Bambridge Accountants

Personal Tax Internships
Bambridge Accountants is hiring a part-time accounting intern for their New York City office. 

Responsibilities
· Corresponding with clients, tax authorities and third parties on a daily basis on a wide variety of personal tax matters
· Technical research, preparing client documents including annual tax returns for clients within an allocated portfolio and ensuring all are compliant with tax regulations
· Monitoring client deadlines and advising on tax payments
· Responsible for providing consistent and quality client service which includes maintaining regular client contact through emails, letters telephone liaison and occasional meetings
· Success measures/performance indicators
· Feedback from managers, senior managers and client’s Accurate completion of tasks in timely fashion within budget

Requirements and prospects
Candidates must have excellent communications skills, as well as the personal skills necessary to work as a team member and maintain good relations with clients. It is expected that candidates will be able to demonstrate strong numerical and analytical skills and will be self-motivated.

Desired qualifications
· [bookmark: _GoBack]Students pursuing a Bachelor’s degree in Accounting (GPA: 3.0 or higher)
· Sophomore and Juniors preferred
· Excellent communication skills - both written and oral
· Proficiency in Excel, Word & Powerpoint
· A well-developed sense of client service and quality orientation
· Working as part of a team

Personal qualities
· Attention to detail and pride in work produced
· Organization of personal workload
· A proactive and analytical approach with a desire to progress

Location: 85 DELANCEY STREET, NY, NY 10002

Pay: $15/hour between 14-35 hours per week

Start Date: October 1st, 2018

To Apply: Send Cover Letter and Resume to ka.tom@cuny.edu


