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Job description 
  
 
Position:  Trusts & Taxation Executive 
Department: Trusts and Estates 
Reporting to: Head of Private Client 
Location: Hartlepool 
 
 
Job summary 
 

 Prepare and balance annual trust accounts and statements of account.  

 Deal with all taxation matters in relation to trusts managed through the firm 
  
 
Main duties and requirements 

 
 Registration of trusts with the Inland Revenue. 
 Conduct of trust taxation matters on behalf of trust clients. 
 Submission of all tax returns to HMRC in line with deadlines.  
 Ensuring all trust tax liabilities are settled in line with the appropriate deadlines. 
 Ensuring the Inland Revenue is informed of any termination of trusts through 

completion of the relevant forms.  
 Dealing with any queries raised by the Inland Revenue.  
 Calculating income tax and capital gains tax, ensuring settlement of any liability to 

the Inland Revenue by the relevant dates. 
 Issuing income tax deduction certificates to beneficiaries when appropriate.  
 Monitoring discretionary trusts for 10 year anniversaries, ensuring the necessary 

HMRC forms are submitted in time.  
 General day to day administration of trust accounts.  

 
 
Preferred skills and experience 

 
 Thorough working knowledge of trusts and taxation matters. 
 Good interpersonal and organisational skills. 
 Good risk management skills, complying with regulatory requirements such as 

money laundering and data protection. 
 Good file management procedures. 
 Remain up to date with changes in the taxation of trusts law. 
 Experience of working with trusts. 
 Excellent Excel skills. 
 Good PC/Keyboard skills. 
 Relevant qualification in taxation or accountancy such as Chartered Taxation 

Advisor, Associate Tax Technician, AAT, ACCA.  
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Person specification 
 

 Customer focus. 
 Self-motivation: energy; positivity; can-do attitude. 
 Flexibility. 
 Confidentiality and discretion. 
 Proactive; willing to use initiative. 
 Able to work well independently as well as part of a team. 

 
 

Any other duties 
 
This job description is not restrictive in any way and should be regarded only as a 
guideline to the duties required and may be amended in the light of changing 
circumstances following consultation with the post holder.  The job description does not 
form part of the Contract of Employment. 

 
 


