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ADMINISTRATOR - REVENUE COMMISSION
KIND OF WORK:  This is responsible administrative work in planning and directing the operations of the Assessing and Collecting Division and the Mapping and Appraisal Division of the Revenue Commissioner's Office.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for developing short and long term plans and for executing policy in directing the functions for the Divisions.  Work is performed under the general supervision of the Revenue Commissioner in accordance with general policies and objectives with considerable latitude for the exercise of independent judgment.  Supervision is exercised over professional, technical and clerical employees.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Administers the day-to-day operations of the office; signs tax collection disbursement checks; prepares and administers departmental budgets; interprets tax laws and Attorney General opinions; projects revenues for various jurisdictions; assists the general public with questions and concerns; approves purchase orders and invoices; trains, assigns, directs, supervises, evaluates, and disciplines personnel; authenticates tax deeds; answers court summons and testifies to office records; assists in conducting hearings and tax sales; issues memoranda of information and requests; attends various meetings; negotiates prices of items for purchase; writes bid specifications; monitors building security; performs related work as required. 

ESSENTIAL REQUIREMENTS OF THE WORK:  Comprehensive knowledge of the laws and procedures which govern and affect the administration of the Revenue Commissioner's Office; comprehensive knowledge of administrative and supervisory techniques, practices and procedures; good knowledge of the principles and practices of budgeting; ability to speak and write effectively; ability to supervise a diverse office staff; ability to establish and maintain effective working relationships with public officials, department heads, employees and the public.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in business administration or closely related field, and a minimum of three years experience as a section head or in a major division of the Revenue Commissioner's Office; or a combination of education and experience equivalent to these requirements.
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