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[bookmark: _Hlk50634592]JOB DESCRIPTION


	Job Title  
	Private Client- Manager / Senior Manager
	Department 
	Private Client

	Reports To 
	Private Client Partner 
	Location 
	Chesterfield 




	Role Overview: 

	To provide proactive and commercial tax advice to Private Clients of the firm, developing relationships (with clients, internally and with referrers), lead meetings, identify opportunities, scope for projects on a commercial basis, and provide good quality, technically sound advice.  

This role is a key part of a busy and successful team and will play a vital part in developing more junior members of the team where appropriate.  

[bookmark: _Int_kxmOs3IE]The individual must be very organised, hardworking, and have the ability to confidently deal with team members, Partners and be a self-starter. There will be a requirement for the role to be office-based to be able to embed themselves in the team, mentor junior members and be able to respond to urgent matters as they unfold.

The role would suit someone who is looking to take the next step in their career. An individual who is looking for a more manageable work life balance, interested in working for HNW individuals, including Trusts and possibly Estate administration work. The role would be ideal for someone who is looking for an opportunity to help shape the future of the department. 






	Key Responsibilities (based on experience): 

	
	· Provide good quality, commercial, and “value added” tax advice to Private Clients of the firm
· Field opportunities that come in through partners, Directors, the website and others
· Ultimately lead meetings, scope projects, and deliver work to budget and on time 
· Manage projects from start to finish 
· Support the Partners and Directors with the management of the department, the processes and delivery of work
· Support the Private Client team (and other members of the firm, as appropriate) with technical skills, management skills, marketing, networking etc.
· Reviewing complex Trust tax returns 
· Resolving ad hoc queries from the tax compliance and other departments
· Review work of others, as required
· Develop relationships with potential referrers in the professional community, including banks, lawyers, local authorities, property professionals and others
· [bookmark: _Hlk153446217]Lead with Will instructions (if possible, depending on experience)
· Ensure technical knowledge is kept up to date 
· Encourage ‘one tax team’ and ‘one firm’ approach to client work 
· Take a lead in the development of junior members of the team and help them to gain technical and practical experience of relevant tax issues
· Act as a role model for others within the firm
· Any ad hoc duties as requested by the firm
· Share ideas for continual personal and firm development
· Represent the firm to the highest level of professionalism







	[bookmark: _Hlk159944283]Skills / Experience / Qualifications: 

	· Demonstrable technical ability in the Private Client space
· CTA, STEP or other relevant qualifications preferred 
· Ability to deal with Private Clients, identify opportunities, agree fees and deliver work
· Ability to work well under pressure
· Ability to prioritise and manage own workload and that of others
· Excellent attention to detail and the ability to maintain accuracy
· Excellent interpersonal skills 
· Ability to communicate effectively at all levels
· Experience of working with Wills and Trusts (although training can be provided) 
· Ability to influence others 






	Additional Information

	· To carry out any other duties as identified to ensure the smooth running of the business. 
· Confidentiality - Where in the course of your duties you have access to confidential information relating to customers or clients you should ensure confidentiality is always maintained and any data is treated in accordance with company policies and procedures.
· Equal Opportunities - To support the business equality and diversity policy and promote an environment of inclusivity and support to customers and our people. 
· Health and safety - To adhere to health and safety procedures and to take responsibility for your own safety and that of others and report any incidents or concerns to line management. 
· Customer Focused - We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services always.
· Learning and Development - To participate in any learning and development identified as appropriate for the role and share ideas for continual personal and firm development. 
· Quality of our Work - To strive to maintain high standards of professionalism, work outputs and quality of work in line with the business priorities.
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