
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

DATES AND DURATION  

This course can be taken over 2 months part-time in the 

evening, between 6pm and 8pm. 

This course can also be taken full-time, between 10:30am 

and 4pm. A full-time course will run over 5 days. 

 

WHO DOES THIS COURSE SUIT 

 You are looking to gain a solid foundation or 

refresher in Finance and Bookkeeping? 

 You are looking for a job in Finance 

 You need Bookkeeping skills as a part of your day 

to day job 

 You would like to run bookkeeping services for 

local businesses 

 You are not currently in employment and you 

need to boost your CV 

 You are seeking skills to change your career 

 

WHAT IS COVERED IN THE COURSE 

Introduction to Bookkeeping 

 

 Intro to the job role and career path for a 

bookkeeper 

 The different types of business organisation 

 Bookkeeping terms 

 

Working within Bookkeeping 

 

 Single-entry bookkeeping 

 What is VAT 

 Cash and credit transactions 

 Coding and batch control 

 The books of prime entry 

 

Bookkeeping and Accounts 

 

 Financial documents 

 How to record financial transactions in the 

Books of Prime Entry 

 How to deliver a Bank Reconciliation 

 The Petty Cash System 

 The Imprest System 

 A TB from the General Ledger 

 

Excel spreadsheet software 

 

 Entering, edit and organising data in 

spreadsheets 

 Formulas and tools to summarise / display 

spreadsheet information 

 

AAT LEVEL 1 AWARD  

IN BOOKKEEPING 

The AAT Bookkeeping Course is offered in a classroom 

environment at Souters Training Centre in London. The 

course runs full-time and part-time. All of the training is 

delivered by a Chartered Accountant. 

WHAT ARE THE BENEFITS 

 Specialised, highly transferable and recognisable 

skills 

 A clear career path with your choice of great 

career options 

 The spreadsheet software skills greatly enhance 

your job prospects 

 AAT is an industry standard and well-recognised 

qualification 

 Computer-based assessments offer flexibility 

 Possibilities to continue the AAT qualification to 

higher levels 

 


