STATE OF NEBRASKA
CLASS CODE:
G21270

CLASS SPECIFICATION
SALARY GRADE:
18

EST: 04/84 - REV: 10/97
OVERTIME STATUS:
E
REVENUE AUDIT ADMINISTRATIVE MANAGER

DESCRIPTION:  Under administrative direction plans and coordinates audit selections, office audits, special projects, internal records and the management of the support staff; formulates and maintains the policy relationship of the Audit Division with the Multistate Tax Commission and all Nebraska Department of Revenue Divisions; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Plans, assigns, and directs the work activities of subordinate audit staff to attain work goals and to ensure consistent application of administrative and program policies, procedures, and standards.

Confers with and advises subordinate staff to exchange information on and/or explain audit policies and procedures, work policies, procedures, and standards, to identify the type and impact of work problems, and to formulate possible solutions to work problems.

Compares work performance of subordinate staff with established standards to determine the quality and quantity of the employee's work, to recommend personnel actions such as appointments, promotions, disciplinary actions, grievance dispositions, status changes, and separations to agency management staff, to identify employee training needs, and to improve employee work performance and enhance career advancement potential.

Trains subordinate staff in the policies and procedures of audit criteria to maintain and improve the performance levels of employees through exposure to job knowledge and abilities necessary to perform the work in accordance with established performance standards.

Researches, evaluates, and selects from thousands of tax filings those that need an audit by applying audit selection parameters to each tax filing.

Corresponds with taxpayers and taxpayer representatives to explain and interpret significant audit findings in relationship to current interpretation and application of the various tax laws.

Testifies at informal and formal conferences or in court proceedings concerning cases of protested liability and presents audit exhibits as legal evidence and testifies as to the accuracy and validity of the audit.

Plans, coordinates, and directs highly complex audits to ensure that the proper amount of taxes are paid by the taxpayer.

Develops statistical reports and internal records to document the types and kinds of audits conducted to facilitate in the selection future tax filings for audit.

Coordinates the relationships and responsibilities of the Multistate Tax Commission with the Nebraska Department of Revenue to ensure effective communications between the two organizations.

Coordinates the university intern program to ensure that the interns receive valuable and relevant training.

REVENUE AUDIT ADMINISTRATIVE MANAGER (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the scope and impact of the audit division and its relationship with other divisions in the department; the organizational structure, functions, rules, policies, and standards of the agency and the audit division; the organizational structure, functional relationships and administrative processes of the executive and legislative branches of state government.

Ability to:  understand and advocate management decisions, policies, and procedures that impact on established and long-term goals.
ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the principles, practices and procedures of accounting and auditing; federal and state laws, rules and regulations; statistical sampling; computer applications to accounting systems.

Ability to:  plan, organize and assign the work of subordinates and subordinate supervisors; apply auditing principles and procedures; evaluate subordinates and subordinate supervisors based upon their capabilities and performance; communicate orally and in writing to exchange tax law and administrative rulings; interpret and apply tax legislation and administrative rulings; develop and evaluate policy options and plans of administrative action for solving options and plans of administrative action for solving organizational and operational problems; coordinate administrative/program operations and activities; develop and implement program objectives and performance goals; assess staff progress toward achievement of unit objectives and adherence with unit standards.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Post high school coursework/training in:  accounting and experience in public accounting, Internal Revenue Service, State Revenue service or private accounting.

