Paraprofessional
Company Description
If you’re looking for opportunities, it’s time to talk to Payne Nickles! We’re a regional
accounting firm with an aggressive growth strategy. We strive toward providing “creative”
services to our clients. That means having the ability to visualize new approaches and
provide feedback that expands our clients’ perspective. We are first of all CPAs, as well as
trusted business advisors for our clients. We serve our clients through practical business
advice predicated on our knowledge of our clients’ overall financial situation.
Job Description

At Payne Nickles, you’ll work with a team of professionals within the firm and have access
to resources for your professional growth. Because we serve a broad base of industries
with a variety of engagements, you’ll get invaluable work experience and exposure to a
wide range of professional opportunities. We also specialize in the unique needs of
individuals that own small businesses, farms or enjoy a high net worth.

Responsibilities of the Paraprofessional include bookkeeping assignments, assisting with
financial statement preparation, and the preparation of a variety of individual and business
tax returns. This position includes direct client contact with the ability to work
independently with appropriate oversight.
Duties

Your specific duties as a Paraprofessional will include:
•

•
•
•
•
•

Bookkeeping assignments for clients

Basic tax preparation

Assist professional staff with financial statement preparation
Preparation of client payroll

Preparation of payroll tax returns

Assist with payroll issues

As a Paraprofessional you must be self-motivated. You must also be highly organized and
detail-oriented with strong time management skills and the ability to effectively balance
speed and accuracy. It is also important that you have excellent verbal and written
communication as well as interpersonal skills and the ability to get along well with
coworkers.
Your Specific Qualifications As a Paraprofessional Include:
•
•
•
•
•
•
•
•
•

Bookkeeping training and experience
Payroll knowledge

Associate’s degree in accounting is preferred

Must be able to handle multiple engagements
Excellent communication skills

Ability to work independently and be success oriented

Ability to work with a variety of software packages is a plus, such as tax software
UltraTax CS, Thompson Reuters, QuickBooks, and Microsoft Office
Tax preparation knowledge is a plus, or the desire and ability to be trained in tax
areas.
Assist in compiling financial data, preparing journal entries and helping with
financial reports and statements

We are a well-established rapidly growing regional CPA and Business Consulting Firm
specializing in tax and business consulting for small to medium size organizations. We are
located in both Norwalk and Sandusky. We offer a competitive benefit package including
the possibility of flex work hours.

