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[bookmark: _Hlk153963291]SUBJECT:	New National Occupational Framework (NOF) Apprenticeable Occupation: Accounting Technician

1. Purpose.  To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of the following new National Occupational Framework (NOF) to an apprenticeable occupation:  Accounting Technician.

2. Action Requested.  OA staff should familiarize themselves with this bulletin and the attached Work Process Schedule and Related Instruction Outline, as a source for developing apprenticeship standards and/or providing technical assistance.

Accounting Technician will be added to the List of Occupations Recognized as Apprenticeable by OA located on www.apprenticeship.gov.  A suggested Work Process Schedule and Related Instruction Outline are attached.

3. Summary and Background. 
a. Summary – The occupation Accounting Technician was submitted by Mr. Zachary Boren, Senior Policy Program Manager on behalf of Urban Institute, were processed by Dr. Ricky C. Godbolt, Program Analyst, and approved by the OA Acting Administrator on May 20, 2025.

The National Office has approved a new National Occupational Framework (NOF), developed in partnership with the Urban Institute. This NOF has met industry standards and approval; it covers job titles and occupational pathways, related functions, and performance criteria, as well as academic, workplace and personal competencies for job success.  While use of NOFs in developing standards utilizing the competency-based training approach is voluntary, no additional vetting of a Work Process Schedule (WPS) utilizing the NOF should be required where a program aligns to the occupational framework described in a NOF, beyond the basic requirements set forth in 29 CFR Part 29.  While on-the-job learning (OJL) is ordinarily outlined in the WPS, sponsors who utilize a NOF must develop the Related Instruction Outline, which should be included in the standards.  Within certain limits, the sponsors of NOF apprenticeship programs are permitted to customize the job functions or competencies contained in a NOF for the Accounting Technician occupation.

However, OA encourages the use of all core competencies to be included in the approved WPS.  

b. Background – 

New/Revised Occupation Background - Under 29 CFR section 29.4, an occupation for a RAP must meet the following criteria to be determined apprenticeable:

a) Involve skills that are customarily learned in a practical way through a structured, systematic program of on-the job supervised learning:
b) Be clearly identified and commonly recognized throughout an industry;
c) Involve the progressive attainment of manual, mechanical, or technical skills and knowledge which, in accordance with the industry standard for the occupation, would require the completion of at least 2,000 hours of on-the-job learning to attain; and
d) Require related instruction to supplement the on-the job learning. 

4. New NOF Apprenticeable Occupation. The occupation Accounting Technician was submitted for an apprenticeability determination.

Accounting Technician
O*NET-SOC CODE:  43-3031.00
RAPIDS Code: 1125 
Type of Training: Time-based, Hybrid, Competency-based
Term Length: Time-based 2000, Hybrid 2,000 – 4,000, Competency-based 1 year

Accounting Technicians perform the following duties:
· Complies with federal, state, and company policies, professional standards and codes of conduct, procedures, and regulations.
· Operates computer technology and accounting software to effectively and accurately account for business operations, e.g., Quickbooks, Sage.
· Accesses financial and accounting reports in order to perform duties related to their job function e.g., cash transactions, expenditures and revenues, accounts payable and receivables.
· Performs accurate financial calculations, such as amounts due, interest charges, balances, discounts, equity, and principal.
· Classifies, records, and summarizes financial data to compile and maintain financial records.
Accounting Technicians work under the guidance of accountants or financial professionals to compute, classify, and record numerical data to ensure financial record completeness. They perform any combination of routine calculating, posting, and verifying duties to obtain primary financial data for use in maintaining account records. Accounting technicians also check the accuracy of figures, calculations, and postings pertaining to business transactions recorded by other workers.  
The job titles of Accounting Technicians include accounting clerk, accounting assistant, accounting associate, accounts payable clerk, accounts payable specialist, accounts receivable clerk, financial specialist.
Apprenticeship Prerequisites:
Candidates should hold a high school degree or equivalent, have strong numerical skills, attention to detail, communication skills, and problem-solving skills.

5. Inquiries. If you have any questions, please contact Dr. Ricky C. Godbolt, Program Analyst, Division of Standards and Quality at (202) 693-3815 or Godbolt.Ricky.C@dol.gov .

6. Attachments. 
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Work Process Schedule



Instructions for Use:

Competency-based programs: In the “performance level achieved” column of the work process schedule (see examples starting on the next page), assess apprentices’ performances on each competency with the scale below. No monitoring of hours is required for this approach. See “Guidelines for Competency-Based, Hybrid and Time-Based Apprenticeship Training Approaches,” US Department of Labor, Employment and Training Administration, Office of Apprenticeship, October 20, 2015, https://www.apprenticeship.gov/sites/default/files/bulletins/Cir2016-01.pdf.

