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Requiring 13 units for the qualification. 
 
This course is designed for people working accounts payable, payroll, and cashier, 
preparing a trial balance, purchases and sales. Jarrah HR Consulting you will learn 
about bookkeeping, computer accounting, spreadsheets and financial clerical 
functions.  
 

CORE UNITS  

Work In the Financial Services industry FNSICIND301A 

Communicate In the Workplace FNSICGEN301A 

Use technology in the workplace FNSICGEN302A 

Apply Health and Safety Practices in the workplace FNSICGEN304A 

Prepare and bank receipts  FNSICACC304A 

Process journal entries FNSICACC306A 

Maintain Daily Financial/Business records FNSICGEN305A 

Maintain Financial Records BSBCMN308A 

Prepare Financial Reports BSBADM408A 
  
ELECTIVE UNITS 

Administer Financial Accounts FNSICACC302A 

Administer Accounts Payable FNSICACC301A 

Prepare, match and process receipts FNSICACC303A 

Reconcile and monitor Accounts Receivable  FNSICACC307A 
 
 
ENQUIRIES:         1800 0 TRAINING (1800 087 246) 
      
 info@apiet.com.au 
 
 
 
 
 
 

 
 
 

This course is also available for self paced learning 
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