9981
TAX AUDI T CLERK TRAI NEE

Nat ure of Work

Under direct supervision, at the entry |level, exam nes tax
returns for conpl eteness, accuracy and conpliance with state tax
laws. Auditing work is performed in accordance with statutes,
rul es, regul ations, policies and procedures governing the | awf ul
and tinmely conpletion of tax returns. Requires strict
confidentiality in regard to taxpayer information. Serves a
probati onary period of one year after which tinme permanent status
may be awarded. Perfornms related work as required.

Di stingui shing Characteristics

The Tax Audit Clerk Trainee is distinguished fromthe Tax
Audit Clerk by functioning in a training and devel opnental |evel.
Wrk is reviewed closely for accuracy.

Exanpl es of Work

Acqui res know edge of state tax laws and ability to exam ne tax

returns for conpliance.

Verifies mat hemati cal accuracy and determ nes all owabl e
credits, exenptions, nethods, tax due and tax refunds by
conputing interest and additions to tax for late tax paynents and
by reviewi ng returns for correct name, address, county code,
soci al security nunbers and/or federal identification nunber.

Utilizes the conputer database to research and conpile
i nformation, perform updates, and audit returns.

Processes change order for taxpayer file.

Secures additional information fromthe taxpayer by letter or
t el ephone, assists taxpayers with questions concerni ng deadli nes,
penalties, tax statutes regul ations; comunicates with revenue
agents, business officials and taxpayers to secure and verify
account information.

Wrks with supervisor in |learning howto i ssue assessnents and

liens; learns to conpute and issue manual or conputer
generated billings.

Prepares files for | egal action on delinquent accounts.

Exam nes returns of taxpayers to determne if aliability
exi sts and establishes the taxpayer's accuracy in determning
what type of business is being conducted to determ ne which tax
classifications are appropriate when reporting gross taxable
i ncome.

Revi ews paynents received for accuracy, records the paynent,
and forwards to the Cashier's office when the account
exam nation is conplete.



9981
TAX AUDI T CLERK TRAI NEE ( CONT' D)

Know edge, Skills and Abilities

Ability to learn state tax |laws, rules, regulations, policies
and procedures pertaining to applicable tax statutes adm nistered
by di vi sion.

Ability to performbasic arithnmetical calcul ations.

Ability to use tact and di plomacy in conmunicating with
t axpayers.

Ability to conmmuni cate and work effectively, both orally and in

witing, with co-workers, taxpayers, attorneys, certified
publ i c accountants, and corporate officials.

Ability to learn to use a conputer term nal

Ability to establish and maintain up-to-date files and records

of taxpayer's accounts.

Ability to maintain strict confidentiality with taxpayer
i nformati on.

Ability to locate mssing tax information using procedures such
as reviews of past tax returns or drafting letters to taxpayer
requesting such information.

M ni mum Qual i fications

TRAINING G aduation froma standard four year high school or
t he equi val ent, including conpletion of a bookkeeping or
accounting course in a secondary, vocational, or business
school s.

EXPERI ENCE Three years experience at the State Tax Division,
or three years experience in bookkeeping or a closely rel ated
position where accurate mathematical conputations, recordkeeping,
and sonme public contact were primary duti es.

SUBSTI TUTI ON  Successful conpletion of a course of study in an
accredited college or university which included three senester
hours of math or accounting may substitute for the experience as
descri bed above on a year-for-year basis.

Est abl i shed: 8/ 19/ 93
Ef fective: 9/ 16/ 93



