
ÍïìïèåôéêÞ êáôï÷ýñùóç

Áðáñáßôçôç ðñïûðüèåóç ãéá ôïí äéïñéóìü óôïí äçìüóéï ôïìÝá áðïôåëåß
ç êáôï÷Þ ôïõ Äéðëþìáôïò ÅðáããåëìáôéêÞò ÊáôÜñôéóçò ôïõ Ï.Å.Å.Ê. (Ð.Ä.
50/2001, Ö.Å.Ê. 39 / Ôåý÷ïò Á´ / 5-3-2001 «Êáèïñéóìüò ôùí ðñïóüíôùí äéï-
ñéóìïý óå èÝóåéò öïñÝùí ôïõ äçìüóéïõ ôïìÝá»).

Ïé áðüöïéôïé Ô.Å.Å. Â´ êýêëïõ ìå ðñïûðçñåóßá 10 åôþí êáé ïé áðüöïéôïé
É.Å.Ê. ìå ðñïûðçñåóßá 8 åôþí ìðïñïýí íá åîåëé÷èïýí óå ËïãéóôÝò Öïñï-
ôå÷íéêïýò Ä´ ôÜîåùò óýìöùíá ìå ôï Í. 2515/97 (Ö.Å.Ê. 154 / Ôåý÷ïò Á´ / 25-
7-97). Óôç óõíÝ÷åéá, åöüóïí óõìðëçñþóïõí 5 Ýôç óå áõôÞ ôç èÝóç êáé ðå-
ôý÷ïõí óôéò ó÷åôéêÝò åîåôÜóåéò, ìðïñïýí íá ðñïá÷èïýí óå ËïãéóôÝò Öïñï-
ôå÷íéêïýò Ã´ ôÜîåùò, üðùò ðñïâëÝðåôáé áðü ôéò äéáôÜîåéò ôïõ Ð.Ä. 340/98
(Ö.Å.Ê. 228 / Ôåý÷ïò Á´ / 06-10-98).

ÅðáããåëìáôéêÝò ïñãáíþóåéò

Ïé Âïçèïß ËïãéóôÝò åêðñïóùðïýíôáé áðü ôçí ÐáíåëëÞíéá Ïìïóðïíäßá
Ëïãéóôþí, óôçí ïðïßá õðÜãåôáé ç ¸íùóç Åðáããåëìáôéþí Ëïãéóôþí êáé ôá
ðáñáñôÞìáôÜ ôçò áíÜ ôçí ÅëëÜäá.

ÐáíåëëÞíéá Ïìïóðïíäßá Ëïãéóôþí
ÊÜíéããïò 27, ÁèÞíá 106 82
ôçë.: 210 3810081
HëåêôñïíéêÞ ä/íóç: www.pol.org.gr

¸íùóç Åðáããåëìáôéþí Ëïãéóôþí Ðñùôåõïýóçò
ÊÜíéããïò 27, ÁèÞíá 106 82
ôçë.: 210 3802923, fax: 210 3801227
HëåêôñïíéêÞ ä/íóç: www.eelp.gr

Ðñüóèåôåò ðçãÝò ðëçñïöüñçóçò

Ïñãáíéóìüò ÅðáããåëìáôéêÞò Åêðáßäåõóçò êáé ÊáôÜñôéóçò (Ï.Å.Å.Ê.)
Ëåùö. ÅèíéêÞò ÁíôéóôÜóåùò 41, 142 34 ÍÝá Éùíßá
ôçë.: 210 2709083-4
HëåêôñïíéêÞ ä/íóç: http://www.oeek.gr

BÏÇÈÏÓ ËÏÃÉÓÔÇ
Assistant Account

Ï/Ç åðáããåëìáôßáò ðïõ áó÷ïëåßôáé ìå ôçí êáôáãñáöÞ 
êáé ôçí åðåîåñãáóßá ôùí ïéêïíïìéêþí óôïé÷åßùí ìéáò åðé÷åßñçóçò

êáé ôç äéåêðåñáßùóç ôùí óõíáëëáãþí ôçò, 
áõôüíïìá Þ õðü ôçí åðïðôåßá ôïõ ëïãéóôÞ.

