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TOBACCO TAX COLLECTOR
KIND OF WORK:  This is administrative work enforcing the provisions of the Mobile County Tobacco Tax ordinance.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class supervises all functions related to the collection of revenue from the sale of tobacco tax stamps.  Work is performed in accordance with established guidelines and procedures under the general supervision of the County Administrator and supervision is exercised over clerical staff.
EXAMPLES OF WORK:  Supervises clerks in general field and office work; prepares and maintains departmental budget; sells tax stamps; secures reports from wholesalers and retailers required by law; performs inspections and audits of all tobacco retailers located within the county; answers inquiries orally and by letter, relative to the interpretation, application and enforcement of the tax law; prepares and recommends rules and regulations for the effective enforcement of the tax law; investigates violations of tax laws and prosecutes violators; may confiscate cigarettes; supervises preparation of material required in tax litigation; submits reports on monthly sales, inventory, inspections and bank reconciliations to Director of Finance; makes accounting of taxes collected as required by law; maintains county vehicle; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of commercial accounting practices; good knowledge of modern office methods and procedures; good knowledge of applicable tobacco tax laws; ability to interpret laws as relevant to a variety of situations; ability to communicate effectively, both orally and in writing; ability to safely operate a vehicle and follow a road map; ability to establish and maintain effective working relationships with merchants, public officials, other employees and the general public.
MINIMUM QUALIFICATION REQUIREMENTS:  Completion of two years college level course work in accounting, business administration or a closely related field and a minimum of three years experience in accounting or tax collection activities or in a business enterprise; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Must possess a valid driver’s license from state of residence.
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