	ROLE: ASSOCIATE – LEVEL 2 (SUBJECT MATTER EXPERT)

	PURPOSE
	The Associate – Level 2 is the main point of contact for their assigned clients and all associated projects and is a subject matter expert in a practice area of the firm.  This is a salary, exempt role.

	RESPONSIBILITIES
	Responsible for all aspects of client management in accordance with Client Interaction Program.
Supervises work of support staff on their assigned clients, including 1099 preparation, payroll preparation and bookkeeping
Performs compilation and review services independently; performs subsequent review of analytical procedures for Review engagements
Takes the lead on audits- preparing audit risk assessments , accompanies on client visits, updates PBC list, reviewing workpapers of lesser skilled, discussions with lawyers & bankers
Prepares business tax returns, provides tax planning services , and reviews individual tax returns prepared by support staff
Performs government contract consulting projects with limited supervision
Assists other staff with complex issues related to Associate – Level 2’s area of specialization
Performs financial analysis including observations
Prepares summary budgets and performs other financial management consulting projects with limited supervision
Conducts new staff orientation and become a team mentor
Assists in proposal development and research gathering as requested.
Participates in office wide initiatives – process improvements, recruitment, marketing etc.
Manages multiple client assignments simultaneously, ensuring overall success of each project.
Identifies client’s needs/opportunities in order to sell/cross-sell products or services.
Occasionally reviews workpapers and reports of lesser skilled Associates
Manages the implementation of solutions for clients.
Develops skills in all core competency areas and applies them effectively.

	QUALIFICATIONS/SKILLS AND EXPERIENCE AND PERSONAL ATTRIBUTES
	Bachelor’s degree with at least 30 credits in Accounting; working toward CPA certification; 
2 years accounting experience; including 1 year performing compilations, reviews, and audits in a public accounting firm
1 year experience using QuickBooks
1 year experience using audit/workpaper software
Developing technical knowledge.
Strong interpersonal and relationship building skills.
Team player with a positive – ‘can do’ approach.
Strong communication skills.
An in-depth knowledge of firm products and services.
[bookmark: _GoBack]An in-depth understanding of market trends including opportunities, global and local business initiatives
Able to navigate fluidly in a totally paperless environment



