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Job Description Template for 

ACCOUNTING CLERK 
Job Title: Accounting Clerk 

Industry: [Insert Industry – e.g., BFSI, ITeS, Healthcare, etc.] 

Location: [Insert Location] 

Salary Range: [Insert Salary] 

Department: [Insert Department] 

Work Hour Allocation: [Insert Details] 

POSITION OVERVIEW 

As an Accounting Clerk, you will assist in maintaining financial records, preparing reports, 
and processing transactions. Your role will involve bookkeeping, data entry, and 
reconciliation to ensure the accuracy and integrity of financial documents. 

ABOUT THE ORGANIZATION 

[Insert Industry-Specific Insights] [Customize this section with a company overview: 
mission, values, and relevance to the target industry such as BFSI, Healthcare, ITeS, etc. 
Highlight what sets the company apart.] 

Level of Experience / Expertise Requirements  

(Use as per requirement) 

Entry Level (0–2 years): Data entry, invoice processing, and ledger maintenance.​
Mid-Level (3–5 years): Account reconciliation, report generation, and supporting 
audits.​
Senior Level (6+ years): Supervising junior clerks, managing internal controls, and 
assisting with budget tracking. 
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JOB PROFILE SPECIFIC QUALIFICATION 

 (Add more if required) 

●​ Bachelor’s degree in Accounting, Finance, or a related field 
●​ Basic understanding of accounting principles and bookkeeping practices 
●​ Proficiency in accounting software such as Tally, QuickBooks, or ERP systems 

ROLES AND RESPONSIBILITIES 

 (Use as per level of expertise you require) 

●​ Enter and update financial transactions into the accounting system (Entry Level) 
●​ Maintain organized records of financial documents (Entry Level) 
●​ Assist in processing payroll and employee reimbursements (Mid-Level) 
●​ Reconcile bank statements and vendor accounts (Mid-Level) 
●​ Generate reports for internal audits and reviews (Mid-Level) 
●​ Ensure accuracy and completeness of ledgers and journals (Senior Level) 
●​ Support internal and external audit processes (Senior Level) 
●​ Follow standard operating procedures and compliance norms (Senior Level) 

Skills Required (Technical + Behavioral): 

●​ Strong attention to detail and numerical accuracy 
●​ Familiarity with spreadsheet and accounting software 
●​ Time management and organizational skills 
●​ Integrity and ability to handle confidential information 
●​ Communication and problem-solving abilities 

 

 

Read JD Tips                                                       Interview QnA                                                       Test to Hire 



 https://www.pmapstest.com/ 

ABOUT PMAPS 

PMaps is India's leading visual-based talent assessment platform, offering 500+ 

job-specific psychometric assessments, AI-powered interview tools, and seamless 

integrations with leading ATS and LMS systems. Trusted by top organizations, we help 

you hire smarter, reduce hiring time by up to 75%, and cut hiring costs by up to 65%. 

For more details or for tailored solutions, Call +91 8591320212, Email - 

assessment@pmaps.in, or Book a demo for a quick view of our solution. 
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