STATE OF NEBRASKA
CLASS CODE:
X29212

CLASS SPECIFICATION
SALARY GRADE:
370

EST: 11/90 - REV: 10/99
OVERTIME STATUS:
N
REVENUE TAXPAYER SERVICES SPECIALIST II

DESCRIPTION:  Under general supervision from the Revenue Agent Supervisor or Revenue Senior Agent, provides taxpayer's assistance in all tax programs; performs collection procedures on balances due for non-filed or delinquent individual income tax accounts; contacts new businesses to explain tax programs and outline taxpayer responsibilities; 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.)

Contacts new businesses and permit holders by telephone, letter or in person to familiarize them with tax regulations and filing requirements and to answer questions regarding regulations in various tax programs.

Contacts permit holders and taxpayers for non-filed returns and unpaid returns by telephone or in writing to obtain the return or payment.

Researches taxpayer records and prepares tax account analysis to determine balance due for assigned individual income tax cases.

Locates and informs individual income tax debtor of delinquent or non-filed returns through correspondence or telephone to arrange payment to bring account current.

Implements established collection procedures for individual income tax balances due in assigned cases.

Determines the necessity for and prepares clients and levies for filing on assigned cases when other collection efforts have failed.

Assists taxpayers by telephone, in writing and in person with the completion of tax forms, licensure and determination procedures for most Nebraska Department of Revenue tax programs.

Answers questions with regard to revenue rulings, regulations and legislative changes in the various tax programs.

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

Knowledge of:  Federal and state tax laws, rules, regulations, forms and tax returns; court and legal systems; federal and state tax account record keeping procedures; collection practices and procedures.

Ability to:  interpret state and federal laws, rules and regulations; communicate the same to taxpayers orally and in writing; interpret taxpayer questions; research and interpret computer generated information; interpret why a taxpayer is not in compliance and carry out collection procedures; use independent judgment.

REVENUE TAXPAYER SERVICES SPECIALIST II (continued)

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

Knowledge of:  mathematics and accounting; business operations and practices; computer record keeping systems; sources of laws, rules, regulations covering federal and Nebraska taxes.

Ability to:  communicate orally and in writing to express clear and concise ideas; utilize interpretive techniques to determine information sought; organize and verify data/information; set priorities; relate effectively with people representing a wide variety of backgrounds.

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.)

Any combination of training and/or experience that will enable the incumbent to perform the required knowledge, abilities and skills.  A general qualification guideline for positions in this class is a high school diploma or equivalent plus experience in researching and preparing accounting or financial reports; exercising independent judgment; interpretation and enforcement of policies, laws, rules or regulations.

