9990
REVENUE AGENT 1

Nat ure of Work

Under general supervision, perforns work at the full-
performance level in the collection of delinquent taxes and in
the enforcenent of any other aspects of the State's tax | aws.
Responsi bl e for the collection of any delinquency which may occur
with respect to any taxes adm nistered by the State Tax Di vi sion.
Exerci ses good judgenent in dealing wth many sensitive issues
and sonetine unpl easant or uncooperative potential taxpayers.
Must be proficient in the execution of tax returns forns and have
know edge of the econom c reasoning behind the taxation.
Performs related work as required.

Di stingui shing Characteristics

The Revenue Agent 1 contacts taxpayers by phone and
correspondence to coll ect delinquent taxes and does not travel.
This | evel of Revenue Agent perfornms all their work "in-house"
in the Conpliance Division.

Exanpl es of Work

Researches, conpiles and anal yzes taxpayer records to identify
tax delinquencies and tax liability.

Det ermi nes appropriate procedure and technique required in
col | ecting delinquent accounts.

Contacts taxpayers by phone and correspondence to i nformthem
of tax delinquencies, establish tax liability and of
i nconpl ete or mssing tax returns and ot her docunents.

Answers inquiries regardi ng delinquent taxes or bad checks
and investigates taxpayer conplaints.

Assi sts taxpayers in conpiling and conpl eting deli nquent tax
returns; conputes any interest, penalty, or addition for
| ate paynent of taxes or late filing of returns.

Provi des taxpayer service by assisting with conpletion of al
pertinent return forns and di ssem nating tax information
whi ch includes interpretation of tax |aws and regul ati ons
and filing requirenents.

May assist in the training of new enpl oyees.

Know edge, Skills and Abilities

Know edge of State tax laws including all taxes adm ni stered by
the State Tax D vision.

Know edge of the art of collecting nonies.

Know edge of the procedures for processing warrants, |iens,
assessnents, court notices, and bad checks.

Know edge of the nature and use of all remedies available to
enforce conpliance with State tax | aws and regul ati ons.

Skill in perform ng mathematical cal cul ations.

Skill in computing interest, penalty, and addition on taxes
when needed.



9990

REVENUE AGENT 1 ( CONT' D)

Know edge, Skills and Abilities (cont'd)

Ability to communicate orally and in witten formwth
t axpayers, other enpl oyees, and the general public.

Ability to interpret tax laws, policies, rules and regul ations
pertaining to tax collections.

Ability to establish and nmaintain effective working
rel ati onships with taxpayers, other enpl oyees, governnent
officials, and the general public.

M ni mum Qual i fications
TRAI NI NG Graduation froman accredited four-year college or
uni versity which nmust have included six senester hours in
accounti ng.

SUBSTI TUTI ON  Experience in accounting, bookkeeping, credit
coll ections, preparation of tax returns, or related work

out side the Departnent may be substituted at the rate of two
years of experience for one year of college; or tenure with
the Departnent of Tax & Revenue in a related field may be
substituted on a year-for-year basis for the required
training. |If the experience being substituted is in the
area of bookkeeping, accounting or credit collections, the
si x hour accounting requirenent may be wai ved.

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



