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Career Spotlight 
 

Bookkeeper  

The Connecticut Department of Labor 
(CTDOL) reports the statewide average 

annual income for bookkeeping,             
accounting, and auditing clerks is $44,956 

and the entry level hourly rate is $14.58.   

Employment in this occupation is ex-

pected to grow about as fast as average, 
and the number of annual openings will 

offer excellent job opportunities.  

The CTDOL projects an average of 197 

annual job openings through 2024.  

750 Chase Parkway, Waterbury, CT 06708 
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CT State Continuing  

Notice of Nondiscrimination 

Continuing Notice of Nondiscrimination; CT State Community 
College does not discriminate on the basis of race, color, reli-
gious creed, age, sex, national origin, marital status, ancestry, 
present or past history of mental disorder, learning disability or 
physical disability, sexual orientation, gender identity or ex-
pression, veteran status, criminal record, genetic information 
or any other federal or state protected class in its employment, 
programs, and activities.  For information regarding the non-
discrimination, disability, and Title IX policies/procedures, 
contact: John-Paul Chaisson-Cardenas, Vice President for 
Diversity, Equity and Inclusion, CT State Community College, 
860-612-7056, jp-cardenas@ct.edu. 

 

 

 

 

Supplemental Nutrition Assistance Program (SNAP)  

and Food Distribution Program on Indian Reservations (FDPIR)  

Nondiscrimination Statement: 

In accordance with federal civil rights law and U.S. Department of 
Agriculture (USDA) civil rights regulations and policies, this institution 
is prohibited from discriminating on the basis of race, color, national 
origin, sex (including gender identity and sexual orientation), religious 
creed, disability, age, political beliefs, or reprisal or retaliation for prior 
civil rights activity. Program information may be made available in 
languages other than English.  Persons with disabilities who require 
alternative means of communication to obtain program information 
(e.g., Braille, large print, audiotape, American Sign Language), 
should contact the agency (state or local) where they applied for 
benefits. Individuals who are deaf, hard of hearing or have speech 
disabilities may contact USDA through the Federal Relay Service at 
(800) 877-8339.To file a program discrimination complaint, a Com-
plainant should complete a Form AD-3027, USDA Program Discrimi-
nation Complaint Form which can be obtained online 
at: https://www.usda.gov/sites/default/files/documents/USDA-
OASCR%20P-Complaint-Form-0508-0002-508-11-28-
17Fax2Mail.pdf, from any USDA office, by calling (833) 620-1071, or 
by writing a letter addressed to USDA. The letter must contain the 
complainant’s name, address, telephone number, and a written de-
scription of the alleged discriminatory action in sufficient detail to 
inform the Assistant Secretary for Civil Rights (ASCR) about the 

nature and date of an alleged civil rights violation.  

The completed AD-3027 form or letter must be submitted to:        

           mail:  Food and Nutrition Service, USDA 
                       1320 Braddock Place, Room 334 

                       Alexandria, VA 22314; or 

            fax:  (833) 256-1665 or (202) 690-7442; or 

            email:  FNSCIVILRIGHTSCOMPLAINTS@usda.gov 
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The American Institute of Professional 
Bookkeepers (AIPB) has established the Certi-
fied Bookkeeper (CB) credential, as the profes-
sional standard for bookkeepers. Certified 
Bookkeepers (CB’s) are to bookkeeping what 
CPA’s are to accounting; the cream of the pro-
fession. The seven courses in this certificate 
program focus on preparing you for the AIPB 
Certified Bookkeeper exams by helping you tru-
ly master the skills and knowledge required for 
certification.   

 

There are three requirements for becoming a 
Certified Bookkeeper:  

1. Pass tests on six specific subjects. 

2. Complete the minimum experience require-
ment. 

3. Agree in writing to adhere to the Certified 
Bookkeeper Code of Ethics. 

The program consists of  mastering the  
following seven modules: 
 
1. Double Entry Bookkeeping 
2. Adjusting Entries 
3. Correcting Entries 
4. Depreciation 
5. Payroll 
6. Inventory 
7. Internal Controls & Fraud Prevention 
 

 

An NVCC Proficiency Certificate will be award-
ed to students who successfully complete all 
seven Bookkeeping modules in the program. 
In order to achieve the Certified Bookkeeper 
credential, you will need to complete an appli-
cation to the American Institute of Profession-
al Bookkeepers (AIPB) at a cost of $210 which 
enables you to take the four exams. Students 
are advised to take each exam following the 
completion of the course. Textbook and learn-
ing materials are included in the cost of each 
course. 

Visit our website 

 

 

 

 

 

 

BOOKKEEPING CERTIFICATION 
 

Mastering Double-Entry Bookkeeping 
Accounting is the “language of business,” and 
bookkeeping plays an essential role in the opera-
tion of every successful business. In this course, 
students learn the accounting concepts and 
practices that   underlie all accounting systems, 
whether manual or software-based. They re-
ceive an introduction to the entire accounting 
cycle, from transactions analysis to preparation 
of journals, ledgers, trial balances and financial 
statements, including the Balance Sheet, Income 
Statement and Statement of Owner’s Equity.  
 

Mastering Correcting  
and Adjusting Entries 

 
This course is part of the AIPB Bookkeeping Cer-
tification. It covers everything students need to 
know for error corrections, bank reconciliations, 
and  accruals and deferrals.   

 
Mastering Depreciation  

and Payroll 
This course is part of the AIB Bookkeeping Certi-
fication. It covers everything students need to 
know about paying wages, withholding, depos-
iting and reporting taxes, correct use of govern-
ment forms, and depreciation on financial state-
ments, straight line, GAAP, production method, 
etc.  

Mastering Inventory, and  
Internal Controls & Fraud Prevention 

This course is part of the AIPB Bookkeeping Cer-
tification. It covers everything students need to 
know about accounting for inventory,  inventory 
recordkeeping using the perpetual and periodic 
methods, and inventory costing.  

 

 


