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POSITION DESCRIPTION

Job Title:   
TAX ASSOCIATE
Essential Functions:

· Assisting in the preparation of individual, partnership, corporate, and exempt tax returns
· Assisting with tax research, and collecting and inputting data 
· Working as a team member on tax engagements

· Interact successfully with clients & other employees

Job Requirements:

· Bachelor’s degree in a business-related discipline, with excellent accounting grades
· Successful internship within public accounting is a plus

· A general familiarity with tax return preparation
· A basic understanding of the tax process
· Familiarity with tax software is a plus

· Proficiency with Microsoft Office Suite
· Adaptability with the ability to pick up on concepts quickly
· Prioritizing and being accountable for multiple tasks
· Experience taking appropriate actions without being asked
· Ability to meet strict deadlines 

· Excellent verbal and written communication skills
