	
ROLE: SUPPORT STAFF (CLERKS & INTERNS)

	PURPOSE
	The Support Staff learn and apply their technical skills and work as part of a team carrying out tasks under close coaching and supervision.  This is a part-time role.

	RESPONSIBILITIES
	Performs bookkeeping and data entry of client information into accounting systems
Processes payroll through online payroll systems efficiently
Prepares payroll tax returns with IRS and state guidelines
[bookmark: _GoBack]Prepares client form 1099’s accurately
Provides a variety of ad hoc client services, such as updating schedules and calculations
Provides assistance to other staff on an as needed basis to reduce backlog
Prepares individual tax returns
Bookkeeping for internal firm projects
Develops an understanding of the firm’s business and the Associate role based on the competency model.
Develops technical skills on the job.
Effectively assisting team members to complete project components and assignment tasks.
Identifies task issues as well as task progress in a timely and organized manner.
Researches technical issues and participates in technical discussions relating to client assignments.
Effectively documents work electronically
Professional in all dealings at peer client level and builds working relationships.
Develops an understanding of client businesses.

	QUALIFICATIONS/SKILLS AND EXPERIENCE AND PERSONAL ATTRIBUTES
	Strong interpersonal and relationship building skills.
Team player with a positive – ‘can do’ approach.
Strong communication skills.
Proficient with firm technology and software
Builds strong team relationship skills.



