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RECORD OF PRACTICAL EXPERIENCE (RPE)
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Daily Tasks STu W,
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1. Man the reception desk. G‘Juﬂ

The recaptionis! left the office earty in the evenings 1o send the post and | had the
respongibility of answering and transfarring incoming calls. | ook messages whan an
ac<ountan| namﬂmtmmm-wwmmmhnfmdemfm-m
had missed. Also, | greeted cfients and Informed the accountant of their arrival

2. Filing,
As part of my every day duties. | ensured that the filing room was clean and fres

from ciutter | filad any paperwork that was left aside In the appropriate folder and

3. Photocopying,

| photocopied any lettsrs, forms and documentation that the accountants needed
and placed the copied papers in the relevant clients flils

4. Eaxing.

| usad the fax machine to send any mformation that was requiresd ( completed a
cover sheet which the firm used when sending laxes which specified who the
infarmation was for and how many peges were enciosad



RECORD OF PRACTICAL EXPERIENCE (RPE)

Weekly Tasks
1. Preparing & completing VAT returns

varmm.mvm:mmmwmhawwﬂmmm
Collector Ganeral | played a kay role in the preparation of each clients account. Ths
Mvokved separating invoices from stalements. then soting those mvoices by date
and suppher. | inputted the data from the invoices into Excal using the template the
firm provided lmmmmﬂmﬂmmMVATm.fmw,
N/D @ interpreted as the November Dacember period The formulae in the template
WWMMW-MMIWIWMMM
recelve a refund. Once | completed this, | showed # to my supenvisor who checked
my work. Assuming that no changes needed (o be made, | wais given the
respansibility of filling out the VAT retum form, on behat! of the client.

IIEWI.WHMMimeﬂmvaTmmM
mMMumtmum-pmnmwmmrmmmwhma
hmmmummmlmwtnm. Alternativaly, if tha
client was to receive @ refund. | would fing tham and inform them of the amaourit they
should receive and then send the completed farm to the Collector Genaral.

Immmmrnhnuh:m\d'u'ﬂTﬂdummmm Tha ROS website
allows accountancy firms to submit the VAT retum on behalf of chents who are
registered with the website. It is & quick and efficient method and s completed in a
matter of minuies.

The completion of this task dependad on the amount of invoices the client hagd
submittad, Thgmummmmmdhmmﬂmmammjnqmntm
differant Some were small farms which | completad in a short time while others ware
larger businesa’s, for exampla, a newsagen! shop, which requined more attention as
there was a greater amount of mvoices. with each nvoice sometmes having sevesal
different VAT rales I had lo ensure that | divided the Invoice total to match the statad
VAT rates. This, in particular, was a lengthy task but | felt that the larger fhe sceoint,
the more | leamed



meturmmmm-&bmmpcrhdlmmummﬂmmmmvﬂ
Ruhmandmmm'ummqummsulhadammmwnm
felt much more competent in what | was doing,

2. Thesaraus Package

I had the responsibility of praparing the weekly wages for a company. | was phoned
evary Monday with the amount of pay each employee had eamed. | used the
M-Whmmm.

Each empiayes was set up on the computar. | had to key in their weekly inpul The
package attomatically worked out their tax deductions: It was ensy and quick | was
able to print each employee’s paysip, which | then sent 1o the company for their use.

The package aflowed me to issue a P45, if required and | aiso used It to submit
empioyses’ P35 which was sent 1o the Revenus Commissioners office.

3. SAGE Personal TaxPro

| had the job of setting up alf the clients on the TaxPro package. This package
Mﬁomm'hmllmh:mmmmmmumw
the ROS wabsgite.

In arder to set up the clients, | needed to give every client a mfarence number | used
MPPSnmnﬂkmmmmnm.lmmemdmm.
rmmm.mh-um,mmammw.

Once | had all the clients set up, | started to entar thawr capital allowances This was
nmmmhmwmuummumwm“u it could be quile
repitive. Capital Allowances are divided into diffesrent catsgones Motor Vehicles,
Farm Buildings, Free Depreciation, Asseis bought before 041272002 and assets
beught on or after 04/12/2002.

Immmwtﬂuﬂwlfw’&amhmwrmnmymm:m

Capttal Allowances 1o get fhis years figure. There are differant rittes to work cut the

“Wear & Tear". Motor Vehicies and Assets have a 12 5% rate while Farms Buildings
have 3 15% mle The more assets a client had the greater tha ainournt of ime it ook
hmhmnﬂtﬁﬂhm



| alsc had fthe job of entering medical expenses and P80s | learnad an enormous

mﬂﬂg%ﬂlmwwzﬂmmwnmlmm
an axpert by the and. As it was a new package | only had notas 1o work with as the
accountants had only recaved a days tmining 5o their knowledge was imited.

4. Farm Accounts

After a few months | was given extra responsibility. | was shown how 1o complete &
hnnmunl.%mlwwmm!hmmumulmmmtDm
mrrmmldmﬁn,bmn-mmlgmmmlwmm
account. If all the information had been given in by the client. It could take about
threa or four days for me to finish it.

Firstly, | made sure | had all the information | needed. afl the bank stalements from
mwmﬁmmmm_mum last day, the cheque books, lodgemant
books and the creditors statements, If any information was missing | wrote fo tha
cliant requesting for it fo be sent as soon an posaibie. The sooner a letter was sant,
the quicker the account was finished.

