STATE OF NEBRASKA
CLASS CODE:
G29232
CLASS SPECIFICATION
SALARY GRADE:
20

EST: 08/70 - REV: 05/02
 OVERTIME STATUS:
E
REVENUE FIELD SERVICES DIVISION ADMINISTRATOR

DESCRIPTION:  Administers the compliance and audit functions of all tax areas administered by the Department of Revenue and ensures the execution of departmental policies and programs on a state-wide basis to the taxpayers and division employees; directs the field services supervisory staff.

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, organizes, coordinates and directs activities of section and unit supervisors in specific tax areas.

Develops new division policies and procedures and, after necessary approval, ensures effective implementation.

Consults with other division chiefs or delegates on policies, procedures and forms which may affect the entire agency.

Plans or assists in planning educational meetings on an area-wide or state-wide basis.

Evaluates individually and with section supervisors and performance of field services staff.

Participates in hearings and informal conferences with taxpayers in regard to audit assessments and tax violations.

Conducts general review and approval of all audit reports after detail review by audit supervisor, and directs preparation of reports to Tax Commissioner.

Resolves difficult public relations problems through correspondence or personal contact in the area of tax violations, avoidance, evasion and complaints.

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 seven to ten years experience preferably in corporate tax, public accounting or tax administration; or Bachelor's degree in business administration plus three to five years experience.

SPECIAL NOTE

Periodic consultations with supervisor; suggested new or procedural changes are discussed; reviews personnel performances; evaluates new applicants and overall progress of current activities.