4—Competent/proficient (able to perform all elements of the task successfully and independently)

3—Satisfactory performance (able to perform elements of the task with minimal assistance)

2—Completed the task with significant assistance

1—Unsuccessfully attempted the task

0—No exposure (note the reason—absence, skill isn’t covered, etc.)

Time-based programs: In the “hours” row, specify the number of hours apprentices will fulfill for each job function. No assessment of competencies is required for this approach.

Hybrid programs: In the “performance level achieved” column, assess apprentices’ performances on each competency using the 0–4 scale above. In the “hours” row, identify a range of hours apprentices should spend working on each major job function. 




		Job Function 1: Upholds the ethical and professional standards of the profession





		Hours (time-based and hybrid programs only): 



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Complies with federal, state, and company policies, professional standards and codes of conduct, procedures, and regulations

		Core

		



		B. Evaluates and applies principles and standards of accounting to tasks

		Core

		



		C. Understands and follows the company’s internal controls and processes

		Core

		



		D. Maintains confidentiality and security of financial and other sensitive information

		Core

		



		E. Works efficiently and plans accordingly to manage changing priorities and meet deadlines while ensuring accuracy of work

		Core

		



		F. Communicates professionally and efficiently in verbal and written interactions

		Core

		



		G. Abides by organizational policies and guidelines to contribute to an inclusive environment

		Core

		



		H. Identifies and raises discrepancies or incidents of fraud to appropriate personnel following company protocols

		Core

		



		I. Recognizes and understands impacts of financial corporate social responsibility (CSR) issues

		Optional

		



		J. Follows company guidelines to use artificial intelligence (AI) safely and verify AI output for accuracy, while understanding its limitations

		Optional

		







		Job Function 2: Utilizes equipment and technology for job tasks



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Operates computer technology and accounting software to effectively and accurately account for business operations, e.g., Quickbooks, Sage

		Core

		



		B. Demonstrates proficient use of Excel in performing accounting tasks

		Core

		



		C. Uses company’s standard business operation programs, e.g, video conferencing, scheduling software programs

		Core

		



		D. Uses AI tools when appropriate

		Optional

		







		Job Function 3: Accesses data and prepares documentation



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Accesses financial and accounting reports in order to perform duties related to their job function e.g., cash transactions, expenditures and revenues, accounts payable and receivables

		Core

		



		B. Transfers and verifies details from separate journals to general ledgers or data processing sheets

		Core

		



		C. Accesses financial information to answer general questions as well as those related to specific accounts

		Core

		



		D. Searches files, databases, or reference materials to obtain needed information

		Core

		



		E. Compiles budget data and documents, based on estimated revenues, expenses, and previous budgets

		Optional

		







		Job Function 4: Prepares and executes financial or transactional tasks



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Performs accurate financial calculations, such as amounts due, interest charges, balances, discounts, equity, and principal

		Core

		



		B. Calculates account balances on spreadsheets and databases, using exported data from specialized accounting software

		Core

		



		C. Prepares invoice statements, and other financial reports or statements according to established procedures

		Core

		



		D. Posts journal entries to ledgers

		Core

		



		E. Checks financial documents for accuracy and proper coding

		Core

		



		F. Matches order forms with invoices and identifies and records the necessary information

		Core

		



		G. Follows company procedures to send payments to banks and vendors

		Core

		



		H. Formats and codes financial documents according to company procedures

		Core

		



		I. Receives or records or deposits cash, checks, and vouchers, within the identified scope of work

		Core

		



		J. Verifies all AI outputs, when applicable

		Optional

		



		K. Prepares and processes payroll information

		Optional

		



		L. Prepares purchase orders and expense reports

		Optional

		



		M. Assists with audits and tax filings

		Optional

		



		N. Compares reports from differing systems for consistency 



		Optional 

		







		Job Function 5: Maintains financial or account records



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Classifies, records, and summarizes financial data to compile and maintain financial records

		Core

		



		B. Monitors status of loans and accounts payable to ensure that payments are up to date

		Core

		



		C. Reconciles, notes, and reports to the appropriate personnel discrepancies found in records

		Core

		








		Job Function 6: Utilizes financial and non-financial information to support decision-making



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Demonstrates understanding of data-driven decision-making

		Core

		



