STATE OF NEBRASKA
CLASS CODE:
V69650

CLASS SPECIFICATION
SALARY GRADE:
17

EST: 07/84 - REV: 11/98
OVERTIME STATUS:
E
UNEMPLOYMENT INSURANCE TAX MANAGER

DESCRIPTION:  Under administrative direction; plans, organizes, and directs the activities and supervises the staff of multiple enforcement units within the contributions section of the unemployment insurance program; 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, organizes, directs, and controls the work activities of assigned accounting and technical/clerical staff to facilitate the attainment of the unit's work goals and to ensure the consistent application of unemployment insurance policies and guidelines.

Confers with and counsels assigned accounting and technical/clerical staff to exchange information on and explain program policies and guidelines and to identify the nature of and formulate solutions to work problems.

Reviews and compares work performance and decisions of assigned accounting and technical/clerical staff with established standards to assess employee productivity and training needs and to recommend to the next level of management appropriate personnel actions.

Trains assigned accounting and technical/clerical staff in the practices and procedures involving employer contributions to maintain and improve the productivity of employees in accordance with established work standards.

Answers telephone inquiries and responds to correspondence about unemployment insurance tax accounts, employee liability, tax rates, discrepancies in tax reports, changes of ownership, and the Nebraska employment security law to inform employers of unemployment tax procedures and requirements.

Directs the review and reviews employer applications for coverage to determine liability and to ensure the entry of relevant data by others into the automated and manual control systems.

Directs the review and reviews employer requests for termination of coverage to determine proper coverage and to ensure assigned staff updates the automated and manual control systems.

Analyzes mergers, changes of ownership, and incorporations to determine if transfer of reserve balance and experience is proper and to ensure assigned staff updates the automated and manual control system.

Refers questionable reports, information, and non-covered employers believed liable to agency field representatives for investigation to ensure proper payment of tax and to keep records current.

Directs the receiving, sorting, batching, processing, and auditing of employer unemployment insurance taxes to ensure proper records are maintained and that employers are paying the correct taxes.

UNEMPLOYMENT INSURANCE TAX MANAGER  (continued)

Searches for employers named by claimants not identified by claims center and employers who might be liable under the law to ensure proper payment of tax and to maintain current records.

Directs the determination and determines the nature of necessary corrections to contributions reports to ensure proper recording of adjustments by assigned staff onto data entry documents.

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 Nebraska Employment Security law and regulations, and federal regulations relevant to unemployment insurance functions; agency rules, policies, and procedures used to implement state and federal unemployment insurance law and regulations; the structure, policies, and operating details of the unemployment insurance accounting and record keeping systems; typical personnel management practices of Nebraska employers.

Ability to:  interact with agency staff and employers when performing assigned responsibilities; analyze facts, identify vital elements, and formulate sound conclusions and solutions to employment security issues or operational problems; plan, supervise, and evaluate the work of assigned staff; develop and ensure achievement of unit objectives and priorities, and individual performance 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 purposes and objectives of the employment security laws and regulations; the principles and practices of accounting; the basic principles and procedures of personnel management; general office and financial record keeping practices.

Ability to:  communicate orally and in writing with employers and agency staff to exchange information and obtain relevant facts; compute and compile financial data involving the use of addition, subtraction, multiplication, division, fractions, and percentages; operate a desk calculator.

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, finance, public administration, or business administration AND professional level experience in accounting, finance, financial administration, fiscal analysis, or auditing.

