
Tax Volunteers operating as Tax Help for Older People 
Job Description & Person Specification 

1. Job Details 

Job Title: Tax Adviser 

Managed By: Team Leader 

Location: Home based with occasional travel to Bridport, Dorset or office based 

2 Job Purpose 

 To work as part of a team manning a national helpline providing expert tax 
advice and support to beneficiaries who have accessed our services. 
 
To uphold the values of the charity, its purpose being to provide free, non-
judgemental expert tax advice to all those who need it. 
 
The successful candidate will be responsible for front line delivery of the 
charity’s advice service both in advising beneficiaries over the phone and 
completing casework as well as supporting volunteers. 
 

3. Main Responsibilities  

3.1 Providing expert tax advice to beneficiaries, through the helpline and via 
follow up casework as necessary 

3.2 Working collaboratively with other tax advisers, management, the 
volunteer support team, volunteers, HMRC and other partner 
organisations. 

3.3 Ensuring casework is carried out in a timely manner and client record 
management is kept up to date and meets quality standards. 

3.4 Recognising trends in the tax issues facing our beneficiaries and 
highlighting these to the Team Leaders to help find solutions. 

3.5 Keeping up to date on changes in legislation and HMRC practice that 
impact our beneficiaries. 

3.6 Liaison with beneficiaries to ensure we understand their needs and are 
providing a service that meets those needs. 

3.7 Supporting the Operations Manager and Advice Manager in the 
development and promotion of the charity’s services. 

3.8 Supporting relationships with key stakeholders in the tax profession, 
HMRC and other partner organisations to engage them in the process of 
delivering our services. 

4. Key Contacts and Relationships 

4.1 Your Team Leader 

4.2 Fellow advisers 

4.3 Volunteer support team 

4.4 Volunteers 

4.5 Dedicated HMRC teams 

4.6 Other partner organisations 

This Job Description (JD) is intended to set out the key roles and responsibilities of the post, 
but is not intended to be an exhaustive list of tasks. The post holder may be asked from time 
to time to undertake tasks outside of the remit of the JD, but no permanent amendments to 
the JD will be made without prior consultation with the post holder. 

5. Knowledge, skills and experience needed for the job (person specification) 

The following is essential 
1. At least 2 years experience working in personal tax 
2. ATT qualified or part qualified 
3. A clear and reassuring telephone manner 



4. Ability to communicate complex information in plain English 
5. Confident in the use of IT packages e.g. word, excel, tax preparation 

software, client record management systems 
6. Ability to work on own initiative and as part of a team 
7. Ability to prioritise workload to meet competing deadlines 
8. Ability to problem solve and carry out research 
9. An enthusiasm to support the objectives of the charity 
10. Ability to empathise with the vulnerable older people in poverty who seek help 

from the charity 
11. An understanding of and commitment to equality and the positive value of 

diversity 
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