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JOB TITLE:	Client Service Co-ordinator (Audit & Accounts Team)

REPORTS TO:	Senior Audit Manager 

OBJECTIVE:	To provide administrative support to the Audit and Accounts Team

HOURS:	37.5 per week


KEY DUTIES:


· Scanning – Scanning incoming post and saving to the firm’s electronic Document Management System on a twice daily basis and scanning and saving documents at partner request on an ad hoc basis.  Ensuring consistency in the formatting and document naming to ensure easy retrieval.  Filing paper copies of documents where this is required

· Organising meetings  – Liaising with Partner PAs and Audit Management Team to ensure client meetings, briefing meetings and debrief meetings are arranged on a timely basis. Booking rooms for meetings on request.  

· Correspondence – Engagement letter production, co-ordinating the work flow to ensure accounts are submitted to Companies House before final deadline and that Bank letters are produced and submitted prior to an audit commencing.

· Booking accommodation for Audit team where the client is based out of the local area.

· Job Planning Administration – using Excel to update the job planning system on a daily basis.

· Stocktakes - Scheduling and communicating the staffing of stocktakes.

· Billing & WIP – Taking information from managers to process bills and WIP provisions.

· Document Preparation – Printing and binding documents for meetings and for finalisation of accounts etc, to a high quality in the consistent house style.  Printing letters, envelopes, bills etc at the request of staff.  Printing and binding sets of accounts in preparation for sending to the clients.  Occasional note taking at internal meetings and formatting notes provided by Audit staff of client meetings.  Ensuring all accounts and other documents are appropriately stored in the relevant Document Management System.

· New Client Process - Completion of new client checklist and ensuring all pre-appointment checks and processes are carried out to schedule. 

· Ad-hoc support duties –Assisting with other administrative duties as necessary.




Person specification

The successful candidate will:

· Have a keen eye for detail and ensure accuracy in all aspects of their work.

· Demonstrate a high level of skill using Microsoft Word, Excel and Powerpoint including formatting and presentation of documents.

· Demonstrate the ability to organise and prioritise own workload. 

· Demonstrate excellent communication and interpersonal skills.

· Have experience of working in an administrative role, ideally within an office environment.  Experience within professional services would be an advantage.


Please note: the selection process for this role will include numerical and verbal reasoning tests and a skills based assessment.
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