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[bookmark: _1dewqkphnaf5]Section 1: Instructions for using the KPI Guide in your Performance Management System

· Identify the relevant KPIs: Depending on your role in the organization, you may want to focus on different KPIs. For example, HR professionals may want to track cost per hire, while managers may be more interested in the time-to-fill metric.

· Determine the time frame: Decide on the time frame for tracking each KPI. For example, you may choose to track the number of qualified technical candidates sourced and engaged per month.

· Collect the data: Collect the necessary data to calculate each KPI. For example, to calculate the candidate acceptance rate, you will need to  know the number of job offers accepted and the total number of job offers.

· Calculate the KPIs: Use the formulas provided in the table to calculate each KPI.

· Interpret the results: Once you have calculated the KPIs, interpret the results to evaluate the effectiveness of the performance management system. For example, if the time-to-fill metric is high, it may indicate that the recruitment process needs to be streamlined.

· Use the results to make improvements: Regularly collect the necessary data for each KPI.  Keep track of the results over time to monitor performance, identify areas for improvement, and ensure compliance with regulations. Use the insights gained from the KPIs to make improvements to the performance management system. For example, if the candidate satisfaction rate with the recruitment process is low, consider making changes to improve the candidate experience.

[bookmark: _p60m2533t1n8]Section 2: Key Performance Indicators For Accounting Specialist

	KPI
	Detailed Description
	Formula

	Accounts Payable Accuracy
	This KPI measures the accuracy of recording and processing accounts payable transactions.
	(Total Number of Accurate Accounts Payable Transactions) / (Total Number of Accounts Payable Transactions) x 100%

	Accounts Receivable Turnover
	This KPI assesses the effectiveness of collecting outstanding receivables.
	Net Credit Sales / Average Accounts Receivable

	General Ledger Accuracy
	This KPI evaluates the accuracy of recording financial transactions in the general ledger.
	(Total Number of Accurate General Ledger Entries) / (Total Number of General Ledger Entries) x 100%

	Financial Reporting Timeliness
	This KPI measures the timeliness of preparing and delivering financial reports.
	Number of Financial Reports Delivered On Time / Total Number of Financial Reports x 100%

	Budget Variance
	This KPI assesses the variance between actual expenses and budgeted expenses.
	(Actual Expenses - Budgeted Expenses) / Budgeted Expenses x 100%

	Cash Flow Forecast Accuracy
	This KPI measures the accuracy of cash flow forecasts compared to actual cash flow.
	(Actual Cash Flow - Forecasted Cash Flow) / Forecasted Cash Flow x 100%

	Month-End Closing Efficiency
	This KPI evaluates the efficiency of completing month-end closing procedures.
	(Number of On-Time Month-End Closings) / (Total Number of Month-End Closings) x 100%

	Audit Compliance
	This KPI assesses the level of compliance with internal and external audit requirements.
	(Number of Audit Findings Addressed) / (Total Number of Audit Findings) x 100%

	Document Accuracy
	This KPI measures the accuracy of maintaining financial records and documentation.
	(Number of Accurate Documents) / (Total Number of Documents) x 100%

	Regulatory Compliance
	This KPI assesses the level of compliance with accounting regulations and best practices.
	(Number of Compliance Violations) / (Total Number of Compliance Requirements) x 100%
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