
 
 

Tax Accountant 

Role Information 2017  

Our Values 

Our Core Behaviours and Values are the guiding principles that underpin our approach to how we work, 

regardless of the role we hold in the company.  The CVS Values, in conjunction with the job description and 

relevant competencies in this document, will: 

 Guide prospective employees as to what is expected of them 

 Inform you of the sort of attitudes and behaviours our company encourages when carrying out your 
duties 

 Support staff at all level in their development in order to maximise their potential 

 Shape and define our organisational culture based around strong values 
 

 
 

 
 

We value all our customers 

We treat all customers with 

warmth and respect 

We communicate with our 

customers regularly 

We keep our commitments 

We understand and manage 

customer expectations 

We are focused on our 

customers and their animal’s 

needs 

We make all our customers 

feel welcome 

We appreciate and act upon 

feedback 

 

We are accessible to all 

We are fair and transparent 

We act with integrity in all we 

do 

We ensure a safe workplace 

We are open to feedback 

We keep our commitments 

We trust each other to do a 

good job and give praise and 

encouragement 

We value long-term 

relationships with our 

customers and suppliers 

We own up to our mistakes 

 

We ensure all new starters 

have a full induction and we 

give all of our staff annual 

appraisals 

We train everybody to do their 

job and provide progressive 

learning and development 

opportunities 

We advertise all our vacancies 

internally 

We provide employees with 

the correct tools/resources to 

do their job 

We value employee feedback 

via our consultation groups 

and surveys 

We foster a collaborative and 

mutually supportive working 

environment for our staff 

We assist all our employees in 

achieving their career 

aspirations 

We get things right the first 

time 

We encourage our employees 

to be innovative and improve 

the way we work 

We accept feedback in a 

positive way and act upon it 

We deliver a high quality 

service that differentiates us 

from others 

We hold accreditation for our 

high standards of quality 

We strive to find better ways 

of working, both individually 

and in teams 

We demonstrate 

professionalism at all times 

 

 

  



 
 

Job Title Tax Accountant 

Department Financial Control – Financial Accounts 

Reporting to Senior Financial Accountant 

Key Reports None 

Location CVS Support Office, Diss, Norfolk 

Key Liaisons 

Internal – Financial Controller, Financial Accounts, Management Accounts 

External – Tax advisors 

 

 Last Updated 
September 2017 (Kim Urquhart, Senior Financial Accountant) 
Approved new post (Mark Garrard, Financial Controller) 

 

Summary of Role  

This role has responsibility for supporting the Senior Financial Accountant in delivery of all aspects of 
tax accounting and compliance. The principal aspects of the role are: 

 Corporation tax compliance, including preparation, review and submission of tax returns using 
in-house software; 

 Calculations of estimated tax liability for quarterly instalments and timely payments of all 
amounts due; 

 VAT compliance, including maintaining the Group scheme, submission of returns, VAT payments; 

 Overseas VAT compliance, including submission of EC sales lists and oversight of third party 
accountants submitting non-UK VAT returns; 

 Liaison with non-UK tax advisors on tax compliance issues relevant to overseas operations, 
including corporation tax, VAT and transfer pricing; 

 Responsible for all areas of current and deferred tax accounting for interim and annual accounts, 
including calculation of deferred tax and current tax liability; 

 Development of robust documentation for all areas of tax compliance to support the Group’s 
Senior Accounting Officer obligations; 

 Provision of technical support and advice to the Group in respect of all aspects of tax. 
 

 

Key Responsibilities and Tasks  

Corporation tax compliance: 

 Planning and project managing all corporation tax compliance activities; 

 Providing training and support to the Financial Accountants in the preparation of the tax 
computations for all Group companies; 

 Overseeing the maintenance of the Group’s tax compliance software; 

 Ensuring all financial statements for the group and its subsidiaries are appropriately tagged for 
iXBRL purposes; 

 Undertaking detailed review of all capital expenditure during the year to ensure capital 
allowances are appropriately claimed; 

 Reviewing all tax computations for the Group prior to submission to HMRC, specifically ensuring 
all necessary tax adjustments have been captured; 

 Preparing tax estimates used for the quarterly payments on account for the Group Payment 
Arrangement; 

 Ensuring timely payment of corporation tax payments in accordance with HMRC payment 
deadlines; 

 Overseeing corporation tax compliance for all acquired subsidiaries, specifically ensuring final tax 
returns are submitted and payments are made by the deadline.  



 
 

Interim and Annual tax accounting: 

 Calculating corporation and deferred tax liabilities for interim and annual reporting purposes; 

 Preparing Group and subsidiary tax reconciliations.  
 
VAT compliance: 

 Providing training and support to the management accounts team to support the accurate 
preparation of the quarterly VAT returns; 

 Detailed review of the Group’s VAT return, ensuring timely and accurate reporting to HMRC 
within required deadlines; 

 Managing the Group’s VAT registration, ensuring all acquired companies are added to the 
Group’s VAT registration in a timely manner; 

 Reviewing the EC sales list, specifically ensuring timely and accurate submission of the EC sales 
list to HMRC in accordance with HMRC deadlines; 

 Ensuring accurate and timely submission of VAT returns and timely payment of liabilities for all 
subsidiaries which are not part of the Group VAT registration. 

 Providing training to wider finance team as required in support the delivery of accurate VAT 
accounting. 

 
Non-UK tax compliance: 

 Liaising with non-UK tax advisors on tax compliance issues relevant to overseas operations, 
including corporation tax, VAT and transfer pricing; 

 Liaising with our French tax agents to ensure the monthly Animed France VAT return is 
submitted in a timely manner and in accordance with French tax authority deadlines. 
 

Other: 

 Providing on-going support and training for other members of the finance team where required; 

 Development of robust documentation for all areas of tax compliance to support the Group’s 
Senior Accounting Officer obligations; 

 Provision of technical support and advice to the Group in respect of all aspects of tax; 

 Keeping informed of developments in tax legislation and briefing the finance team appropriately. 
 

 

Key Competencies    

 
Setting Direction 
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Delivering Improvements 
(Core)  
Planning and Organising  
Analysis and Decision 
Making 
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Working as a Team (Core) 
Developing Self and Others  
Leading and 
Communicating 

2 
2 
 
2 
 

Customer Focus (Core)  
Commercial Awareness 
Setting and Driving 
Performance 

2 
2 
 
2 
 

 

Key Performance 
Indicators 

 

 Accurate and timely submission of all corporation tax and VAT returns; 

 Payment of all tax liabilities by the deadline set by HMRC; 

 Accurate estimation of tax liabilities incorporated in annual accounts; 

 Minimal or no penalties issued by HMRC for late payment or non-compliance. 

 
 
 



 
 

Key Skills Required  

Knowledge / Skills / Qualifications / Personal Attributes: 

 Fully qualified accountant (ACA/ACCA or equivalent) with significant tax experience gained in 
practice or corporate environment  

 Specialist tax qualification desirable but not essential 

 Experience of overseas tax including VAT and CT desirable 

 Strong oral communication skills 

 Proactive and driven to succeed 

 Good organisational skills 

 Strong interpersonal skills 

 Intermediate excel user 

 Able to communicate clearly with a range of people at differing levels 

 Able to influence others  

 
The duties and responsibilities outlined above do not represent a full list of the tasks the post holder will be 
expected to perform.  It is also recognised that the duties of all posts are subject to change from time to 
time.  Alterations to duties and responsibilities and performance of similar tasks within the scope of and at 
the same level will be expected.  It is expected that this job description will be regularly reviewed by the post 
holder and his/her manager.  These discussions will normally take place during the Staff Performance review 
discussion. 