Secondly, | wrole all the datails from the cheque books onto the bank statements
beside the cormesponding payments. Next, | coded the information using a set of
Farm Codes' the firm uses for the accounting package, for example, an Eircom bill is
coded 2201 (Phane & ES8), diesel is coded 2101 (Car Expensas), eto. At the
beginning | had to keep looking up the codes but as time went on | found | knew
most of the codes by heart

It was then time to do my bank reconcibiation. | took the closing tatance from last
year and used it as my opaning balance Then | added up all the cradits from the
mmwmm.ummmm;lmmmmm
hbﬁulﬂudﬂtﬂ;mﬂﬂﬁmnﬂnwmmwﬂnmt Simiiarty, |
M:md%nwwmmmmw-mm

HrnmmwlothHthnmwﬂupMncM‘M’ |
inputted all the purchases using the cormesponding codes and amounts. Then |
anterad the lodgments, similary using the codes. The time to complete this varied.
depending on the client and how muth detall they used in heir cheque and



ladgament boaks. Some cilents wers very thorough while others failed 1o keep an in
depth record of their dealings.

Maost clizcie had creditors who they were canstantly dealing with, for example.
farmers would buy feed for their cattle from <P This meant that | required al
Ihe statemeants for tha year so | could input how much they had bought from tham.

Onoe thesa were all keyed In, | had to balance both the bank account and tha
creditors. My work from the tank reconciliation haiped as § knew that my closing
palance from that should be the same on the computer. Somelimes however, even
an incormect figure keyed in could leave me confusad for quile some time!

Oncs | was this far, my supetvisor would lpok over my wark and tell me if any
changes needed to be mada. Then the account would he sant down to the head
atfice in @ via email 1t would be sent back the next day n text format Assuming
no other changes needed to be made, | would make an appointmant with the cliant
for them o coma in and maat with my supenssor (o diacuss their accounts.

I really enjoyed working on farm accounts. As time went on, | became more
compelent in.my work and asked less quastions but f | oin'l understand something
| always made sure | found out the answer



RECORD OF PRACTICAL EXPERIENCE (RPE)

One-Off Tasks

One of my first tasks when | amvad in @ was 1o upaats one of the accountants
filing systam. | had lo ook through each file and stan a new foider for any data that
wad reievant (o the year 2006 onwards | ensured that each file was claarly labelled
and that all documents were sacura in the ralevant files

This task look me a week to complete as there was a subsisntial amount of files fo

rmmmmmmmmmoumnncmwwh
dentify some missing payments, | saparated the statements on Excel under the
headings of Invoice. Cradit Note, Chaques and Delivery Voucher. This was a tedious
task as thare was a szeabla amount of information 1 key in. Once | finished this. |
compared my daia to a VAT analysis sheet, which included the totats for the year, to
ansure that the figures malchad. | took note of any figures that differed and showed
my wark 1o the accountant Together we elfiminated the inaccurate payments and
corrected the dats.

3. Control Account.

| was askod fo cumplete a short control account for a chiant. whose occupation was a
farmar. Ths involved breaking down paymants on a statamen! into debits and credits
unass vancus heardings including Vet & Mad', ‘Sesd & Spray’ . Rapairs Feed'
‘Interest and 'Chegue’ | l2amed that most isms foflowed by kg’ fall into the 'Fead'
catagory, while items followed by litres’ were categorised as ‘Spray’ | found this part
2 bit difficult s | didn't recognise soma of the tems and was unsure where 10
classify them.

Onca everything on the statement was placed mta a category | useg a formula 1o
caiculate the tolal of the dabils and e credits. This totdl allowed me to ascaitain
whether | had any mistakes in my work as both the debit and credit sida wers to

squal each other.
6
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| was shown by one of the accountants how to bréakdown the interest for equipment
bought with Hire Purchasa Firstly, we worked out the hire purchase price, which
included the iotal cash price and the interest. We saw from the hite purchase
agreement form that the cllent would make ten half-yearty repayments.

We usad Excel for this task to work out how much interest the chont would need to
pay aver the period. We starfed with how much one repayment would cost. This
involved mulliplying the interest figure by nine, as thal is how many repayments
would be left. and dividing this figure by the total repayments which was len In ordet
to caiculale the interest we look the intarest figure from the rapayment we had just
worked out, We continued in this way until we got to the last repayment.

[ found this to be an easy task as I was quite repetitive and | had a tamplate to ook
at f | was in difficulty.



RECORD OF PRACTICAL EXPERIENCE (RPE)
My Experience

lwhﬂmmmnwm-mtmw
mwhmummmmw rlum'lumil

Mwﬁmmnlmmmﬂ;ulmmmm

sending my mother a text message saying *I balanced my firat account all on my
ownl® for her 1o reply “The first of many!™.

The experience | gained while working at @Pwas mvaluatie. | loved overy minute
of & The people wers espeacially excaptional Thay ware extramely kind, patient and
waicoming | loved that t was a small company as averyone knew each other and
wasn't afraid (o ask for help Evaryone worked logether and got along so well For
the nine months | spant there | fait (ke | was one the taam | never fell lsfl out of ke
‘awﬁﬂyﬂﬁimﬂwﬂummw.lmtmm.
not just =it to phetocopy o answer phones. Mmmamwm.w
and see what | was capable of doing, not only for their sake but for my own,

It was always a leaming process. Asking questions was the only way 10 learn and |
asked a mn!qum!Emmummmmhgmrmmm.
They each found time 1o show me someathing naw and they quickly realised that |
love to be busy so | was naver idie for long.

| definitely thought that work placement was waorthwhile: it gave me an [height intp
the working world and | really feel # helped me to mature | leamed the importance of
lime-kesping, adaptabifty and teamwork | was given hands on expensncs into
prepanng and completing accounts. It is an expanence | can ook back on bul alss
take with ms in the future



