
 
 
 
 
Role: Bookkeeper 
Department: Private Client Tax    
Vacancy Location: Leatherhead 
Contract Length: Permanent 
Contract Type: Either full-time or part-time (minimum of 25 hours per week)  
 
Your Opportunity and Role 
 
Rawlinson & Hunter (“R&H”) is recruiting for a Bookkeeper to support the Private 
Client Tax team to accurately process and report of investment transactions.   
 
The Private Client Tax Department of R&H provides a range of services to a wide 
variety of clients.  This includes the preparation of Self-Assessment tax returns for 
our clients and dealing with all aspects of tax advice. The clients are of a quality and 
diversity that you would expect from an international practice.  
  
The total staff of the wider department (the combined London and Leatherhead 
groups) is approximately 45.  The current vacancy is based in the Leatherhead office, 
but the candidate will be expected to support the wider group as necessary.   
 
Your day to day work will encompass: 
 

 Processing of 
- Tax packs 
- Statements within Sectax 
- CCH Trust accounts 

 The accurate reporting of capital and income transactions to include: 
- Processing transactions on a daily basis  
- The accurate data entry of contract notes, dividend and interest vouchers 

to produce such reports 
- The production of end of year reports  
- The reconciliation of year end reports to external investment reports 

received  
- Checking and clearing any discrepancies by way of published information 

reviews  
- Liaison with the tax department staff over queries 

 The assistance of forecasted numbers required on request for tax planning 
purposes  

 Other ad hoc data input duties as required 
 
Requirements 
 
The successful candidate will be able to demonstrate the following skills, experience 
and attributes: 
 

 Have prior bookkeeping skills, preferably with some experience with CCH 
Trust Accounts (although this is not essential)  

 An understanding of Capital Gains tax 

 Personable, helpful and able to work effectively in a team  

 Produce work that is consistently accurate and of the highest quality 



 Computer literate and able to work at speed  

 Well organised and able to juggle different priorities  

 Have the confidence to engage with staff of all levels  

 Minimum GCSE grade B (or equivalent) in Maths and English 
 
About our Firm 
 
We are an international firm of Chartered Accountants with 18 partners and over 200 
staff in the UK. We specialise in personal and corporate taxation and financial advice 
to international groups and private individuals from three offices in London and 
Leatherhead. Our Firm was established over 80 years ago and ranks amongst the 
top thirty practices in the UK; we are the largest firm of Chartered Tax Advisers in the 
UK.  
 
In addition to the UK offices, we have ten overseas offices employing in excess of 
400 staff which have developed from the substantial amount of international work in 
which the Firm is involved. 
 
We are an equal opportunity’s employer and pride ourselves on our increasing 
diversity of our workforce. We believe in the best person for the job. 
 
For more information on the firm, visit our website, www.rawlinson-hunter.com  
 
 

http://www.rawlinson-hunter.com/

