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ROLE PROFILE 
 
	Function 
	Group Finance

	Job Title 
	Indirect Tax Assistant

	Grade 
	
	C3

	Reporting Lines 
	Reports to 
	Tax Manager

	 
	 
	 

	 
	 Direct Reports 
	N/A


 
Aim of the role 
 The Indirect Tax Assistant supports the Tax manager within the Group Finance function by ensuring accurate and timely tax compliance, reporting, and analysis across the business. This role plays a key part in ensuring tax compliance and supporting audits.
 
Responsibilities and Duties 
 
VAT
· Prepare accurate VAT returns for all registered entities within statutory deadlines.
· Review invoices to ensure correct VAT treatment.
· Maintain and organise land-related documentation for VAT purposes.
· Complete VAT reclaims for mileage payments in accordance with VAT reclaim rules.
Construction Industry Scheme (CIS)
· Review payment runs and manual payments for CIS compliance.
· Prepare CIS returns in accordance with statutory deadlines.
· Support internal stakeholders with CIS queries. 
Tax Reconciliations
· Perform monthly balance sheet reconciliations for tax-related accounts.
· Conduct sampling of expense claims to ensure compliance with internal policies. 
PAYE Settlement Agreement (PSA)
· Assist with preparations for annual PSA assessments and submissions.
Liaise with HR and payroll teams to gather necessary data for PSA reporting.
 Knowledge Skills and Experience 

· The ideal candidate must have at least 2 years experience working in the construction industry in a similar indirect tax or subcontract related role. 
· Experience of COINS would be advantageous but not essential as full training can be given
· Excellent communication skills
· Strong attention to detail
· Good problem solving skills with the ability to investigate and resolve queries
· This role would suit a subcontract ledger clerk looking for the next step in their career
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