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List of Elements and Performance Criteria

maintained for audit purposes.

Element E;?;nent Performance Criteria Where Covered
Imolement an intearated The general ledger and chart of accounts are
pieme g 11 implemented in accordance with organisational Unit 16
accounting system ;
requirements.
Customers, suppliers and inventory items are set up in .
1.2 : . - Unit 16
accordance with organisational requirements.
13 A system is set up to meet the reporting requirements of Unit 16
' Goods and Services Tax [GST].
14 Approprlate technical help is used to solve any Unit 16
operational problems.
Process transactions 21 Input data is collated, coded and classified before Units 7, 9, 11, 12,
within the system ' processing. 13,14
29 A wide range of cash and credit transactions are Units 7, 9, 11, 12,
' processed in both a service and trading environment. 13,14
23 Th_e general journal is used to make any balance day Units 15 and 20
adjustments for prepayments and accruals.
24 The system output is reviewed to verify the accuracy of Units 7, 9, 11, 12,
' data inputs. 13, 14,15
25 Adjustments are made for any detected processing Units 7, 9, 11, 12,
' errors. 13,14
2.6 An end of financial year rollover is performed. Units 15 and 20
. Any new general ledger accounts, customer, suppliers, Units 11, 15 and
Maintain the system 3.1 inventory and fixed asset records are added as required. | 17
Any existing chart of accounts, customer, supplier,
3.2 inventory and fixed asset records are maintained and Units 11 and 17
updated.
The chart of accounts is customised to meet the .
3.3 - - - Unit 16
reporting requirements of the organisation.
Produce reports 41 Reports to indicate the financial performance and Units 7, 9, 11, 12,
P ' financial position of the organisation are generated. 13, 14, 15, 20
42 Reports to meet the GST reporting requirements of the Units 4, 7,9, 11,
' organisation are generated. 12, 13,14, 19
4 Reports to ensure that subsidiary ledgers/accounts Units 11, 12, 13,
.3 N
reconcile with the general ledger are generated. 14
Reports, which ensure that the bank account reconciles .
4.4 with the bank statement, over at least two reporting Units 8, 12, 14, 16
- and 18
periods are generated.
. . Regular back-ups of the system are made to ensure Units 10, 13, 14,
Ensure system integrity | 5.1 - -
against loss or corruption of data. 20
52 Data ba}ck-ups are restored in the event of loss or Unit 10
corruption of data.
53 A secure record of all processed transactions is Unit 10
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List of Required Skills and Knowledge

Required Skills Keyboard Skills All Units
Computer literacy All Units
Numeracy for financial calculations and analysis Page 344-345
Proofreading to check details/calculations Page 277

Reading, interpreting financial statements and reports

Pages 102, 191, 243 , 337

Problem solving skills for providing discrepancy solutions

Pages 98 and 218

maintaining financial records

Recording, gathering and classifying financial information All Units
Current relevant legislation and statutory requirements

Required Knowledge including those relating to occupational health and safety Unit 2
(OH&S)
Principles of double entry accounting Unit 3
Organisational procedures and policies relating to All units

Principles and practices of accrual accounting

Units 11 and 13

Current financial legislation

Units 4, 16 and 17
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