Tax Return Assembler 
Assist with the timely delivery of administrative support to tax professionals, including:

· Assembling tax return packages for clients (paper) and maintain electronic file copies
· Communicate with clients regarding the delivery of tax return packages
· Assist with the inputting of client time reports

· Assisting in data entry
· Other duties to be discussed at interview
Preference will be given to candidates who:

· Have some experience working in MS Word, Lotus Notes and PDF Factory Pro (Adobe Acrobat)
· Are at ease working in a professional environment
· Possess excellent organizational skills with an attention to detail
· Have proven communication skills with ability to interact efficiently and effectively with both internal and external clients
· Are highly motivated and demonstrate ability to use own initiative and work independently 
· Demonstrate sound judgment regarding confidential and sensitive matters
 The successful candidate must:
· Be physically able to stand for extended periods of time and lift up to 50 pounds (moving boxes of tax files around the office)
· Be available for a 40 hour work week (Monday to Friday 8:00AM - 5:00PM), on a contract basis from the beginning of March to beginning of May
· Be flexible to work additional hours (evenings and weekends as needed)

If this position is of interest to you and you are able to meet all the above-mentioned requirements please email your resume to eileen.a.williams@ca.ey.com.

Eileen Williams
Supervising Associate, Enterprise Support Services

Ernst & Young
