
 
Job description 

 

Title:      Client Manager - Accountant 

Reports to:  Paul Miller  & Ant Miller 

  

 

Job purpose: 

To ensure that; 
 

• liaising with clients to assist them with queries in their businesses 

• Accounts are prepared to a high standard for all clients and in time to meet deadlines 

• Self –assessment tax returns are competed correctly and on time to meet deadlines 

 

Key accountabilities: 

1. Complete statutory and management accounts for clients using the records provided in the most 

time efficient way possible. 

2. Ensure that working paper files are completed to a high standard in order for them to be reviewed 

by the office manager. 

3. Ensure that inadequacies in the client’s records are notified to the manager/client in order that 

these problems can be rectified. 

4. Prepare self assessment tax returns for clients. 

5. Ensure that you are aware of all job budgets prior to commencement of a job and that these are 

adhered to. Any deviation must be notified to the office manager prior to further work being 

undertaken. 

6. Monitor and manage your job allocation to ensure that jobs are prioritised and completed on 

time. 

7. Be able to help with the training of team members when the need arises. 

8. Assisting with and running training events for our clients 

9. Attend training courses and maintain a continual development of knowledge and skills. 

10. Adhere to health and safety policy, and other requirements relating to care of equipment. 

11. Acting in the best interests of the company and working as a team member at all times.  



Key skills and experience: 

1. Excellent accounts and tax knowledge. 
2. Excellent PC skills including Xero, word and excel and preferably IRIS. 
3. Excellent communication skills, both oral and written. 
4. Flexible attitude to work and the ability to work as part of a busy team to ensure the overall 

efficiency of the team. 
5. Excellent time management skills to ensure that all jobs are completed efficiently and within 

budget. 
6. A passion about the cloud 

 

 

 

 
 
Agreed by: 
 
Date: 
 
Review date:  
 
This job description is subject to periodic review in line with business requirements. 


