data entry best practices and error prevention.

* Digital tools for efficient financial operations.

* Organizing, checking, and maintaining financial data.

* Workshop: Using spreadsheets to manage and review financial information.

Day 3: Financial Analysis and Reporting

* Interpreting financial data and key performance indicators.

* Preparing and presenting financial reports.

* Understanding report structure, accuracy, and clarity.

* Budgeting and forecasting techniques.

* Variance analysis and financial decision-making support.

* Turning financial data into useful insights for managers and finance teams.
* Practical exercise: Preparing a simple financial report with analysis notes.

Day 4: Professional Skills for Accounts Assistants

* Effective communication in a financial context.

« Communicating clearly with colleagues, managers, suppliers, and internal departments.
* Time management and organizational strategies.

* Managing deadlines, documents, and daily accounting tasks.

* Ethical considerations and maintaining confidentiality.

* Collaboration and teamwork in accounting departments.

* Role play: Handling a finance-related communication scenario professionally.
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Day 5: Advanced Topics and Practical Application

* Internal controls and audit preparation.

* Understanding documentation, approvals, reconciliations, and control procedures.
* Payroll processing and compliance basics.

* Accounts payable and receivable management.

* Handling invoices, payments, collections, and reconciliations.

+ Case studies and real-world problem-solving exercises.

* Final activity: Applying accounting assistant skills to a practical workplace scenario.

Individual Impact

* Improve confidence in daily accounting and finance support tasks.

* Strengthen accuracy in bookkeeping, data entry, and record management.

* Build practical skills in accounting software and spreadsheet use.

* Improve ability to prepare financial reports and interpret basic financial data.

* Enhance communication, organization, and time management.

* Develop stronger awareness of confidentiality, ethics, and professional conduct.

Work Impact

* Improve efficiency in daily accounting tasks and financial operations.

* Support more accurate financial records and reports.

* Reduce errors through better data entry, checking, and documentation practices.

* Strengthen support for accounts payable, accounts receivable, payroll, and audit preparation.
* Improve collaboration within finance teams and across departments.

* Support better decision-making through timely and reliable financial information.

Training Methodology

This program uses a practical and workplace-focused approach to help accounts assistants apply accounting
knowledge immediately. Learning methods include:

* Interactive discussions and guided facilitation.

* Basic accounting and bookkeeping exercises.

* Financial statement and report interpretation activities.

* Accounting software demonstrations.

* Spreadsheet practice for financial data management.

+ Data entry and error prevention exercises.

* Accounts payable, receivable, payroll, and reconciliation case studies.
« Communication, organization, and confidentiality scenarios.

* Group work, peer feedback, and practical application tasks.
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Beyond the Course

Upon completion, participants will be better prepared to support finance departments with accuracy,
efficiency, and professionalism. They will return ready to:

* Perform daily accounting tasks with greater confidence.

* Maintain accurate financial records and support reporting processes.

» Use accounting software and spreadsheets more effectively.

* Prepare basic financial reports and assist with analysis.

* Support accounts payable, accounts receivable, payroll, and audit activities.

* Apply best practices for accuracy, confidentiality, and professional communication.
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