ÁËËÅÓ ÐËÇÑÏÖÏÑÉÅÓ

Åèíéêü ÊÝíôñï Åðáããåëìáôéêïý Ðñïóáíáôïëéóìïý (Å.Ê.Å.Ð.)
Ðáñáóßïõ 1 & Á÷áñíþí 99, Ô.Ê. 104 40 ÁèÞíá

Ôçë.: +30 210-8233669, Fax: +30 210-8233772
E-mail: info@ekep.gr, URL: http://www.ekep.gr

cyan magenta yellow black



Ï/Ç Âïçèüò ËïãéóôÞ óõìâÜëëåé óçìáíôéêÜ óôçí êáëÞ ëåéôïõñãßá ìéáò
åðé÷åßñçóçò. Áðü ôç äïõëåéÜ ôïõ åîáñôÜôáé ç êáôáãñáöÞ ôçò ðñáãìáôéêÞò
ïéêïíïìéêÞò ôçò êáôÜóôáóçò, ç óõíÝðåéÜ ôçò óôéò óõíáëëáãÝò ìå ôéò êñáôéêÝò
õðçñåóßåò êáé ç ïìáëÞ ó÷Ýóç ìå ôïõò ðñïìçèåõôÝò êáé ôïõò ðåëÜôåò.

ÁíÜëïãá ìå ôçí åðé÷åßñçóç óôçí ïðïßá åñãÜæåôáé, ïé äñáóôçñéüôçôÝò ôïõ
ðåñéëáìâÜíïõí ôçí ôÞñçóç ëïãéóôéêþí âéâëßùí, ôçí ðñïåôïéìáóßá êáé
Ýêäïóç ðáñáóôáôéêþí (äåëôßá áðïóôïëÞò, ôéìïëüãéá, áðïäåßîåéò åßóðñáîçò
ê.ô.ë.), ôç óõãêÝíôñùóç, ôïí Ýëåã÷ï êáé ôçí êùäéêïðïßçóç ôùí åéóåñ÷üìåíùí
ðáñáóôáôéêþí êáé ôçí ôÞñçóç ôùí ó÷åôéêþí áñ÷åßùí, óýìöùíá ìå ôéò
õðÜñ÷ïõóåò äéáôÜîåéò. 

Äéåêðåñáéþíåé åñãáóßåò ðïõ ó÷åôßæïíôáé ìå ôñÜðåæåò, áóöáëéóôéêÜ ôá-
ìåßá, åöïñßåò êáé Üëëåò äçìüóéåò õðçñåóßåò êáé ðáñáêïëïõèåß ôçí êßíçóç
ôùí ëïãáñéáóìþí ôùí ðåëáôþí. 

Åßíáé åðéðëÝïí áñìüäéïò ãéá ôçí ôÞñçóç ôáìåßïõ (åßóðñáîç ëïãáñéáóìþí
êáé åîüöëçóç ïöåéëþí), ôçí ðñïåôïéìáóßá åðéôáãþí êáé ôç óõãêÝíôñùóç êáé
åðåîåñãáóßá ôùí óôïé÷åßùí ðïõ åßíáé áðáñáßôçôá ãéá ôçí áîéïëüãçóç
ðñïóöïñþí.

Óôéò áñìïäéüôçôÝò ôïõ ðåñéëáìâÜíïíôáé åðßóçò ç óõìðëÞñùóç ôùí ðñïâëå-
ðüìåíùí åíôýðùí ãéá äéÜöïñåò õðçñåóßåò êáé ç óõóôçìáôïðïßçóç ôùí
ïéêïíïìéêþí óôïé÷åßùí ãéá ôçí ðñïåôïéìáóßá ôïõ åôÞóéïõ éóïëïãéóìïý. ÔÝëïò,
öñïíôßæåé ãéá ôçí ïñãÜíùóç ôïõ ëïãéóôçñßïõ õðü ôçí åðïðôåßá ôïõ ËïãéóôÞ.

Óôçí åñãáóßá ôïõ ÷ñçóéìïðïéåß áðáñáßôçôá Ç/Õ êáé åîïðëéóìü ãñáöåßïõ
(ôçëÝöùíá, fax, áñéèìïìç÷áíÝò).

ÔÜîç, ìåèïäéêüôçôá êáé ïñãÜíùóç åßíáé ìåñéêÜ áðü ôá êýñéá ÷áñáêôç-
ñéóôéêÜ ôïõ Âïçèïý ËïãéóôÞ. 

ÐñÝðåé, åðßóçò, íá äéáêñßíåôáé ãéá ôéò õðïëïãéóôéêÝò ôïõ éêáíüôçôåò, ôçí
åõ÷Ýñåéá óôç ÷ñÞóç áñéèìþí, ôçí éêáíüôçôá óõãêÝíôñùóçò ôçò ðñïóï÷Þò,
ôçí ïñèïëïãéêÞ óêÝøç, ôçí õðïìïíÞ êáé ôçí åðéìïíÞ ôïõ. 

