
    

 

Accounts Assistant 
 
Reporting to the Lead Accountant, the individual will have the capabilities in order to take 
responsibility for the clusters portfolio of client’s immediate day to day queries (e-mails and 
phone calls).  The individual will be the first point of contact for the clusters clients and must 
be highly motivated in order to ensure that the client receives excellent customer service 
once deciding to operate through a personal service company. 
 
The individual should want to enhance his/her accounting knowledge with the prospect of 
progression within the department. 

 

Main responsibilities: 
 

 Deal with individual clients day to day queries, managing the clusters email inbox. 

 Ongoing communication with clients regarding queries on taxes, deductibility of 
expenses, dividends and other matters. 

 Gradual involvement with clients regarding VAT and PAYE.  

 Fully understand the weekly management accounts and be able to reconcile on request. 

 Be able to communicate the agency processes to clients in relation to invoices and 
payments. 

 Understand the online expenses portal and what expenses are allowable. 

 Understand and be able to communicate HMRC deadlines to clients in relation to 
VAT/PAYE & Corporation Tax. 

 Be able to use current systems and analyse current processes to be in a position to 
suggest enhancements to them.  

 Experience in a fast moving environment and able to work on multiple tasks at speed. 

 Mind-set of exceptional customer service. 

 
Minimum requirements: 
 

 Experience in the work environment.  

 Customer service experience, phone or face to face.  

 A desire to develop and progress in an Accounts position.  

 Reasonable travel time to Altrincham.  

 High energy.  

 Someone to reflect the PayStream values hardworking, bright, friendly and adaptable.  

 

 
 

 



    

Why work at PayStream?  

 
We are a growing organisation with an excellent working culture. We pride ourselves on our 
people. In return for your hard work we offer the following company benefits: 

 

 23 days annual leave (plus bank holidays) 

 Company bonus 

 Professional qualification financial support 

 Up to 6 days paid study leave for professional qualifications 

 Long service awards 

 Childcare vouchers 

 Training 

 Regular company social events 

 Pension 

 Free fresh fruit and refreshments 

…and a fantastic working environment! If you match the profile and would like to be part of the 
team please apply now by sending in your CV to careers@paystream.co.uk 

 


