
  

 

SENIOR ASSOCIATE 

SUMMARY:  Senior Associates have 2 or more year’s public accounting experience and perform a wide variety of 
diversified accounting and tax assignments with minimal assistance and within established budget.  They often guide less 
experienced team members, instruct them in the work to be performed, review the work and direct necessary revisions.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  Include the following, but are not limited to, and are required to perform 
this job successfully.  Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  

• Performs diversified accounting, auditing and tax assignments under the direction of a Supervisor, Manager or 
Director.  

• Demonstrates competency in technical skills, work quality and application of professional and firm standards.  
• Meets time constraints and client deadlines.  
• Participates in planning and scheduling client engagements.  
• Directs and instructs less experienced team members, where applicable, in work to be performed and work-paper 

review.  
• Plans and determines the extent of test-checking required in an audit and selects the transactions to be tested.  
• Prepares and indexes work-papers and performs various procedures established under generally accepted 

accounting principles to verify accuracy and validity of client's financial matters.  
• Suggests client tax planning ideas to Supervisor, Manager or Director.  
• Prepares routine correspondence to client for approval and signature by a Director and writes comments for 

management letters. 
• Drafts reports including footnotes.  
• Performs the broadest range of A&A functions so that direct participation of Supervisors, Managers or Directors is 

kept to a minimum.  
• Acts as a mentor and provides feedback to less experienced team members in an effort to enhance their 

performance and provide on-the-job training.  
• Progresses professionally by working toward passing the CPA examination, if not already attained.  
• Promotes the firm by attending functions and events with clients, potential clients and peers.  
• Prepares other reports, projects and duties as may be assigned.   
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SPECIAL SKILL REQUIREMENTS:   

• Proficient computer skills, including Microsoft Word and Excel.  
• Ability to define problems, collect data, establish facts, draw valid conclusions and present in a structured manner 

to a member of higher staff or client.   
• Ability to interpret an extensive variety of technical instructions and manage several abstract and concrete 

variables. 
• Must have good interpersonal and communication skills; and the ability to interact professionally with outside 

contacts.  Examples of outside contacts include, but are not limited to:  clients and client personnel; government 
agency officials and bankers.   

• Should be detail-oriented, have good organizational skills and possess the ability to prioritize.   
 
REQUIRED EDUCATION and EXPERIENCE:  Bachelor's Degree (B.S.) in Accounting from a four-year College or 
University and two or more years of related experience demonstrating a progression in complexity of auditing and 
accounting tasks and tax knowledge.  

 
REQUIRED CERTIFICATES, LICENSES or KNOWLEDGE:  A current and valid Certified Public Accountants license OR 
working towards obtaining CPA license.   
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