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TAX ASSISTANT ADMINISTRATOR I 
 
 
DESCRIPTION OF WORK 
 
This is administrative work assisting in directing the activities of a revenue division responsible for one 
or more tax schedules.  
Employees in this class serve as assistant directors of smaller revenue divisions such as the Intangible 
Tax and the Inheritance and Gift Tax Divisions. Employees assist the Tax Administrator I in planning 
and directing the work of the divisions, applying tax laws and regulations, and resolving controversial 
issues relative to the tax laws under their administration. Work of this class involves administering less 
complicated and involved tax laws which affect a smaller segment of the general public, produces less 
revenues and requires a smaller professional and clerical staff than found at the II level such as in the, 
Sales and Individual Income Tax Divisions. Work assignments generally originate as a result of 
problems referred for resolution and through tax returns submitted by taxpayers, but work may develop 
from specific assignments by the Tax Administrator I or the Assistant Commissioner. Work is performed 
under general direction from the Tax Administrator I. 
 
EXAMPLES OF DUTIES PERFORMED 
 
Confers with tax auditors and deputies and resolves tax problems pertinent to a particular schedule or 
schedules which include making specific assessments and granting tax refunds. 
Assists in conducting studies to improve division activities, establishes operating policies and 
procedures, prepares, estimates of tax collection and other general information for the Commissioner 
and other departments, and prepares or revises forms and instruction booklets used by the division. 
Consults with taxpayers, accountants, and legal representatives to give information and to resolve 
questionable parts of tax law application; interprets tax law provisions concerning the tax schedule 
being administered. . 
Represents the division and attends conferences and hearings before the Commissioner in regard to 
protested assessments and related tax matters. 
Resolves technical problems of law interpretation of administration as raised by taxpayers, deputies, or 
auditors. 
Assigns and reviews the work of lower level auditors and supervisors of clerical units. 
Performs related duties as required. 
 
RECRUITMENT STANDARDS 
 
Knowledges, Skills, and Abilities 
 
Considerable knowledge of the provisions of the Revenue Act and the tax schedules being 
administered. 
Considerable knowledge of tax auditing and accounting principles, practices and methods and their 
application to provisions of the Revenue Act relating to tax administration. 
Considerable knowledge of administrative management principles and practices. 
Ability to plans organizes directs and review the work of technical and clerical employees. 
Ability to determine violation and non-compliance with tax laws, rules, and regulations and to detect and 
explain significant irregularities concerning tax matters. 
Ability to establish and maintain effective working relationships with employees public officials, and the 
general public. 
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Minimum Education and Experience 
 
Graduation from a four-year college or university with a major in accounting or business administration 
and four years experience in tax accounting and auditing work including one year of advanced auditing 
or supervisory experience; or an equivalent combination of education and experience. 
 
Special Note: This is a generalized representation of positions in this class and is not intended to 
identify essential functions per ADA.  Examples of work are primarily essential functions of the majority 
of positions, but may not be applicable to all positions. 
 
 
 
 

 


