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TAX RESCLUTI ON OFFI CER

Nat ure of Work

Under limted supervision, at the full-performance |evel,
facilitates discussion between taxpayers or taxpayer
representatives and the agency toward resol ving disputed tax
liabilities by agreenent of all parties; resolves disputes
regardi ng notices and assessnents issued fromthe State Tax
Depart nent. Expl ores settlenent alternatives that are designed
to I essen the need for further litigation of disputed state tax
liabilities. Provides recomendations to Tax Depart nent
adm ni strati on concerni ng acceptance or rejection of settlenents.
Devel ops and i npl enents procedures governing operations of the
departnment’s tax dispute conciliation program Receives, reviews
and investigates inquiries and conplaints arising in matters
pendi ng before the State Tax Departnment. Coordi nates problem
resolution activities between the taxpayer and divisions in the
departnment. Provides to taxpayers technical information
pertaining to tax |laws, rules and regul ations. Assists taxpayers
in neeting their tax obligations. Provides services to taxpayers
such as answering tax inquiries, explaining tax |aws, rules,
court rulings, and departnental policies. Responds to conpl ex
and technical inquiries and nmust be know edgeabl e about all taxes
adm ni stered by the agency. Handles sensitive inquiries from
taxpayers and their representatives and ot her governnent
of ficials. Incunbent possesses considerable latitude to
acconplish tasks with planning, organizing and directing
alternative resolutions of tax disputes and exerci ses i ndependent
j udgnment when dealing with taxpayers who nmay be upset and
confused about tax law. Prepares annual report of Resolution
Ofice activities for the Tax Conmissioner. Limted travel
within the State will be required. Perforns related work as
required.

Exanpl es of Work

Devel ops and inplenents plans for the acconplishnent of
conciliation of tax disputes.

Recei ves, reviews and responds to inquiries and conplaints
fromtaxpayers and/or their representatives on matters to
whi ch taxpayers have been unable to obtain satisfactory
response.

Presents taxpayers with options avail able, or possible course
of action, and explai ns consequences of action or failures
to conply.

Interprets and expl ains agency policies, admnistrative
policies, legislative changes, court rulings and other
matters pertaining to the taxpayer.
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Exanpl es of Work (cont’d)

Wites and/or edits conplex letters, policies and procedures
that may require research

Responsi ble for bringing to the attention of the appropriate
person(s) system c and clerical errors and inproper or
unfair treatnent.

Coordi nates and revi ews work of subordi nates.

Keeps inforned of changes in tax |aws and policies that may
af fect the taxpayers.

Conpi l es statistics and generates reports pertaining to the
activities of the office.

Conmpl etes tax returns for any of the taxes adm nistered by the
agency; conputes tax, interest, penalty or additions to tax.

Provides instruction to taxpayers in conpletion of on-line tax
forms.

Appears in public foruns to explain tax policy and procedures.

Assi sts in assessing tax training needs of the division and
conducts internal tax training sem nars.

Utilizes a conputer to access Tax Departnent and State
dat abases.

Know edge, Skills and Abilities

Know edge of the | aws, regul ations, policies and procedures
pertaining to all taxes adm nistered by the State Tax
Depart nment .

Know edge of nedi ati on techni ques.

Know edge of accounting principles, practices and concepts.

Know edge of the federal inconme tax statutes and regul ations
relative to State Tax statutes.

Know edge of interview techniques in order to obtain
information to determ ne the avenues for problemresol ution.

Skill in effectively conmunicating, either orally or in
witing, conplicated tax matters to taxpayers or their
representatives, other enployees and the general public.

Skill in dealing with unpleasant and confrontati onal
situations while maintaining a professional deneanor.

Ability to conprehend, interpret and apply state and federal
tax statutes, regulations and procedures.

Ability to deal wth highly sensitive issues in an orderly and
controll ed manner.

Ability to establish and mai ntain good working relationships
wi th taxpayers, other enployees, public officials, and the
general public.

Ability to plan and direct the work of others.

Ability to operate a personal conputer and prograns such as
excel, word, etc., in daily work environment.
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M ni mum Qual i fications

Trai ning: Bachelor’s degree froman accredited four-year
coll ege or university in business adm nistration, public
adm ni stration, accounting, econom cs, managenent or finance
i ncludi ng six senester hours in accounting.

Substitution: Experience as described bel ow may substitute
for the required training on a year-for-year basis,
excluding the six semester hours of accounting.

Experience: Seven years of full-tinme or equivalent part-tine
pai d experience in the admnistration of West Virginia Tax
Laws, three years of which nust have been in a | ead worker
supervisory or adm nistrative capacity.

Substitution: Gaduate degree in a related field my be
substituted for two years of the required experience.

Speci al Requirenents: (1) Conpletion of an acceptabl e course
in nmediation within one year of appointnment. (2)Possession
of a valid drivers license and the availability of an
aut onobi | e.

Est abl i shed: 7/ 15/ 04
Ef fective: 9/ 1/ 04