		B. Identifies factors to be considered prior to making a decision, including ethical and environmental considerations, and communicates to supervisors

		Optional

		



		C. Monitors expenditures and makes suggestions for savings

		Optional

		







		Job Function 7: Performs general workplace tasks



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Answers telephone or electronic messaging to provide information or direct correspondence to appropriate staff  

		Core

		



		B. Files and maintains records, safeguarding, naming and organizing documents or records in an organized, efficient manner, following company user permission and access standards and guidelines 

		Core

		



		C. Engages in professional development opportunities to advance professional knowledge and keep up to date on current practices

		Core

		



		D. Collaborates and communicates effectively with peers, supervisors, etc. 

		Core

		



		E. Maintains a professional demeanor at the workplace 

		Core

		















Related Technical Instruction 
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Instructions for Use: 

Registered apprenticeships must include at least 144 hours of related technical instruction (RTI). Courses offered by accredited colleges and universities may be assigned a credit hour determination rather than a contact hour determination. In general, an academic credit unit is the equivalent of 15 clock hours of instruction. 

Development and Use of This RTI Outline: Employers and academic institutions may approach RTI in markedly different ways. Our goal was not to identify the single best way to provide RTI or to identify a single provider whose content we deemed to be superior. Instead, our goal was to survey numerous education providers, including employers, institutions of higher education, high schools, private continuing education providers, labor organizations, professional associations and, in some cases, municipalities that provide worker training, to identify topics or courses common among those providers that align with the job functions included in this work process schedule. Those common topics or courses are reflected in the RTI outline provided below, which may be useful in developing your RTI program or communicating your needs to an educational partner.

		Licensure or certification requirements: Currently there are no states that require accounting technicians to be licensed or certified to perform their jobs. Some employers may require individuals to earn a bookkeeping certificate prior to or as part of the apprenticeship program.



		Degree requirements for licensure or certification, if applicable: The National Association of Certified Public Bookkeepers offers the Certified Public Bookkeeper credential, which requires individuals to complete the NACPB’s Certified Bookkeeper Program and complete 24 hours of continuing professional education each year.

Other certifications available to accounting technicians includes the Certified Accounting Technician (CAT) offered by the Association of Chartered Certified Accountants or the bookkeeper or accounting certifications offered by the Association of Accounting Technicians bookkeeper or accounting certifications. 



		Accreditation requirements of instructional provider for licensure or certification, if applicable: Not applicable



		Anticipated changes in licensure or certification requirements, if known: None



		Examples of state licensure or certification requirements: Not applicable







		Examples of RTI providers for this occupation 



		[bookmark: _Int_iIbdW2B9]Professional associations and labor organizations: The Association of Government Accountants offers ‘self-paced federal financial management training for new hires ad experienced professionals’ (Link: https://aga.learnupon.com/store). They also provide continuing professional education (CPE) options through in-person and virtual training events (Link: https://www.agacgfm.org/Training.aspx) that can lead to CPE certifications. American Accounting Association similarly has CPE content such as webinars, relevant to accounting. (Link: https://aaahq.org/Education).

Military: Not applicable

Federal Agencies: Not applicable

States/municipalities: Not applicable

Colleges and universities: Certificate programs, diplomas, and associate degrees relevant to accounting technicians are offered by colleges and universities. Some colleges like Austin Community College also offer stackable occupational award programs in accounting tech (https://www6.austincc.edu/cms/site/www/awardplans/awardplan.php?year=2025&type=CC&group=PCACC&nid=29462&apid=8555).

No-cost online providers: Online platforms such as Coursera and Udemy provide courses related to accounting.

Continuing education or specialty education providers: The American Institute of CPAs (AICPA) and The Chartered Institute of Management Accountants (CIMA) provide resources for self-study including certificate programs (https://www.aicpa-cima.com/cpe-learning). Kaplan Financial Education is another example of an online CPE provider providing self-study and webinar courses in accounting (https://www.kaplanfinancial.com/accounting-continuing-education/packages)







		Prerequisite knowledge, skills or experience typically required by RTI providers for this occupation 



		Some employers or apprenticeship sponsors may require individuals to demonstrate basic computational competency and financial literacy prior to entering this occupation.







		Employer Onboarding



		Hours: 1–3



		Sample learning objectives

· Explain the mission of the employer’s organization.

· Explain the organizational structure of the employer’s organization.

· Explain the chain-of-command in the employer’s organization, as well as the steps and employee should take to report concerns about practices or behaviors in the workplace or to share ideas about how to improve processes or efficiencies.

