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Client Services Assistant - Position Description
Reports to:

· The Partners or Business Manager

Responsibilities:

· Client database management

· Set up of client files

· Client deletions

· IRD registrations

· Set up of client records folders

· Company formations

· On-going Company administration

· Company cessation support

· Family Trust administration

· Preparation of gifting documentation

· Preparation of annual client questionnaires

· Scheduling of client appointments

· Finalisation of annual client accounts

· E-filing of income tax returns

· Tax administration support

· ACC premium and cover management

· Banklink administration

· Intranet administration

· Client fee preparation support

· Debtor management support

· Ordering of stationery and other supplies

· Client payroll preparation

· Practice Trust Account administration

· Functions administration

· Client seminar administration

· Client newsletter administration

· Preparation of various client reports and correspondence

· Reception support as required

· Assistance for Partners and Business Manager

· Filing

· Any other tasks that might reasonably be requested
