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What is an Accounting Clerk Entry Level Position?

An accounting clerk entry level position is an introductory role in the
accounting field. It provides a foundation for aspiring accountants,
bookkeepers, and finance professionals. These roles typically involve
performing routine accounting tasks under the supervision of a more senior
accountant or bookkeeper. While responsibilities vary depending on the
company size and industry, an accounting clerk entry level job usually
includes data entry, processing invoices, reconciling accounts, and assisting
with other administrative tasks. It’s a crucial stepping stone for those
aiming for a successful career in accounting.

Key Responsibilities of an Accounting Clerk Entry
Level

The daily tasks of an accounting clerk entry level employee are diverse but



largely revolve around maintaining accurate financial records. Common
responsibilities include:

Data Entry: Inputting financial data from source documents into accounting
software. Accuracy and speed are critical in this aspect of an accounting
clerk entry level job.
Invoice Processing: Managing incoming and outgoing invoices, ensuring
accuracy, and tracking payments.
Accounts Payable (A/P): Processing vendor invoices, matching purchase orders
and receiving reports, and ensuring timely payments.
Accounts Receivable (A/R): Tracking customer payments, generating invoices,
and managing outstanding balances.
Bank Reconciliation: Matching bank statements with company records to
identify discrepancies and ensure accuracy.
General Ledger Maintenance: Assisting in the maintenance of the general
ledger, ensuring that all transactions are properly recorded.
Filing and Record Keeping: Maintaining organized physical and digital
financial records.
Assisting with Audits: Providing support during internal or external audits.

Skills Required for an Accounting Clerk Entry Level
Position

To excel in an accounting clerk entry level role, certain key skills are
essential:

Strong Attention to Detail: Accuracy is paramount in accounting. An
accounting clerk entry level candidate needs meticulous attention to detail
to avoid errors.
Proficiency in Microsoft Office Suite: Excel skills are particularly
important for data entry and analysis. Word processing and PowerPoint skills
are also beneficial.
Accounting Software Proficiency: Familiarity with accounting software such as
QuickBooks, Xero, or Sage is highly advantageous. Many accounting clerk entry
level positions provide on-the-job training, but prior experience is always a
plus.
Data Entry Skills: Fast and accurate data entry is a core requirement.
Basic Accounting Principles: Understanding fundamental accounting concepts
like debits, credits, and the accounting equation is crucial.
Organizational Skills: Managing multiple tasks and maintaining organized
records are vital for efficiency.
Communication Skills: Effective communication is important for interacting
with colleagues, vendors, and clients.
Problem-Solving Skills: Identifying and resolving discrepancies in financial
records is a common task.

Job Outlook and Salary Expectations for an



Accounting Clerk Entry Level

The job outlook for accounting clerk entry level positions is generally
positive, driven by the ongoing need for accurate financial record-keeping
across various industries. Salary expectations vary depending on location,
experience, and company size. However, entry-level accounting clerks can
typically expect a competitive starting salary, with opportunities for growth
and increased compensation as they gain experience. Many companies offer
benefits packages including health insurance, paid time off, and retirement
plans.

How to Find an Accounting Clerk Entry Level Job

Finding an accounting clerk entry level job requires a proactive approach:

Online Job Boards: Utilize job boards like Indeed, LinkedIn, Monster, and
Glassdoor.
Company Websites: Check the career pages of companies in your area or
industry of interest.
Networking: Attend industry events, connect with professionals on LinkedIn,
and leverage your personal network.
Internships: Gain relevant experience through internships or volunteer
opportunities in accounting.

Tips for Success as an Accounting Clerk Entry Level

Be Proactive: Take initiative and seek out opportunities to learn and grow.
Ask Questions: Don't hesitate to ask questions if you are unsure about
something.
Maintain Accuracy: Double-check your work to ensure accuracy and prevent
errors.
Seek Feedback: Regularly solicit feedback from your supervisor to identify
areas for improvement.
Professional Development: Continuously seek opportunities for professional
development, such as attending workshops or taking online courses.

Conclusion

An accounting clerk entry level position offers a valuable entry point into
the accounting profession. With dedication, hard work, and continuous
learning, individuals can build a successful career in this field. By
developing the necessary skills and utilizing effective job-search
strategies, aspiring accounting professionals can secure their first role and
embark on a rewarding career path.



FAQs

What is the difference between an accounting clerk and a bookkeeper?1.
While the roles often overlap, bookkeepers typically handle a broader
range of accounting tasks, including financial reporting, and often work
more independently. An accounting clerk entry level usually focuses on
specific tasks under supervision.

