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Business School

BOOKKEEPING AND BASIC ACCOUNTING COURSES

At North East Worcestershire College we offer a full range of manual and computerised Bookkeeping and Basic Accountancy courses.

For our computerised accounting courses, please refer to the separate leaflet (available on request).  This leaflet covers the manual Bookkeeping and Accounting courses available. 

WHY MIGHT I CHOOSE TO ENROL FOR THESE COURSES?

The courses provide an introduction to bookkeeping and accounts for those thinking of an accounting career.  Many students choose to take one or both of these courses before progressing to the Association of Accounting Technicians course at Foundation Level or (when appropriate) Intermediate Level.

The courses are also suitable for mature students who are retraining and are particularly relevant to those working in small and medium sized organisations.

For further details please contact:

Bob Greenfield

Osprey House

Albert Street

Redditch

B97 4DE

Professional Studies Tel:
(01527) 405824

Main College Tel No:

(01527) 570020

E-mail:



ProfStudies@ne-worcs.ac.uk
OCR LEVEL 1 CERTIFICATE IN BOOKKEEPING

(Manual Options)

WHAT IS THE COURSE?

This course is designed to be of benefit to students who wish to acquire basic manual bookkeeping knowledge to enable them to be more effective in the workplace, where their work entails or relates to bookkeeping.

WHAT ARE THE ENTRY REQUIREMENTS?

None.

HOW MUCH WILL IT COST?

Please refer to enclosed leaflet for details of course fees.

WHERE WILL IT TAKE PLACE?

Osprey House, Redditch.

HOW LONG IS THE COURSE?

15 weeks:
September to January each year.

Completing students can then enrol on the Level 2 course (see next page), which begins in February.

WHAT ARE THE HOURS?

Tuesday
9.45 – 11:45am

Or

Thursday          6.00pm – 8.00pm

HOW WILL I BE ASSESSED?

One OCR timetabled examination (December) plus two further exam-conditions assessments (January). 

WHAT SUBJECTS WILL I COVER?

Principles of double entry; business documents (invoices, credit notes, etc.); use of accounts within purchase ledger, sales ledger and nominal ledger; petty cash system and petty cash books; cash books and bank reconciliation statements.

OCR LEVEL 2 CERTIFICATE IN ACCOUNTING

(Manual Options)

WHAT IS THE COURSE?

Students who complete the Level 1 course (see previous page) should take this course.  It builds on the skills acquired at Level 1 and takes the student to the stage of bookkeeping where accuracy is checked by means of control accounts and a trial balance.

WHAT ARE THE ENTRY REQUIREMENTS?

The student should have studied for the OCR Level 1 Certificate in Bookkeeping, or equivalent.

HOW MUCH WILL IT COST?

Please refer to enclosed leaflet for details of course fees.

WHERE WILL IT TAKE PLACE?

Osprey House.

HOW LONG IS THE COURSE?

15 weeks:
February – June.

WHAT ARE THE HOURS?

Tuesday 
9.45 a.m. – 11.45 a.m.

Or

Thursday          6.00pm – 8.00pm

HOW WILL I BE ASSESSED?

One OCR timetabled examination (June) plus  two further exam-conditions assessments (April-June).

WHAT SUBJECTS WILL I STUDY?

Use of daybooks; posting from daybooks to ledger accounts; extraction of the trial balance; use of purchase and sales ledger control accounts; journal entries and the correction of errors.
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