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EXECUTI VE DI RECTOR, OFFI CE OF TAX APPEALS

Nat ure of Work

Under adm nistrative direction of the Chief Adm nistrative
Law Judge, is responsible for the adm nistrative operations of
the Ofice of Tax Appeals. Oversees the personnel, payroll,
procurenent and budgetary functions for the agency. Assists the
Chi ef Adm nistrative Law Judge and ot her agency personnel wth
t he managenent of the hearing docket. Perforns related work as
required.

Exanpl es of Work

Pl ans, organi zes, evaluates and directs the fiscal, personnel,
accounting, payroll and purchasing operations.

Directs the daily operations of staff.

Prepares or directs preparation of, inplenments and nonitors
budget and supporting fiscal statenents.

Devel ops policies and procedures for effective program
operation. Devel ops | ong range program objectives and nmakes
recomendat i ons.

Coordi nates program activities with other agencies.

Devel ops budget estimates and expenditure schedul es for
agency prograns.

Schedul es or directs the scheduling of adm nistrative
hearings, as well as conducting statistical and other
anal ysis of the docket.

Know edge, Skills and Abilities
Know edge of the operations, principles and policies of the

agency.
Know edge of state and federal |aws and policies related to
personnel, payroll, purchasing, budget and ot her business

adm nistrative matters

Know edge of supervisory and adm ni strative principles,
procedures and techni ques.

Knowl edge of the state and federal taxation |aws.

Know edge of state and federal budgetary requirenments and
practices.

Ability to evaluate existing prograns and make recomendati ons
to inplenment, inprove or revise prograns and/or |egislation
as needed.

Ability to establish good working relationships with
subordi nat e personnel, other state agencies, public
officials and the general public.
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EXECUTI VE DI RECTOR, OFFI CE OF TAX APPEALS ( CONT' D)

Know edge, Skills and Abilities (cont’d)
Ability to communicate effectively, both orally and in
writing.
Ability to plan and direct the work of others.

M ni mum Qual i fications

TRAINING Bachelor’s degree froman accredited four-year
coll ege or university in business adm nistration or a
related field.

EXPERI ENCE Four years of full-tine or equivalent part-tine
pai d experience in perform ng or overseeing the
adm ni strative operations of a private sector business or of
a local, state, or federal governnment agency.

Est abl i shed: 12/ 19/ 02
Ef fective: 01/ 01/ 03