ÐñÝðåé íá åßíáé óõóôçìáôéêüò, ôõðéêüò êáé ðïëý ðñïóåêôéêüò óôç äïõëåéÜ
ôïõ, íá Ý÷åé êáëÞ ìíÞìç êáé íá ôïí ÷áñáêôçñßæåé å÷åìýèåéá. 

Ç ïñèÞ êñßóç êáé ç áðïöáóéóôéêüôçôÜ ôïõ ôïí âïçèÜíå íá áíôáðïêñßíåôáé
óùóôÜ óôéò åðåßãïõóåò åñãáóßåò êáé óõíáëëáãÝò.

Áðáñáßôçôá ðñïóüíôá ãéá ôçí Üóêçóç ôïõ åðáããÝëìáôïò åßíáé ç åîïéêåßùóç
ìå ôç ÷ñÞóç ôùí çëåêôñïíéêþí õðïëïãéóôþí, ç éêáíüôçôá åêìÜèçóçò ôùí
åéäéêþí ðáêÝôùí ëïãéóìéêïý ðïõ ÷ñçóéìïðïéåß ç åôáéñåßá êáé ç äéáñêÞò åíç-
ìÝñùóç ó÷åôéêÜ ìå ôéò áëëáãÝò óôç íïìïèåóßá (öïñïëïãéêÞ, áóöáëéóôéêÞ êáé
åñãáôéêÞ).

Ï Âïçèüò ËïãéóôÞ åñãÜæåôáé óõíÞèùò õðü ôçí åðïðôåßá ËïãéóôÞ, ôéò ïäç-
ãßåò ôïõ ïðïßïõ áêïëïõèåß. Êáèþò ðñüêåéôáé ãéá ìéá õðåýèõíç äïõëåéÜ ðïõ
áðáéôåß ðñïóï÷Þ êáé áõôïóõãêÝíôñùóç, ôï ãñáöåßï ôïõ åßíáé óõíÞèùò ìáêñéÜ
áðü ôïõò ÷þñïõò õðïäï÷Þò êáé åîõðçñÝôçóçò ôùí ðåëáôþí. 

Ïé áêñéâåßò óõíèÞêåò åñãáóßáò ôïõ åîáñôþíôáé áðü ôï ìÝãåèïò êáé ôï åðßðå-
äï ïñãÜíùóçò ôçò åðé÷åßñçóçò. 

Óôéò ìéêñüôåñåò åôáéñåßåò, ãéá ðáñÜäåéãìá, óõ÷íÜ ÷ñåéÜæåôáé íá êÜíåé êáé
êÜðïéåò åñãáóßåò åêôüò ãñáöåßïõ, üðïõ óõ÷íÜ áíôéìåôùðßæåé ãñáöåéïêñáôéêÝò
äõóêïëßåò. 

ÊáíïíéêÜ åñãÜæåôáé üóï ðñïâëÝðåôáé áðü ôç ó÷åôéêÞ óõëëïãéêÞ óýìâáóç,
áëëÜ ôçí ðåñßïäï ôçò ðñïåôïéìáóßáò ôùí öïñïëïãéêþí äçëþóåùí, êáèþò êáé
üôáí óõíôÜóóåôáé ï éóïëïãéóìüò êáé ôá áðïôåëÝóìáôá ÷ñÞóåùò ôùí åôáéñåéþí
Þ üôáí ãßíåôáé öïñïëïãéêüò Ýëåã÷ïò, åñãÜæåôáé õðåñùñéáêÜ êáé ðïëëÝò öïñÝò
êÜôù áðü óõíèÞêåò ðßåóçò.

Ï åíäéáöåñüìåíïò Ý÷åé óôç äéÜèåóÞ ôïõ ðïëëÝò åêðáéäåõôéêÝò åðéëïãÝò.
ÓõãêåêñéìÝíá, ìðïñåß íá óðïõäÜóåé:

á) Óå äçìüóéá Þ éäéùôéêÜ Ô.Å.Å. Á´ êýêëïõ (2 Ýôç) êáé Â´ êýêëïõ (1 Ýôïò) óôïí

ôïìÝá Ïéêïíïìßáò êáé Äéïßêçóçò, óôçí åéäé-
êüôçôá «ÕðÜëëçëïò Ïéêïíïìéêþí Õðçñå-
óéþí».

