Jardine Motors Services

AAT Accounting - NVQ Pathway Professional Development Plan



Foundation NVQ/SVQ Level 2 in Accounting

	Unit
	Unit Title
	JMG Experience
	Notes: Details of work undertaken
	Date Completed
	Manager’s Signature

	1
	Recording income and receipts
	Cashier – posting and allocating cash received.  
	
	
	

	2 
	Making and recording payments
	Recording manual cheque payments in cash-book.
	
	
	

	
	
	Purchase Ledger – monthly cheque runs
	
	
	

	3
	Preparing ledger balances and an initial trial balance
	Review ledgers for posting errors and completeness. Produce month-end file and reconciliations.
	
	
	

	4 
	Supplying information for management control
	Contribute to the production of monthly management accounts.  Produce lists of unauthorised invoices, stock lists and queries.  Completion of debtors reports
	
	
	

	21
	Working with Computers
	Use of Kerridge system.  Use of Microsoft Office   suite of software specifically Excel and outlook.  Use of Group Comshare system.
	
	
	

	23
	Achieving personal effectiveness
	Ensure that service level agreements and KPI’s are always achieved. Constantly review your working practices and improve where appropriate.
	
	
	

	22
	Contribute to the maintenance of a healthy, safe and productive working environment.
	Continuously review your working practices and improve where appropriate.  Comply with all JMG Health and Safety Policies. 
	
	
	


Intermediate NVQ/SVQ Level 3 in Accounting


	Unit
	Unit Title
	JMG Experience
	Notes: Details of work undertaken
	Date Completed
	Manager’s Signature

	5
	Maintaining financial records and preparing accounts
	Post and allocate cash received.  Allocate bank account transactions.  Register all new purchase invoices, maintain purchase ledger accounts. 
	
	
	

	6
	Recording and evaluating costs and revenues
	Review accounts on a weekly/monthly basis.  Daily control of vehicles on incorrect status. 
	
	
	

	7
	Preparing reports and returns
	Produce profit/loss and individual balance sheets. Preparation of MPR packs.
	
	
	

	21
	Working with Computers
	Use of Kerridge system.  Use of Microsoft Office   suite of software specifically Excel and outlook.  Use of Group Comshare system.
	
	
	

	22
	Contribute to the maintenance of a healthy, safe and productive working environment.
	Continuously review your working practices and improve where appropriate.  Comply with all JMG Health and Safety Policies.
	
	
	


Technician NVQ/SVQ Level 4 in Accounting

	Unit
	Unit Title
	JMG Experience
	Notes: Details of work undertaken
	Date Completed
	Manager’s Signature

	8
	Contributing to the management and performance and the enhancement of value
	Continuously review working practices and improve where appropriate.  Ensure that all reports meet deadlines.  Ensure that service level agreements and KPI’s are always achieved. 
	
	
	

	9
	Contributing to the planning and control of resources
	Asset control.  Completion of age profile on part, debtors, creditor, WIPS.  Take part in Budget preparation and planning meetings. Attendance at parts and vehicle stock-checks. 
	
	
	

	10
	Managing systems and people in the accounting environment
	Undertaking a supervisory role within the team.  Undertake the JMG Management Development Programme.  Take part in working group for the implementation of a new project. 
	
	
	

	22.
	Contribute to the maintenance of a healthy, safe & productive working environment.
	Continuously review your working practices and improve where appropriate.  Comply with all JMG Health and Safety Policies.
	
	
	

	
	
	
	
	
	


Additional Units

	Unit
	Unit Title
	JMG Experience
	Notes: Details of work undertaken
	Date Completed
	Manager’s Signature

	15
	Operating a cash management & Credit control system
	Post and allocate all cash received and paid entries on Kerridge.  Keep up to date debtors log and daily controls checklist.  Reviewing age of Debtors and reducing debtor amounts. 
	
	
	

	17 
	Implementing auditing procedures
	Shadow Audit Team for one day.  Take part in internal audit procedures.
	
	
	

	18
	Preparing business taxation computations
	Completing Tax pack and PSAs in the RAC. Shadow VAT & Tax Team at Takely.  Produce dealership profit/loss and individual balance sheets.   Shadow Payroll team in preparation of NI computations.  
	
	
	

	19 
	Preparing personal taxation computations
	Completion of personal Tax returns, P11D and P60.
	
	
	

	11
	Drafting financial statements (accounting practice, industry & commerce)
	Drafting Profit/Loss reports and Balance Sheet. Cash flow reports. FSA implementation. 
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