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REVENUE OFFICER


 


 


KIND OF WORK:  This is responsible administrative and accounting work in planning and directing the activities involved in the enforcement of tax laws and license ordinances.


 


DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible   for the application and promulgation of tax laws, rules and regulations and for receiving and accounting for revenues.  Work is performed under the general supervision of the Fiscal Affairs Director or other supervisor and considerable independent judgment is used in the interpretation and enforcement of tax laws and license ordinances.  Supervision is exercised over professional and clerical employees.


 


EXAMPLES OF WORK:  (Any one position may not include all the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Interprets, administers and enforces tax laws and license ordinances; plans and supervises the work of auditors, investigators and clerical staff; meets with officials, licensees, attorneys, accountants and other citizens concerning the application of license and tax laws; researches tax and license laws and ordinances, Attorney General opinions, state laws and case reports; writes opinions concerning the application of tax and license laws and ordinances; disburses funds to various agencies and jurisdictions in accordance with state laws; counsels subordinates in the development of procedures for audit assessment, collection and enforcement; plans and directs preparation of documents needed for conferences with delinquent taxpayers; studies economic trends for effect on revenue; makes reports and recommends changes in tax structures and new license tax ordinances; conducts analysis of changes in the economy, new state or federal laws or shifting community patterns for effect on taxes; reviews applications for licenses for new enterprises; testifies at public hearings; develops procedures and formulas for revenue forecasting; submits monthly progress reports on revenues collected; performs related work as required.


 


ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of state and local tax and licensing laws, rules and regulations; thorough knowledge of modern office management practices, procedures and equipment; thorough knowledge of accounting principles and practices; good knowledge of tax collection methods and procedures; ability to communicate effectively, both orally and in writing; ability to interpret and apply complex tax laws, rules and regulations; ability to establish and maintain effective working relationships with government officials, employees and the general public.


 


MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree in accounting, finance, business administration or closely related field, preferably a master's degree in business administration or a law degree, and a minimum of three years' responsible experience in tax collection and administration; or a combination of education and experience equivalent to these requirements.
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