Campaign for Working Families, a program of the Greater Philadelphia Urban Affairs Coalition 

Position Title: Tax Associate (3 Opening)

The Campaign for Working Families seeks practical ways to improve the economic status of working people in Philadelphia, so that working families have the opportunity to increase their income, wisely manage their finances, protect themselves from expensive financial services, and build assets. The Campaign for Working Families works to increase the economic viability of Philadelphia’s low income working households so that they can plan for stable, secure futures, and can fully participate in civic and community life.  

The Tax Operations and Outreach Assistant will assist with the strategic planning, set up, outreach and operation of free tax sites in Philadelphia. 

Specific duties include:

· Participation in tax preparation training 
· Obtain IRS tax certification at the Intermediate or Advanced Level
· Tax  Preparation
· Quality Review
· Administrative support to the site Management team.

Qualifications

· Strong written and oral communications skills

· Strong organizational skills

· Computer literate in word processing, spread sheets (data base desired but not required)

· Business major, accounting/tax experience or strong mathematical skills

· Comfortable in diverse settings of Philadelphians including different language communities, economic groupings and racial and ethnic communities

· Strong team player, flexible, responsive, able to change plans and work in a constantly shifting work environment

· Commitment to the mission of the Campaign for Working Families.
Hours are flexible. Students will work an average of 12 hours per week.