Do I need a degree to become an accounting clerk? While a degree is1.
beneficial, many accounting clerk entry level positions only require a
high school diploma or equivalent and relevant skills.

What software should I learn for an accounting clerk entry level job?1.
Familiarity with QuickBooks, Xero, or Sage is highly advantageous.

What is the typical work environment for an accounting clerk entry1.
level? The work environment is typically office-based, involving working
with computers and financial documents.

How can I improve my chances of getting an accounting clerk entry level1.
position? Gain relevant experience through internships, volunteer work,
or part-time jobs. Develop strong Excel skills and familiarize yourself
with accounting software.

What are the career advancement opportunities from an accounting clerk1.
entry level position? With experience, you can progress to roles like
senior accounting clerk, accounts payable/receivable specialist,
bookkeeper, or even staff accountant.

How much does an accounting clerk entry level make in my area? Use1.
online salary calculators and job boards to research typical salaries in
your specific location.



What are the most important qualities for an accounting clerk entry1.
level? Accuracy, attention to detail, organizational skills, and strong
work ethic are key.

Is an accounting clerk entry level job stressful? Like any job, there1.
can be periods of stress, especially during peak times or when meeting
deadlines. However, many find the work routine and satisfying.

Related Articles

Top 10 Skills for an Accounting Clerk Entry Level: This article details1.
the most sought-after skills by employers hiring for accounting clerk
entry level positions.

Resume and Cover Letter Tips for Accounting Clerk Entry Level1.
Applicants: This guide offers advice on crafting effective application
materials for accounting clerk entry level roles.

Interview Preparation Guide for Accounting Clerk Entry Level Positions:1.
This article provides strategies for succeeding in interviews for
accounting clerk entry level jobs.

Salary Expectations for Accounting Clerk Entry Level Positions by1.
Location: This resource provides salary data for accounting clerk entry
level positions across various geographical areas.

Common Accounting Clerk Entry Level Interview Questions and Answers:1.
This article covers frequently asked questions in accounting clerk entry
level interviews.

The Best Accounting Software for Accounting Clerk Entry Level1.



Professionals: A review of popular accounting software used in entry-
level roles.

Networking Strategies for Landing an Accounting Clerk Entry Level Job:1.
This article focuses on leveraging professional networks to find
accounting clerk entry level opportunities.

How to Transition from an Internship to an Accounting Clerk Entry Level1.
Position: This guide assists individuals transitioning from internships
to full-time accounting clerk entry level roles.

Continuing Education Opportunities for Accounting Clerk Entry Level1.
Professionals: Explores ways to enhance skills and advance career
prospects after securing an accounting clerk entry level position.
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Additional Resources
Entry-Level Account / Audit Clerical Series - sullivanny.us
The New York State Department of Civil Service has developed this test guide
to familiarize you with the written test for the Entry-Level Account / Audit
Clerical Series. This test guide provides …

Account ing Clerk I: This is the entry level class in the Account …



Provides a variety of responsible accounting and office support duties
related to the processing of financial transactions and the preparation and
reconciliation of financial and accounting records …

Accounting Clerk Accounting Clerk - stearnsweaver.com
seeking a full-time Accounting Clerk for our Downtown Miami office. This is
an excellent opportunity for someone starting their career and eager to learn
the fundamentals of …

Career Pathway Certificate: Entry-Level Accounting Clerk 2024 …
Title: Career Pathway Certificate: Entry-Level Accounting Clerk 2024-25.docx
- Google Docs Created Date: 7/30/2024 6:40:02 PM

Guided Pathway: Accounting - Accounting Clerk Certificate
Following this pathway will help you earn the Accounting Clerk Level I
Certificate ii. Gainful employment information for this certificate can be
found at …

Job Description Job Title: Accounting Clerk I, II, III Supervisor ...
Level I: This entry level accounting clerk will perform one or more simple
clerical accounting duties such as entering data, matching invoices, opening
and distributing mail to processors, checks …

ClatsopCC CAREER PATHWAYS Entry-Level Accounting Clerk
ClatsopCC CAREER PATHWAYS Entry-Level Accounting Clerk Oregon Skill Set:
Business & Management www.clatsopcc.edu Starting Options General Education
Diploma / Adult Basic …

Accounting Clerk-Entry Level Job Description Job Title: …
Training/Education: Accounting degree preferred. Strong knowledge of EXCEL.
Department will train on department specific software including accounts
payable, stock software and …

