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DESCRIPTION:  Students majoring in Accounting at Irvine Valley College focus on the 
fundamental and intermediate principles and practices of accounting.  The training they 
receive at the college is intended to prepare them to make critical decisions based on 
data contained in various financial reports and statements.  It also prepares them for 
accounting positions in the public and private sector in such areas as banking, retail and 
wholesale trades, and government. 
 
PREREQUISITES/PREPARATION:  It is recommended but not required that students 
have a background in creating Excel spreadsheets prior to taking Acct 1A (Financial 
Accounting) as the class is taught using Excel.  It is also helpful in the field of accounting 
to be proficient in the 10-key adding machine by touch. 
 
COURSE SUBSTITUTIONS:  Students may substitute similar courses for those required 
for the certificate by filing a special petition with a counselor to be approved by the 
department.   
 
PREPARATION FOR CAREER RELATED EXAMS/CERTIFICATION:  Accountemps, 
the largest temporary staffing specialist in the accounting and finance industries in the 
world, gives potential employees testing to determine appropriate job placement.  
Accounting courses at IVC help students prepare for this testing. 
 
ASSOCIATE OF SCIENCE DEGREE:  A student may earn an A.S. degree in 
Accounting from IVC if in addition to certificate requirements, he/she also meets general 
education requirements posted in the IVC catalog, class schedule, or www.ivc.edu.  See 
a counselor for more information. 
 
FOUR YEAR INSTITUTIONS OFFERING DEGREES/PROGRAMS IN THIS FIELD: 

California State Polytechnic University, Pomona – Bachelor of Science in Business  
   Administration, Accounting Concentration 
California State University, Fullerton – Bachelor of Arts in Business Administration &  
   Economics, Accounting Concentration 
California State University, Long Beach – Bachelor of Science in Business  
   Administration, Option in Accountancy 
Chapman University – Bachelor of Science in Accounting 
 
Note:  See counselor or transfer center for specific transfer requirements 

 
SCHOLARSHIPS/FINANCIAL AID:  The Orange County/Long Beach chapter of the 
California Society of CPAs offers a $1500 in scholarship annually through the 



Community College Scholarship Program for accounting students intending to transfer to 
a university majoring in accounting or business.  Go to www.calcpa.org/oclb for details.  
Additionally, Cal Grant C helps vocationally oriented students acquire marketable job 
skills within a short time.  Funding is available for up to two years as you work to 
complete your certificate.  Students may contact the IVC Financial Aid office for more 
information and additional opportunities. 
 
WORK EXPERIENCE/INTERNSHIPS:  Cooperative Work Experience (CWE) may be 
taken in addition to requirements for the certificate program.  CWE allows students to 
gain on-the-job experience while earning college credit.  A student may earn one unit of 
credit for every 75 hours of paid or 60 hours of volunteer employment.  Students are 
responsible for securing employment for CWE.  In addition, students may inquire about 
job openings in accounting through our Job Placement Office. 
 
CAREER OPTIONS:   
The following entry-level jobs are possible careers for those with an accounting 
certificate: 

� Accounts receivable clerk 
� Accounts payable clerk 
� Bookkeeper 
� Accounting clerk 
� Auditing clerk 
� Payroll clerk 

 
JOB DESCRIPTION:  In small establishments, Bookkeeping Clerks handle all financial 
transactions and recordkeeping.  They record all transactions, post debits and credits, 
produce financial statements, and prepare reports and summaries for supervisors and 
managers.  Bookkeepers also prepare bank deposits by compiling data from cashiers, 
verifying and balancing receipts, and sending cash, checks, or other forms of payment to 
the bank.  They also may handle the payroll, make purchases, prepare invoices, and 
keep track of overdue accounts. 
 
In large offices and accounting departments, Accounting Clerks have more specialized 
tasks.  Their titles often reflect the type of accounting they do, such as Accounts Payable 
Clerk or Accounts Receivable Clerk.  In addition, responsibilities vary by level of 
experience.  Entry-level accounting clerks post details of transactions, total accounts, 
and computer interest charges.  They may also monitor loans and accounts, to ensure 
that payments are up to date. 
 
