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What is Bookkeeping? 

Bookkeeping is the process of tracking and recording all the financial transactions 

of a business.  

Bookkeeper Responsibilities 

As a bookkeeper, you’ll be expected to manage several key responsibilities. Let’s 

explore each one: 

1. Record Financial Transactions 

• Keep a clear and accurate record (maintain hard files) of all financial 

transactions. 

• Use accounting software to organize and track these transactions. 

2. Manage Accounts Receivable  

• Tracking and handling the money owed to the business by customers and 

monitoring incoming payments from customers are received on time. 

3. Manage Accounts Payable 

• Tracking and handling the money owed by the business and managing 

outgoing payments to suppliers and vendors, ensuring bills are paid 

promptly. 

4. Reconcile Bank Accounts 

• Match the business’s financial records with bank statements to ensure 

accuracy. 

• Identify and resolve discrepancies to maintain error-free accounts. 

5. Work with Stakeholders 

• Provide accurate records and reports to tax professionals, Managers. 

• Help ensure the business complies with tax regulations and meets deadlines. 
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What is Accounting? 

Accounting is the process of summarizing, analyzing, interpreting, and reporting 

financial information derived from bookkeeping records. It involves preparing 

financial statements in accordance with IFRS or other applicable frameworks. 

Accountant Responsibilities 

As a bookkeeper, you’ll be expected to manage several key responsibilities. Let’s 

explore each one: 

1. Analyzing Financial Data 

• Review and interpret the financial records prepared by bookkeeper. 

• Identify trends, strengths, and areas of improvement in the business’s 

finances. 

2. Preparing and Filing Taxes 

• Ensure the business complies with all tax regulations. 

• Calculate taxes owed, prepare tax returns, and file them on time. 

• Find legal ways to reduce tax liability and maximize savings. 

3. Financial Planning and Budgeting 

• Develop budgets to help businesses plan their expenses and revenue. 

• Offer strategic advice for cost-saving measures and efficient resource 

allocation. 

• Provide projections for future growth and planning. 

4. Ensuring Compliance 

• Ensure that the business adheres to legal requirements and accounting 

standards (IFRS) 

• Conduct audits to verify the accuracy of financial records and detect fraud or 

errors. 

5. Preparing Financial Reports 

Prepare advanced financial documents such as: 

• Reports: Insights for business decisions. 

Profit and Loss Statement: Highlights profitability. 

Balance Sheet: Summarizes assets, liabilities, and equity. 

Cash Flow Statement: Tracks the flow of cash within the business. 

Variance Reports: Analyze differences between planned and actual 

performance. 
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6. Acting as a Financial Advisor 

• Provide advice on investments, expansions, and other financial decisions. 

• Serve as a trusted guide and navigate financial challenges and risks. 

 
 

While both roles are essential, accountants add depth by offering analysis and 

strategic advice based on the records kept by bookkeepers. 

 

Building a Career as an Accountant 

Accountants play a crucial role in a business’s success. They don’t just focus on 

compliance and reporting; they also help businesses grow and make smarter 

decisions. As an accountant, you are a problem-solver, advisor, and key contributor 

to a company’s long-term success. 

Your work helps businesses: 

• Avoid financial pitfalls. 

• Understand and manage risks. 

• Plan for growth with confidence. 

Whether it’s helping a startup take its first steps or guiding a large corporation 

through complex financial challenges, accountants are vital to the success of every 

organization. 

By understanding your responsibilities and executing them with ethics and 

professionalism, you’ll become a valuable asset to any business and contribute 

significantly to their journey of success. 

OUTCOME

ACCURATE RECORDS INSIGHTS FOR DECISION-MAKING

ROLE

OPERATIONAL STRATEGIC

TASKS

DAILY RECORDKEEPING, BANK RECONCILIATIONS PREPARING REPORTS, TAX PLANNING, ADVISING

FOCUS

RECORDING AND ORGANIZING TRANSACTIONS ANALYZING AND INTERPRETING FINANCIAL DATA