Curriculum Map for Certificate in Entry Level Accounting Clerk
entry level accounting clerk certificate CURRICULUM MAP 2016-2017 The Entry
Level Accounting Clerk Certificate is a Career Pathway and all the courses
are contained in the …

Accounts Payable Accounting Clerk Entry Level - Ad Astra …
The Accounts Payable Clerk helps enter vendor invoices into the accounting
system accurately along with the necessary supporting documentation as
required by the established standard …

Accounting Clerk - Taligent Group
Are you interested in becoming part of the Taligent solution? We are
currently seeking entry level Accounting Clerks to work from our Richmond
Hill office. As an Accounting Clerk in our …

Accounting Accounting Clerk Technical Certificate Accounting …
The Accounting Clerk Technical Certificate provides foundational skills to
prepare students for entry-level accounting clerk positions and can be



completed in two semesters when following …

Job Title Accounting Clerk - Entry Level - challenge-group.com
Job Purpose Challenge Airlines is seeking a motivated and detail-oriented
Entry-Level Accounting Clerk to join our Airline Accounting department. In
this role, you will be responsible for …

Bookkeeping, Accounting, Auditing Clerk – Short Form
Overview The Bookkeeping, Accounting, and Auditing Clerk solution is for
entry-level positions that involve entering numerical data into computer
systems and maintaining financial records.

Accounting Clerk I-III - City of Long Beach
Accounting Clerk I - Entry training level and/or performs routine duties of
the classification. Accounting Clerk II - Performs full range of duties
(journey-level). Accounting Clerk III …

CAREER-OPPORTUNITIES FOR ACCOUNTING CLERK - Los …
The following information is being given to describe potential opportunities
as an Accounting Clerk. The career ladders that these titlescommonly follow
have been illustrated in the diagram …

Accounting Clerk: Creditors (CFO09/2025) - dffe.gov.za
• ENTRY LEVEL REQUIREMENTS FOR SENIOR MANAGEMENT SERVICE (SMS) POSTS: o In
terms of the Directive on Compulsory Capacity Development, Mandatory Training
Days and …

Accounting Vocabulary
accounting clerk - entry-level position; records transactions and maintains
records accounting cycle - series of activities completed during a fiscal
period to keep records accounting equation …

TABLE OF CONTENTS - Southwestern Oregon Community …
accreditation is the highest level available for initial accreditation by the
ACF – the premier professional chefs’ organization in North America, focusing
its efforts on offering education, …

Accounting Skills Assessment Practice Exam Page 1 of 11
the note is issued and paid in the same accounting period, Jones’ entry on
the date of payment will include a A. Debit to Notes Payable for $960. B.
Debit to Interest Payable for $40. C. …

Curriculum Map for Certificate in Entry Level Accounting Clerk
The Entry Level Accounting Clerk Certificate is a Career Pathway and all the
courses are contained in the Accounting AAS degree program. Fall Term 2016
Course Number Course …

Accounting Clerk, Basic Certificate - City Colleges of …
Accounting Clerk, Basic Certificate - 1 Last Generated 10:45 am on 06/03/2025
ACCOUNTING CLERK, BASIC CERTIFICATE College(s): HW ... Entry-Level 10th
Percentile $18 Median …



2022-2023 ACADEMIC CATALOG - Southwestern Oregon …
Jun 2, 2022 · highest level available for initial accreditation by the ACF –
the premier professional chefs’ organization in North America, focusing its
efforts on offering education, apprenticeship …

CAREER-OPPORTUNITIES FOR ACCOUNTANT - Los Angeles
Accounting Aide Accounting Records Supervisor Payroll Supervisor Accounting
Clerk Open/Entry-Level Promotional Utility Accountant (Water and Power)
Principal Tax Auditor (Water and …

Accounting Clerk - Taligent Group
We are currently seeking entry level Accounting Clerks to work from our
Richmond Hill office. As an Accounting Clerk in our dynamic environment you
will be an integral part of our client …

2024-25 ACADEMIC PROGRAMS This is a
This certificate program will prepare you for entry-level positions such as a
bookkeeper or accounting clerk with accounting and tax services, CPA firms,
and small businesses. You'll …

Civil Service Commission (CSC)
for positions with salary grades 5 and 6, which are considered entry level
positions, whose duties and responsibilities are generally done under
immediate supervision, with detailed rules and …

ACCOUNTING CLERK / BOOKKEEPER - Amazon Web Services
CT.3060 Accounting Clerk / Bookkeeper Interest Area . BUSINESS & HOSPITALITY
. Your Pathway . ACCOUNTING CLERK / BOOKKEEPER . Certificate . This
certificate will prepare …