Auditing Clerks verify records of transactions posted by other workers.  They check 
figures, postings, and documents for correct entry, mathematical accuracy, and proper 
codes.  They also correct or note errors for accountants or other workers to adjust. 
 
Payroll Clerks, also called payroll technicians, screen timecards for calculating, coding, 
or other errors.  They compute pay by subtracting allotments, including Federal and 
State taxes, retirement, insurance, and savings, from gross earnings.  Payroll clerks 
need to follow changes in tax and deduction laws, so they are aware of the most recent 
revisions.  Finally they prepare and mail earnings and tax withholding statements for 
employees’ use in preparing income tax returns. 
 
 



EMPLOYMENT OPPORTUNITIES:  Although payroll, bookkeeping, accounting, and 
auditing clerks can be found in all industries and levels of government, a growing 
number work for personnel supply firms, the result of an increase in outsourcing of this 
occupation.  Accountemps is an example of one of these firms.  Visit 
www.accountemps.com for more information.  
 
OCCUPATIONAL OUTLOOK:  While jobs are expected to increase 29% for 
Bookkeeping, Accounting, Auditing Clerks and Payroll Clerks through 2014, most job 
openings will stem from replacement needs.  Although a growing economy will result in 
more financial transactions and other activities that require these clerical workers, the 
continuing spread of office automation will lift worker productivity and contribute to the 
lack of growth in employment.  In addition, organizations of all sizes will continue to 
consolidate various recordkeeping functions, thus reducing the demand for these clerks. 
 
SALARY RANGE:  
Bookkeeper, Accounting & Auditing Clerks $18.20 hourly $37,872 annually 

Payroll Clerks $19.39 hourly $40,323 annually 

 
JOB RELATED SKILLS EMPHASIZED IN COURSEWORK:  Writing, communication, 
organizational, critical thinking, and time management skills as well as group activities 
give students basic skills needed in the work world.  Topics such as computer 
applications for accounting such as Excel and business management are also included. 
 
PERSONAL TRAITS DESIRED FOR THIS FIELD: 

� Adaptable 
� Cooperative 
� Critical thinker 
� Able to work independently 
� Perform well under pressure 
� Possess good analytical and communication skills 
� Enjoy identifying and solving problems using mathematical reasoning and 

methods 
� Quick and accurate with basic math functions:  adding, subtracting, multiplication, 

and division 
 
PROFESSIONAL ORGANIZATIONS/WEBSITES/PUBLICATIONS IN THE FIELD: 

 

California Society of Certified Public Accountants 
    www.calcpa.org 

-offers a student membership with an e-newsletter and local chapter meetings/  
 seminars with networking and volunteer opportunities 

 
Orange County/Long Beach chapter of CALCPA 
 www.oclbcpa.org/oclb 
 
Robert Half Staffing Services 
 www.roberthalftechnology.com 

-offers free resources to guide you in your career 
 
 



CLUB ON CAMPUS:  IVC Business Leaders Society which is affiliated with the national 
fraternity Delta Epsilon Chi: 
 
Kenn Bennett, Faculty Advisor  
949/451-5289  
kennett@ivc.edu 
 
  
IVC CONTACTS: 

 
Bob Urell, Academic Chair 
Business Sciences 
949/451-5280 
burell@ivc.edu 
 
Michelle Scharf, Vocational Counselor 
949/451-5344 
mscharf@ivc.edu 
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Sources:  U.S. Department of Labor Occupational Outlook Handbook 2006-2007; State of 
California Employment Development Department’s Occupational Employment Projections for 
Orange County, 2004-2014. 

 
The IVC Career Education Resource Guide was made possible by funds from the Carl D. Perkins 
Vocational and Technical Education Act of 1998 (VTEA), Title I-C, Section 132, awarded to Irvine 
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