· Explain the employer’s policies for workplace conduct and ethics.

· Explain the employer’s policies regarding medical leave and vacation.

· Explain the requirements of the apprenticeship program and the role of the apprentice in the organization’s business activities. 







		Business Mathematics



		Hours: 30–45



		Sample learning objectives

· Demonstrate the ability to accurately add, subtract, multiply, and divide.

· Demonstrate the ability to express whole numbers, fractions, and decimals.

· Demonstrate the ability to calculate percentages, or to use percentages to determine base costs and discount rates.

· Demonstrate the ability to solve single variable equations.

· Demonstrate the ability to calculate price discounts and mark-ups.

· Explain the difference between simple and compound interest, and demonstrate the ability to calculate each.

· Discuss the impact of interest rates on consumer purchasing abilities.

· Explain the responsible use of credit.

· Demonstrate the ability to prepare and interpret charts and graphs, to calculate rates of change over time. 







		Bookkeeping 



		Hours: 40–55



		Sample learning objectives

· Demonstrate the ability to use and interpret the double entry accounting method.

· Demonstrate the ability to follow financial controls to reduce opportunities for accounting fraud or financial misappropriation.

· Explain the difference between assets and liabilities and discuss how each is reflected in financial statements. 

· Discuss the different types of assets a business might have and why they may need to be tracked separately for tax and other purposes.

· Discuss the purpose of inventory control and monitoring.

· Demonstrate the ability to use inventory costing methods.

· Discuss the different types of equity a business or organization might have.

· Demonstrate the ability to use accounting equations to describe or determine the financial position of an organization.

· Demonstrate the ability to use various bookkeeping software to manage a company’s books and prepare financial statements.







		Accounting Principles



		Hours: 30–40 hours



		Sample learning objectives

· Explain key concepts and terms in accounting as well as basic rules of accounting, such as GAAP principles and FASB standards.

· Record entries or transactions, make appropriate journal entries, and run a trial balance.

· Explain the elements of a financial statement and a balance sheet and accurately calculate or determine and record accruals, deferrals, long-lived assets, deferred taxes, etc.

· Discuss profitability, efficiency, leverage, debt-to-equity ratios, and evaluate the financial condition of a business based on its profit-and-loss statements and balance sheets.

· Perform forecasting and valuation, determine net present value and explain the time value of money.

· Discuss the importance of financial controls and explain various strategies used to implement and assess the efficacy of those controls. 







		Information Technology and Accounting



		Hours: 30–45



		Sample learning objectives

· Discuss the role of information technology in maintaining financial records, producing financial reports, and sharing information with appropriate individuals or entities.

· Demonstrate the ability to use basic communications technologies to properly, professionally, and accurately communicate with others.

· Discuss the appropriate use of social media, especially in the context of employment relationships, business strategy, and information protection.

· Discuss the role that artificial intelligence can play in monitoring financial controls and highlighting accounting errors or anomalies.

· Demonstrate the ability to use an Excel spreadsheet to record and manipulate data, including to prepare graphs and images that help others interpret data.

· Demonstrate the ability to use basic accounting software to manage an organization’s books.

· Demonstrate the ability to import data to and export data from accounting software systems.

· Demonstrate the ability to follow appropriate cybersecurity protocols to protect sensitive information and avoid cyberattacks that could disrupt or damage a business.







		Financial Management



		Hours: 25–30



		Sample learning objectives

· Discuss the importance of cash flow and how it is evaluated and monitored.

· Demonstrate the ability to perform a bank reconciliation in controlling cash and other assets.

· Discuss the purpose of financial statements and explain how they are used in financial decision-making within a company, by banks, by investors, and by other entities.

· Explain the requirements that publicly traded companies must meet when reporting financial results to the public and shareholders.

· Explain the meaning of “insider trading” and discuss the reasons that financial information reported by a publicly traded company is usually released after the close of the markets and must be shared publicly rather than privately.

· Discuss the various ratios used to evaluate a financial statement and an organization’s financial health.

· Explain depreciation and the way that depreciation affects a business’s financial and tax position.

· Discuss the types of purchases or transactions that are subject to sales tax, and the methods for calculating, reporting and paying sales tax.







		Payroll and Income Tax Accounting



		Hours: 30–45



		Sample learning objectives

· Discuss the different types of business that exist in the United States, and the relationship between the business type and how owners, partners or shareholders may be compensated.

· Discuss the importance of privacy when managing employee payroll calculations and records.

