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[bookmark: _Toc243835318]Task 1a: My Chosen Career

A warehouse bookkeeper is responsible for keeping financial records organised and accurate. Their duties include checking invoices, recording payments, calculating costs and keeping records of stock purchases. They use computers and spreadsheets to help manage business information.
Important skills for this career include numeracy, IT, organisation and attention to detail. Numeracy helps with calculations, while IT skills help with Excel and accounting software. Good organisation helps keep records up to date, and communication skills are useful when speaking to suppliers and warehouse managers [1].
My study skills will help me prepare for this career. Research skills will help me find reliable information, and time management will help me complete work on time. I can also practise Excel formulas and maths to improve my accuracy. These skills will help me become more confident and prepared for employment.[2]
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AI assistants can help warehouse bookkeepers organise information and complete tasks more efficiently.
ChatGPT can explain bookkeeping topics and help create example stock tables. I could use it to learn how to calculate the total value of warehouse stock. However, I must check its answers because AI can make mistakes.
Microsoft Copilot can help with Excel formulas and spreadsheets. I could use it to calculate stock costs and organise financial information. This could save time, but I would need to check the results.
Gemini can help with research and creating checklists. I could use it to create a checklist for checking invoices against delivery records. However, I would need to make sure its information is correct.

Overall, these tools could save time and help me learn new skills. However, I would protect confidential information and check all important calculations before using them at work.
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Figure 2 shows ChatGPT creating a sample warehouse stock table and explaining the calculations.
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                                                          Fig 3 (a)
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                                                                   Fig 3 (b)
[image: ]
                                                                       Fig 3 (c)
Caption: Figure 3(a,b&c) shows Copilot explaining an excel formula that can help calculate warehouse stock values.
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Caption: Figure 4 shows Gemini creating a checklist to help a warehouse bookkeeper check invoices.
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After entering the formula in D2:

1. Click cell D2
2. Move your cursor to the small square in the bottom-right corner of the cell (fill handle).

3. Drag it down to D3 and D4.

Excel will automatically adjust the formulas:
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This is a very common formula used by warehouse bookkeepers to track the value of inventory on hand.
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| am studying to become a warehouse bookkeeper. Create a
simple 5-step checklist for checking a supplier invoice
against a warehouse delivery record.

Here is a simple, 5-step checklist for matching a supplier invoice against a warehouse delivery
record (often called a Goods Received Note or GRN) to ensure accuracy before payment.

Supplier Invoice Verification Checklist
1. Verify the Header and Vendor Details

o Check that the supplier’s name, address, and contact information on the invoice
match your approved vendor file and the delivery record.

o Confirm that the invoice number, date, and payment terms (e.g., Net 30) align with
your purchasing agreement.

2. Match Quantities (The "Physical" Check)

o Compare the quantities billed on the invoice line-by-line with the quantities recorded
on the warehouse delivery receipt / Goods Received Note (GRN).

o Ensure any backorders, short shipments, or damaged goods noted during receiving
are correctly excluded or credited.

3. Verify Pricing and Discounts

o Cross-reference the unit prices on the invoice against the original Purchase Order
(PO) or agreed contract rates.

o Check that any applicable volume discounts, promotional rates, or early-payment
terms have been correctly applied.

4. Recalculate Totals and Taxes

o Double-check the math: multiply the verified quantities by the unit prices for each
line item.

©  Review shipping/freight charges, handling fees, and taxes to ensure they match what
was quoted or authorized on the PO.

5. Approve and File for Payment

o Once all discrepancies are resolved and the 3-way match (PO, Delivery Record, and
Invoice) is complete, sign off or digitally approve the invoice.

o Route the verified invoice to the accounts payable department for timely entry and
payment scheduling, and archive the records for auditing.

Pro-Tip for Bookkeepers: Always flag discrepancies immediately. If a delivery
record shows 50 units received but the invoice bills for 66, do not approve the
invoice until you contact the supplier or warehouse staff to resolve the
variance.

Would you like to explore common examples of delivery discrepancies or learn more about the
3-way matching process?
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Warehouse Stock Calculation Table

As a warehouse bookkeeper, you need to record the quantity of each item, the price
per item, and the total value of the stock.

Warehouse Item Quantity Price per Item (£) Total Value (£)
Cardboard boxes 50 £2.00 £100.00
Safety gloves 30 £5.00 £150.00
Packing tape 40 £1.50 £60.00
Total stock value 120 - £310.00

How | calculated the totals

To calculate the total value of each warehouse item, | multiplied the quantity by the
price per item.

Formula:

Total value = Quantity x Price per item

Examples:
« Cardboard boxes: 50 x £2.00 = £100.00
+ Safety gloves: 30 x £5.00 = £150.00
« Packing tape: 40 x £1.50 = £60.00

To calculate the total warehouse stock value, | added all three totals together:
£100 + £150 + £60 = £310.00

Why this is important for a warehouse bookkeeper

Calculating stock values helps a warehouse bookkeeper keep accurate financial
records, monitor stock levels, and understand how much money is invested in
warehouse goods. It also helps the business check that its stock records are
correct.

[ e

ChatGPT can make mistakes. Check important info.

@) <




image2.png
&« > C M 25 copilot.cloud.microsoft/chat/conversation/462291e6-6ab2-47dd-bde8-f4037d92ebde?fromcode=cmmu8qodizi&lhredire.. & ¢ (4] 9| = o H

88 | @ Meetthesoccer cha.. &J Acer Accessory Store  [U] Pakistani Talk Shows... @8 How to Create an E... Tutorial: Get started... (& Coursera | Build Skil... » | [ AllBookmarks
Copilot (1] Autov oo

@ New chat =
Q search i am training to be a warehouse bookkeeper. Explain how to use an excel

My Library formula to calculate total stock value by multiplying quantity by unit price.

B Agents Give me a simple example.

B3 Notebooks

Pinned

In warehouse bookkeeping, the total stock value of an item is calculated by:
@ Study and Learn

Excel [

Chats 1 -Quantity * Unit Price

i am training to be a ware

Simple Example

Suppose your worksheet looks like this:

Item Quantity Unit Price (£) Total Value (£)
Boxes 50 200 ?
Tape Rolls 20 150 ?
Labels 100 025 ?

If:

« Quantity is in column B
« Unit Price is in column C

« Total Value is in column D
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