Senior Account Clerk - ceres.gov
This is the advanced journey level class in the Account Clerk series.
Positions at this level are ... Oversee and participate in performing data
entry; post receipts and other information to …

Rhode Island Department of Education Data Collection …
May 8, 2025 · 0401 Finance -- Accounting Clerk, Entry-Level Banking Finance -
- Accounting Clerk, Entry-Level Banking 1601 Health -- Certified Nursing
Assistant -CNA Health -- Certified …

Advanced Accounting Bookkeeper Clerk - Harper College
Advanced Accounting Bookkeeper Clerk Subject: This 20 credit-hour certificate
program will provide the student with the courses needed for an entry-level
position in such areas as …

Career and Technical Education (CTE) Teaching Certificate …
27 Accounting Clerk, Entry-Level Banking Office Occupations Bachelor’s degree
3 years 5180: Accounting Secondary Business Education CTE Program Career
Cluster: Education, Training, …

Architectural, Engineering, and Construction Salary Surveys



Accounting Clerk - Entry Level Accounting Clerk, Senior Accounting, General
Manager Billing Clerk Billing Clerk, Senior Billing Supervisor Controller
Director of Finance Financial Analyst …

Introduction to SCA Wage Determinations - U.S. Department …
01011 Accounting Clerk I 18.95 01012 Accounting Clerk II 21.28 01013
Accounting Clerk III 23.81 01020 Administrative Assistant 34.06 ... 01051
Data Entry Operator I 16.64 01052 Data Entry …

Certificate - Accountancy SA
of accounting. Students are introduced to the basic principles of accounting,
costing, general workplace skills and computerised accounting Graduates will
be able to fulfill support roles in …

Position Classification Standard for Secretary Series, GS-0318
the level of proficiency required under the competitive standard for entry
level clerk-typist or clerk-stenographer positions. (See . Operating Manual:
Qualification Standards for General …

ANNEX B-1 Generic and Parenthetical Titles of Positions in LGUs
Administrative Assistant II 8 Accounting Clerk III Administrative Assistant
II 8 Bookkeeper I Administrative Assistant III 9 Senior Bookkeeper ...
Administrative Assistant V 11 Data Entry …

Sample Accounts Payable Clerk Performance Appraisal
Majors, Accounting and Business Quickbooks Online Accounts Payable Tutorial
2018 - Understanding AP in Quickbooks Online Accrual Accounting: How it Works
\u0026 Why it's …

Ashland Area Job List June 9, 2025 - tencocareercenter.com
Jun 9, 2025 · Business Name Position City How to Apply Ashland Area Job List
June 9, 2025 Boyd County Public Schools Cook/Baker; Coach-Boys Basketball;
Substitute - Cook/Baker; …

ACCOUNTING CLERK FINANCE DEPARTMENT
ACCOUNTING CLERK . FINANCE DEPARTMENT . The City of Willoughby is seeking an
exceptional individual for the position of Accounting Clerk . to provide
accounting services and …

CITY OF FONTANA ACCOUNT CLERK I/II - Fontana, California
Account Clerk I is the entry level class in this series. Incumbents perform
work under close supervision and perform the more routine work assigned to
the class. This position receives …

POSITION CLASSIFICATION STANDARD FOR …
such as sales store checker, accounting clerk, and cash clerk in the
appropriate clerical series such as the Sales Store Clerical Series, GS-2091;
the Accounting Technician Series, GS …

Accounting A.A. Degree - Los Rios Community College District
May 15, 2023 · Accounting A.A. Degree This program provides training for



entry-level employment in private industry, government accounting or for
self-employment as a provider …

Finance & Accounting Department Finance & Business
• Minimum of two (2) years’ experience as an Accounting Clerk or in the field
of accounting Required Skills/Abilities: • Basic knowledge of accounting
concepts and principles • Possess …

UPDATED QUALIFICATION STANDARDS FOR CERTAIN …
UPDATED QUALIFICATION STANDARDS FOR CERTAIN POSITIONS PER CSC AND COA
ISSUANCES Position Title SG Education Experience Training Eligibility

SCA DIRECTORY FIFTH EDITION OCCUPATIONAL INDEX
01010 accounting clerk: 2 01011 accounting clerk i: gs-3 2: 01012 accounting
clerk ii gs-4: 2 01013 accounting clerk iii: gs-5 3: ... 01051 data entry
operator i. gs-2 4. 01052 data entry …

