
Personal Assistants and HMRC 
Acknowledgement – Adapted from documents provided on  

The HMRC website. 
 
 
 Introduction  
The purpose of this document is to offer guidance to personal assistants (PAs) as to how they could 
structure their business and what they need to do with regards to HMRC.  The information within 
this document serves as guidance only. Anyone unsure about their working arrangements, or the 
working arrangements they oversee, should seek their own legal advice and can contact HMRC to 
find out the legal requirements.  

 
You need to register with HMRC for self-assessment  
You will either be Self employed as a Sole Trader or Partnership  
Or you will register a Limited Company with Companies House    
 
 
Self Employed - Sole Trader  
You are a sole trader if you run your own business as an individual and are self-employed. 
You can keep all your business’s profits after you’ve paid tax on them. You’re personally responsible 
for any losses your business makes. You must also follow certain rules on running and naming your 
business. 
 
Your responsibilities 
You need to set up as a sole trader if you earned more than £1,000 from self-employment between 
6 April and 5 April the following year 
To set up as a sole trader, register for Self Assessment and file a tax return every year. 
You’ll need to: 

• Keep records of your business’s sales and expenses 
• send a Self Assessment Tax return every year 
• pay Income Tax on your profits and National Insurance - use HMRC’s calculator to help you 

budget for this 
•  

Self Employed - Partnership   
In a partnership, you and your partner (or partners) personally share responsibility for your business.  
But are individually responsible for the whole Tax liability  
This includes: 

• any losses your business makes 
• bills for things you buy for your business, like stock or equipment 

Partners share the business’s profits, and each partner pays tax on their share. 
A partner does not have to be an actual person. For example, a limited company counts as a ‘legal 
person’ and can also be a partner. 
 
Your responsibilities 
When you set up a business partnership you need to: 

• choose a name 
• choose a ‘nominated partner’ 
• register with HM Revenue and Customs  

https://www.gov.uk/log-in-file-self-assessment-tax-return/register-if-youre-self-employed
https://www.gov.uk/self-assessment-ready-reckoner
https://www.gov.uk/limited-company-formation
https://www.gov.uk/set-up-business-partnership/register-partnership-with-hmrc


The ‘nominated partner’ is responsible for managing the partnership’s tax returns and keeping 
business records. 
 
 
 
Limited Company 
As a Limited Company, even if you are the only person running the company, you have four roles: 
 

Director Share Holder 

Employer Employee 

 
Your responsibilities 

• Choose a name 
• You must appoint a director but you do not have to appoint a company secretary. 
• Decide who the shareholder(s) are 
• Identify people with significant control 
• Prepare documents on how to run your company 
• Check what records you need to keep 
• Register with companies House 
• Register with HMRC for Corporation Tax   

 
Salary, expenses and benefits 
If you want the company to pay you or anyone else a salary, expenses or benefits, you must register 
the company as an employer. 
The company must take Income Tax and National Insurance contributions from your salary 
payments and pay these to HM Revenue and Customs (HMRC), along with employers’ National 
Insurance contributions. 
If you or one of your employees make personal use of something that belongs to the business, you 
must report it as a benefit and pay any tax due. 
 
Dividends 
A dividend is a payment a company can make to shareholders if it has made a profit. 
You cannot count dividends as business expenses when you work out your Corporation Tax. 
Your company must not pay out more in dividends than its available profits (after Corporation Tax) 
from current and previous financial years. 
 
Employing Staff 
Whether you are Self employed or a Limited Company, you need to register as an employer 
with HM Revenue and Customs (HMRC) when you start employing staff. 
You must register even if you’re only employing yourself, for example as the only director of 
a limited company. 
 
There are 7 things you need to do when employing staff for the first time. 

1. Decide how much to pay someone - you must pay your employee at least the 
National Minimum Wage. 

2. Check if someone has the legal right to work in the UK. You may have to do other 
employment checks as well. 

https://www.gov.uk/limited-company-formation/set-up-your-company-for-corporation-tax?step-by-step-nav=37e4c035-b25c-4289-b85c-c6d36d11a763
https://www.gov.uk/register-employer
https://www.gov.uk/register-employer
https://www.gov.uk/employer-reporting-expenses-benefits/overview
https://www.gov.uk/employing-staff
https://www.gov.uk/limited-company-formation/appoint-directors-and-company-secretaries
https://www.gov.uk/limited-company-formation/appoint-directors-and-company-secretaries
https://www.gov.uk/national-minimum-wage
https://www.gov.uk/legal-right-to-work-in-the-uk


3. Apply for a DBS check  
4. Get employment insurance - you need employers’ liability insurance as soon as you 

become an employer. 
5. Send details of the job (including terms and conditions) in writing to your employee. 

You need to give your employee a written statement of employment if you’re 
employing someone for more than 1 month. 

6. Tell HM Revenue and Customs (HMRC) by registering as an employer - you can do 
this up to 4 weeks before you pay your new staff.   

7. Check if you need to automatically enrol your staff into a workplace pension scheme. 
 
For more information go to www.gov.uk 
 
 
Always get the specialist advice and information BEFORE you decide to do any of the above. 
 

https://www.gov.uk/disclosure-barring-service-check
https://www.gov.uk/employers-liability-insurance
https://www.gov.uk/employment-contracts-and-conditions/written-statement-of-employment-particulars
https://www.gov.uk/register-employer
https://www.gov.uk/workplace-pensions-employers
http://www.gov.uk/
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