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Client Services Assistant
We are a well respected Chartered Accounting practice in Richmond.  We require a Client Services Assistant to perform a wide range of tasks.  The position is fulltime and previous experience in Chartered Accounting is not essential.

The role will involve:

· Preparation of client wages
· Formatting and presentation of client reports

· Management of client Banklink data and client workflow database

· Administration of our clients company registers and documents

· Formation of new companies and setup of new clients

· Preparation of client newsletters

· Working closely with our Client Services Manager on a wide array of tasks
For full list of responsibilities refer to Position Description on www.caca.co.nz

The person we require will have:

· Excellent MS Word skills

· Competent MS Excel and PowerPoint skills

· The ability to manage and prioritise tasks

· A great attitude and a sense of humour

· Teamwork skills

· Initiative

We offer:

· A fabulous working environment

· A very competitive remuneration package

· Significant potential for advancement and promotion

· A comprehensive training programme

· A comprehensive internal intranet that provides you with the templates and resources you need to do a fantastic job

Please complete the application form available from our office at 270a Queen Street, Richmond or download the application form from our website and send it in along with your CV to Patrick Adamson, P O Box 3115, Richmond, Nelson 7050 or email patrick@caca.co.nz 
Closing date:  17 February 2012