JOB DESCRIPTION Accounting Clerk - southeastcollege.org
Accounting Clerk POSITION SUMMARY Reporting to the Controller, this position
is responsible for the processing of accounting transactions that may include
any of the following: • Accounts …

How To Look Up Salary Ranges for City of Los Angeles …
1585 Accounting Aide: MOU 1 1223-1 Accounting Clerk I: MOU 3 1223-2
Accounting Clerk II: MOU 3 1119-1 Accounting Records Supervisor I: MOU 20
1119-2 Accounting Records …

DISTINGUISHING FEATURES OF THE CLASS: This is a third …
Accounting or comparable curriculum and one (1) year of experience which
included account-keeping and/or bookkeeping** experience as a major function
of the work (major function of …

CLERICAL STUDY GUIDE - County of Los Angeles Human …
actual test questions will vary in format, content, and level of difficulty,
depending on the job class being tested. ABOUT THE COUNTY’S EXAMINATIONS As
an Equal Opportunity Employer, …

Position Description - trusd.net
The Accounting Clerk - Senior represents the second level in a career path
for clerical accounting. Accounting Clerks require demonstration of the
following basic skills and abilities: keyboarding …

Clerk - Texas
more complex tasks such as arithmetic calculations, verifying accounting
tables, and providing guidance to other clerical staff may be more
appropriately classified at a senior level. CLERK I: …

Accounting Clerk California School Board Practice Exam

How can I gain practical experience before applying for a position as an1.
Accounting Clerk in a California School Board? Seeking internship or



volunteer opportunities with local non-profit …

Manhattan-Ogden USD 383 Hourly Pay: Standard and Entry …
Accounting Clerk . $13 .50 Administrative Assistants $1 4 .50 Education
Center Generalists : $14 .50 Education Center Specialist $20.00 Library Media
Clerk . ... Hourly Pay: Standard and …

STATE OF OHIO (DAS)
Account Clerk 1 16511AG 26 10/28/2018 . CLASS CONCEPT. The entry level class
works under immediate supervision & requires some knowledge of clerical
accounting support systems & …

ANNEXURE G OFFICE OF THE CHIEF JUSTICE APPLICATIONS …
SALARY : R308 154 -R362 994 per annum (Level 7) The successful candidate will
be required to sign a 0 ... Public Accounting, Cost and Management Accounting
or equivalent relevant …

Accounting, Level 2 Certificate - publications.sanjac.edu
The Accounting Level 2 Certificate provides specialized accounting courses to
prepare students for entry into an accounting career. All of the courses
required for this Accounting Level 2 …

Table 1. Classification System for White-Collar NAF Employees …
Personnel Clerk/Assistant, Club Operations Assistant, Payroll
Clerk/Technician, Senior Sales Clerk, Accounting Technician, and Head of
Customer Service. Specialist/ Management . NF-3 …

IMPERIAL COUNTY CLASS TITLE: ACCOUNT CLERK II BASIC …
The Account Clerk II classification is the experienced-level classification
in the Account Clerk series. Incumbents perform accounting clerical duties of
above-average difficulty in an …

Accounting - maui.hawaii.edu
The Accounting program at UH Maui College is designed to prepare students for
entry-level positions in the accounting profession within govern- ...
Students are prepared to work as an …

Job Title Descriptions - DHCS
Accounting Clerk/Bookkeeper. Maintains generals and subsidiary ledgers.
Issues checks, processes : payroll, makes bank deposits and prepares
statements. Human Resource . ...

Certificate: Accounting Technician 3 Accounting Technician
any previous knowledge of accounting. Students are introduced to the basic
principles of accounting, costing, general workplace skills and computerised
accounting. Graduates will be …

JOB DESCRIPTION Accounting Clerk I - coastccu.org
Accounting Clerk I Department Accounting Department Reports to Controller



Supervises N/A Pay Grade Non-Exempt Grade 8 ... • Post routine transactions
to the general ledger and ensure …

24-COMPUTER OPERATOR AND PROGRAMMING ASSISTANT
ENTRY LEVEL Data Entry Operator, Tally Operator MID LEVEL Senior Data Entry
Operator, Accounting Assistant SENIOR LEVEL Programming Assistant, Accounting
Clerk CAREER …

Career and Technical Education (CTE) Teaching Certificate …
Mar 1, 2022 · Welder – Entry-level Welding High School/GED diploma 5 years
Journeyman Card 5279: Welding Residential Pre-Apprentice Electrical ...
Accounting Clerk, Entry-Level Banking …

Accounting Clerk Entry Level

Accounting Clerk Entry Level
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