Career Sheet

ACCOUNTING ASSOCIATE

Chairperson:  Michael Milstein, (847) 635-1778, Rm. 2556 DP

Email:  milstein@oakton.edu

Outlook and Trends

At this time, the job market for entry level, full-time accounting positions is beginning to open.  Prior to 2004, the job market had become tight.  As the economy is beginning to improve, more accounting jobs have opened. 

Entry level jobs for students seeking part-time positions are usually available even when the market is tight.  There are many new small businesses and existing small businesses which need professional accounting help but cannot support a full-time employee.  This creates continuing opportunities for entry-level part-time positions.  Students seeking entry level and part-time jobs should be thoroughly prepared.   

Employers indicate that their first impression is critical.  Certificates, degrees, and prior work experience are important; however, the final decision is most often made by the employer’s first impression of the applicant’s work-ethic, enthusiasm, and communication skills.

“Accounting clerk” is among the 50 occupations expected to have the largest number of job openings each year in Illinois.  However, there are openings in other job classifications also.

Due to the ever-changing nature of career information and statistics, we suggest further research for a more comprehensive summary of this career.

NATURE OF THE WORK

Accounting associates maintain records of accounting for businesses by updating daily transactions.  Duties may include recording, compiling and tabulating financial transactions using adding machines, calculators or computers.  Some accounting associates may be responsible for payroll deductions and bills paid and due.  Many also type vouchers, prepare invoices and file records.

SALARY RANGE

Salaries vary widely with employer and amount of training and/or experience.  The chairperson for the Accounting Associate program indicates that entry level  accounting clerks start at $8-$12/hr. for part-time positions, and $25-30,000 for full-time positions. Full-time accounting clerks with 3-4 yrs. of experience can be making between $30-35,000/yr.

Tax preparers usually start part-time at about $8-$12/hr.  However, after being hired full-time (which can happen with only 2 yrs. of experience) can make between $30-40,000/yr.

CPAs who work for small firms can expect to start at $33-40,000/yr.  Larger firms start at $40-50,000+/yr.

It is suggested that individuals do their own surveys of the employers in the local area in which they are interested for more localized, up-to-date information on salaries in this field.

GRADUATES OF THIS PROGRAM WILL BE ABLE TO:

1. Apply the principles of accounting theory to prepare and analyze financial reports.

2. Understand basic business concepts and practices.

3. Qualify as tax aides, assistants to controllers or staff accountants.

4. Students completing the Income Tax Preparation 

Program will be prepared to sit for IRS Enrollment

Exam.

5. Students who enter the program with

a bachelor’s degree in business can be prepared to sit for the CPA Exam upon completion of the program.

SKILLS USED:

· Working with computers

· Keeping records

· Analyzing, interpreting

· Calculating, computing, applying formulas

· Attention to detail

EDUCATION AND TRAINING

According to the chairperson of OCC’s Accounting Associate program, the small and mid-sized companies are largely looking for experience and skills, and give

less emphasis to degrees in the accounting area.  

The routine in these firms is often to hire someone part-time with good communication and people skills, as well as accounting experience (could be as little as completion of ACC 153); train them in their procedures; try them out for a year (or at least through the tax season); then decide whether to hire them full-time, in a permanent position.  Often, after hiring, the employer will suggest further coursework in specialized areas.

The large public accounting firms are generally looking for traditionally-aged graduates with bachelor’s degrees that they can train and develop.

Please be aware that often the academic curriculum for an associates degree or certificate is very different from the bachelor’s degree.  See your counselor for details.

POSSIBLE OCCUPATIONAL TITLES:

· Staff Accountant

· Staff Auditor

· Budget Accountant

· Financial Analyst

· Accounting clerk

· Bookkeeper

· Collector

· Payroll clerk

· Credit analyst/investigator

· Loan closer

· Tax Preparer

· Financial Planner

· Assistant to Controller

ASSOCIATIONS:

American Accounting Association

American Institute of Certified Public Accountants

National Society of Accountants and the

Accreditation Counsel for Accountancy and

Taxation

The Institute of Internal Auditors

The Information Systems Audit and Control

Association

Institute of Management Accountants

Illinois CPA Society

National Association of Tax Practitioners

CERTIFICATES AVAILABLE AT OAKTON

Accounting Associate Certificate (42 cr.)

Bookkeeping (16 cr.)

Income Tax Preparation (20 cr.)

Professional Accounting/CPA Preparation (25 cr.)

FOR FURTHER INFORMATION SEE:

Additional career information on this industry and others is available in the Career Services and Student Services Centers, Room 1125 or 1130 in Des Plaines, or A105 at the Ray Hartstein Campus.

Printed material, videos, and databases (DISCOVER, HORIZONS, and SIGI+) can be utilized on a walk-in basis.  Career Counselors are also available by appointment to help you research occupations.  These Centers are open 8:30am-8:00pm Monday-Thursday and Fridays 8:30am-5:00pm

This information was collected from the Occupational Outlook Handbook, DISCOVER, SIGI+ and HORIZONS databases, as well as other career sources.
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