â) Óå äçìüóéá Þ éäéùôéêÜ É.Å.Ê., óôçí ÏìÜ-
äá Ïéêïíïìéêþí ôïõ ÔïìÝá ×ñçìáôïðéóôù-
ôéêþí êáé Äéïéêçôéêþí Õðçñåóéþí ùò «Åéäéêüò
Ìç÷áíïãñáöçìÝíïõ Ëïãéóôçñßïõ» êáé «Åéäé-
êüò Öïñïôå÷íéêïý Ãñáöåßïõ». ÌåôÜ áðü åðéôõ-
÷Þ óõììåôï÷Þ óôéò åîåôÜóåéò ðéóôïðïßçóçò ôïõ
Ïñãáíéóìïý ÅðáããåëìáôéêÞò Åêðáßäåõóçò êáé
ÊáôÜñôéóçò (Ï.Å.Å.Ê.) ôïõ Õðïõñãåßïõ Ðáé-
äåßáò, ðáñÝ÷åôáé ôï Êñáôéêü Äßðëùìá Ìåôá-
äåõôåñïâÜèìéáò ÅðáããåëìáôéêÞò ÊáôÜñôéóçò.
Ôï äßðëùìá áíáãíùñßæåôáé óå üëç ôçí Åõñù-
ðáúêÞ ¸íùóç, äéåõñýíïíôáò Ýôóé ôéò ðñïïðôé-
êÝò Üóêçóçò ôïõ åðáããÝëìáôïò êáé óõíÝ÷éóçò ôùí óðïõäþí.

ã) Óå ÅñãáóôÞñéá ÅëåõèÝñùí Óðïõäþí, áðü üðïõ ÷ïñçãåßôáé âåâáßùóç
ðáñáêïëïýèçóçò.

ä) Óå ÊÝíôñá ÅðáããåëìáôéêÞò ÊáôÜñôéóçò (Ê.Å.Ê.), óå ãíùóôéêÜ áíôé-
êåßìåíá üðùò ç Ìç÷áíïãñáöçìÝíç ËïãéóôéêÞ, áðü üðïõ ÷ïñçãåßôáé âå-
âáßùóç ðáñáêïëïýèçóçò. Ó÷åôéêÝò ðëçñïöïñßåò äßíïíôáé áðü ôéò õðçñåóßåò
ôïõ Ï.Á.Å.Ä. êáé ôá Ê.Å.Ê.

Ùò âïçèïß ëïãéóôÝò ìðïñïýí åðßóçò íá åñãáóôïýí êáé ïé áðüöïéôïé ïé-
êïíïìéêþí ó÷ïëþí ôçò ôñéôïâÜèìéáò åêðáßäåõóçò (Á.Å.É. êáé Á.Ô.Å.É.).

Ï Âïçèüò ËïãéóôÞ ìðïñåß íá áðáó÷ïëçèåß óå ïðïéïíäÞðïôå ôïìÝá õðÜñ÷åé
ïéêïíïìéêÞ äñáóôçñéüôçôá êáé åéäéêüôåñá: óå êÜèå åßäïõò éäéùôéêÝò åðé÷åéñÞ-
óåéò, ëïãéóôéêÜ êáé ÷ñçìáôéóôçñéáêÜ ãñáöåßá, ôñÜðåæåò, áóöáëéóôéêÝò åôáéñåßåò,
óõíåôáéñéóìïýò, óå Äçìüóéåò Åðé÷åéñÞóåéò ÊïéíÞò ÙöÝëåéáò, Ïñãáíéóìïýò
ÔïðéêÞò Áõôïäéïßêçóçò, êáèþò êáé óå äçìüóéåò õðçñåóßåò. 

ÄåäïìÝíïõ üôé ëïãéóôéêÝò åñãáóßåò õðÜñ÷ïõí óå üëïõò áíåîáéñÝôùò ôïõò
ïñãáíéóìïýò, ïé ðñïïðôéêÝò ôïõ åðáããÝëìáôïò åßíáé èåôéêÝò.

ÖÕÓÇ ÅÑÃÁÓÉÁÓ

ÉÊÁÍÏÔÇÔÅÓ-ÄÅÎÉÏÔÇÔÅÓ

ÓÕÍÈÇÊÅÓ ÅÑÃÁÓÉÁÓ

ÅÊÐÁÉÄÅÕÓÇ

ÁÐÁÓ×ÏËÇÓÇ

cyan magenta yellow black



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>






    /TUR <>
    /HEB (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


