Watts Price

Watts Price Accountants — Reception \ Administration Role ACCOUNTANTS

An opportunity now exists in our accounting practice for someone with
clerical or administration experience to join our friendly team on a fulltime
basis in our Horsham office.

Duties will include but not be limited to:
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Greeting our clients

Assisting clients with their administrative queries

Managing the clients’ Notice of Assessments including where fees are
deducted from returns

Daily banking

Managing the internal & external mail

General filing and scanning of documents

Stationery ordering

Manage the shared calendars

Preparing SMSF information — pre and post audit

. Managing the tearoom

. Keeping the reception area tidy

. Scheduling client appointments & sending appointment reminders
. Assisting with Word processing of tax files, collating documents

. Assist other administration team members & accounting staff as

needed

Assist with contacting clients and requesting information when
requested by the accounting team

Assist with daily filing (electronic & paper)

Assist in maintaining our Contact database

Make event, accommodation & travel bookings

Assist the Practice Manager with operational issues and projects
Ad hoc Word processing & other clerical tasks as needed

NB. Training will be provided

The ideal candidate will have:

Excellent communication skills.

Great attention to detail.

A great work ethic and time management along with the ability to multi-task.
Be able to work as part of a team toward common goals.

A willingness to go above and beyond for our clients.

Be competent in MS Outlook, Word & Excel.

Reception Administration Position — February 2026



