
 
NC 00954 
OSP 9/73 

 
TAX ASSISTANT ADMINISTRATOR II 

 
DESCRIPTION OF WORK 
 
This is administrative work assisting in directing the activities of the revenue field forces or a major 
revenue division which produces more than one hundred and twenty-five million dollars annually in 
revenue. 
Employees in this class serve as an assistant director of a division administering the larger more 
difficult tax schedules such as sales and uses individual income, corporate income and franchise, or 
gasoline; or assists in directing the activities of all field personnel engaged in conducting field audits 
and collecting state revenue. Work involves supervising auditing and clerical personnel in auditing, 
processing, and accounting for tax returns, tax revenue, and outstanding tax liabilities. Work is 
performed independently under the direction of the Division Director (Tax Administrator II) and is 
subject to general review for sound application of work guides in the determination of tax liability and for 
adherence to departmental rules and policies in maintaining division activities. 
 
EXAMPLES OF DUTIES PERFORMED 
 
Reviews audit reports of field personnel for conformance to legal and administrative standards; returns 
unsatisfactory reports to the originator for correction or additional verification. 
Resolves administrative and functional problems of the work units of the division, and through these 
problems and frequent observation, insures that the procedures of the division are functioning 
smoothly. 
Develops methods for securing compliance with the filing provisions of the tax law, through 
newspapers, radio, mails, inter-departmental cross checks, and other media; after obtaining approval, 
directs the execution of those methods. 
Surveys division procedures and work practices; institutes changes as necessary to improve division 
operating efficiency. 
Participates in the selection, placement, and transfer of division personnel; observes the effectiveness 
of individuals on particular jobs and makes the necessary shifts to insure maximum quality and 
production of work from each employee. 
Studies tax problems referred to him by taxpayers and subordinate administrators, auditors, and deputy 
collectors, and determines the nature and extent of liability or deductions and exemptions allowable; 
issues a decision to the party requesting it. 
Conducts hearings with aggrieved taxpayers in involved tax cases and offers any information as 
requested by the Commissioner. 
Reviews the imposition of penalties in tax assessments and either recommends to the Division Director 
or on his behalf reduces or removes the penalty where warranted. 
Reviews particularly troublesome delinquent tax accounts and approves or directs the most desirable 
type legal action necessary to enforce collection. 
 
RECRUITMENT STANDARDS 
 
Knowledges, Skills, and Abilities 
 
Thorough knowledge of the taxation and enforcement provisions of the Revenue Act as they pertain to 
one or more tax schedules, including pertinent court decisions, Attorney General rulings, and 
administrative regulations. 
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Considerable knowledge of administrative management principles and practices. 
Considerable knowledge of governmental methods of budgeting and accounting control. 
General knowledge of the methods used in collecting delinquent accounts and auditing taxpayers' 
records and books. 
Ability to analyze difficult and involved tax problems and to make proper application of tax laws, 
interpretations, and regulations. 
Ability to plan, organize, directs and review the work of technical and clerical employees and to 
maintain effective control over a large organization in terms of general personnel management and in 
terms of accuracy and prompt processing of work assignments. 
Ability to express oneself clearly and effectively in oral and written form. 
Ability to maintain and establish effective working relationships with others. 
 
Minimum Education and Experience 
 
Graduation from a four-year college or university with a major in accounting or business administration 
and five years experience in tax accounting and auditing work including two years 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. 
 

 


