Job Title:  Tax Consultant, Fund Administration
Location:   Lisle, IL 60532
Start Date:   Immediate
Duration:  3 months with the option to extend  
Hours:  20-25 hours per week
Interview Process: Resume Submittal, HR phone screen, personal team interview, hiring decision
Additional Information:

This consultant would be expected to work 20-25 hours per week.  There are no set days each week for the consultant to be onsite however a consistent schedule would be preferred if at all possible.   This consultant would be joining a team of three to perform the below activities along with other associated projects.  There is the potential for a long term contract or a potential a full time hire if the candidate adds value and demonstrates a strong work ethic, industry knowledge and is extremely detail oriented.  
Overall Job Duties:

· The primary responsibility of the position will be to assist with the tax compliance functions for the firm’s domestic fund offerings which include closed-end, and ETF’s.  

· Responsible for preparation and/or review of book/tax work-papers used to prepare fiscal year end financial statements and tax returns.  
· Secondary responsibilities include the preparation and/or review of federal and state income and excise tax returns.  
· Assisting with year end tax reporting to shareholders and excise distribution calculations.

Experience/Skill/Education Requirements:

· 2-8 years of tax experience in the mutual fund or securities field is preferred but will consider general business or public accounting experience.  
· Must be extremely detail oriented, deadline driven and take pride in their work.  

· Knowledge and experience with multiple Investment vehicles (stocks, bonds, partnerships, different types of funds, etc.) is highly preferred.  

· Must be able to look at securities analysis, see a stock view or a LLP partnership and know there would be potential tax issues.  

· Strong computer skills

· The ideal candidate will have a Bachelor’s degree in accounting. 
· A CPA certificate, tax experience in the mutual fund, hedge fund or securities industry is a plus.    
Job breakdown by percentage:

· 50% - Security/transaction analysis including wash sale, REIT (Real Estate Investment Trust), partnership and royalty trust book to tax work papers.

· 30% - Federal and state income and excise tax return preparation

· 15% - Year end reporting and excise distribution analysis

· 5% - Other special projects

