STATE OF NEBRASKA
CLASS CODE:
G29117
CLASS SPECIFICATION
SALARY GRADE:
20

EST: 05/70 - REV: 05/02
OVERTIME STATUS:
E
REVENUE OPERATIONS DIVISION ADMINISTRATOR

DESCRIPTION:  Directs the overall functioning of a complex accumulation of technical sections needed in the administration of all the taxes and revenues under the jurisdiction of the Department of Revenue.  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.)

Organizes and coordinates all activities of division.

Plans and initiates division policies.

Reviews assigned work load and accuracy of production.

Interviews applicants and recommends hiring.

Assists section supervisor on any problems that may occur.

Recommends and approves most promotions, pay raises, demotions and dismissals.

Maintains records and reports to Tax Commissioner.

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

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

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.)

High school education or equivalent plus data processing orientation courses plus six years of experience including two years as a tax operations supervisor; or Bachelor's degree including courses in data processing orientation and business management plus two years experience as a tax operations supervisor.

SPECIAL NOTE

Supervisor periodically reviews progress and operational reports and gives assistance whenever needed.