· Explain the various types of payroll withholdings that reduce an employee’s “take home” pay and discuss how various withholdings are calculated, reported, and paid to the appropriate entity or agency that collects them.

· Explain how “owner draws” are permissible or impermissible, based on the type of company it is and the nature of the financial policies within the organizations.







		Taxes and Tax Accounting



		Hours: 30–45



		Sample learning objectives

· Explain the various filing requirements for personal and business taxes.

· List gross income inclusions and exclusions and calculate gross income using financial documents.

· Explain the purpose of adjustments to income and identify legally permissible adjustments.

· Explain the difference between standard and itemized deductions and the process used to determine which method serves the best interests of individual taxpayers or organizations.

· Differentiate between refundable and nonrefundable tax credits, explain the policy principles behind the use of each, and list examples of common tax credits leveraged by individuals and businesses.

· Perform tax computations.

· Discuss the types of penalties individuals and businesses may suffer for later or incorrect tax filings and compute penalties based on a range of scenarios.

· List the types of business taxes that differ from personal taxes, and discuss the process for determining which taxes apply to a particular business.

· List the authorities or agencies that establish tax policy, collect taxes, and monitor compliance with tax laws.

· Differentiate between tax avoidance and tax evasion, and discuss the penalties associated with the latter.

· Explain the ethical standards of practice when preparing and submitting tax filings.

· Discuss the federal laws that impact individual and business tax liabilities and responsibilities, and explain how they have changed over time.

· Differentiate between regressive, progressive, flat, and proportional tax systems, and discuss examples of each that are used in the US and other countries.

· Discuss the methods by which businesses ensure compliance with international tax law, when applicable. 

· Discuss the principle of income distribution.

· Explain state and federal estate tax laws and the strategies used by families and organizations to reduce estate tax liability and protect assets. 








		Financial Transactions and Fraud Schemes (Optional)



		Hours: 20–40



		Sample learning objectives

· Define fraud and give examples of how past instances of bank fraud have resulted in significant financial losses to banks, depositors, creditors, shareholders, and others.

· Describe the role of state and federal agencies in preventing, detecting, and prosecuting instances of bank, securities, and investment fraud. 

· Describe the importance of controls to prevent banking fraud and describe the types of effective controls needed to prevent fraudulent financial transactions.

· Explain how financial statements, profit-and-loss statements, and balance sheets can be used to identify instances of suspected or actual fraud.

· Describe the purpose of off-balance-sheet activities and explain how these can be a source of fraud; explain changes in accounting rules designed to reduce risk, inform investors, and prevent fraudulent use of off-balance-sheet activities.

· Explain the factors that contributed to the failure of Enron, the actions taken by federal and state lawmakers and regulators to prevent other companies from engaging in fraud, and the function of the Public Company Accounting Oversight Board in establishing auditing standards and overseeing audit practices. 

· Explain how the Sarbanes-Oxley Act sought to reduce fraud and improve audit standards.

· Describe the mechanisms for reducing fraud in banks that engage in international banking.

· Differentiate between fraud that occurs in a bank and fraud that occurs by a bank.

· Describe the role of corporate culture, codes of conduct, employee training, and appropriate controls in reducing the risk of fraud and explain the typical signs of weaknesses in these areas.

· Describe the ways in which lending practices can contribute to or reduce fraud risk and explain the potential signs of fraudulent lending activities.

· Describe the types of fraud most commonly identified in association with credit cards and ATM use, the types of controls that banks should have in place to identify fraudulent transactions, and best practices for reducing exposure to fraud through credit card or ATM transactions.

· Explain how money laundering schemes have been used to defraud banks, how these schemes are identified through effective auditing and review practices, and the types of controls that should be put in place to prevent money laundering.













		Relevant military experience 



		 The armed services employ commissioned and non-commissioned officers to serve as accountants and auditors to assist in the processing of payroll, acquisitions, working with vendors, and posting expenses and payments. 

US Army: Financial Management Technician—36B (https://www.goarmy.com/careers-and-jobs/support-logistics/admin-financial-support/36b-financial-management-technician).

US Air Force: Financial Management and Comptroller—6F0X1 (https://www.airforce.com/careers/logistics-and-administration/financial-management-and-comptroller).







		Occupational insights



		Women form the majority of all accounting technicians at 77.3 percent (men, 22.7 percent). Sixty-eight percent are White, followed by 14.2 percent Hispanic/Latino, 6.7 percent Black, 6.5 percent Asian, and 0.6 percent American Indian/Alaskan Native (https://www.zippia.com/accounting-technician-jobs/demographics).
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