PART I DEPARTMENT OF PERSONNEL SERVICES 1.460
STATE OF HAWATI

Class Specification
for the Class:

TAX INFORMATION TECHNICIAN T

Duties Summary:

Provides tax information and assistance to the public by
answering tax inquiries, complaints and problems; assists
taxpayers in filing tax returns; and performs other related
duties as assigned.

Distinguishing Characteristics:

This class reflects responsibility, under general
supervision, for providing assistance to the public including
professionals such as accountants, attorneys, etc., on problems
ranging from the simple to moderately complex which involves the
explanation of various tax laws, rules, regulations and other
official issuances as well as various tax forms. The scope and
level of inquiry includes, but is not limited to, such areas as
individual income tax returns and all supporting schedules and
general excise and withholding filings. Complex inquiries are
referred to a higher-level position.

A position in this class performs work of the next higher
level such as in-depth research and response to complaints and
applications of tax laws, rules and regulations to complicated
questions in such areas as partnership, corporation and non-
profit organization returns under close supervision.

A position in this class works under the supervision of a
professional tax information position. The supervisor of higher
level workers provides guidance, instructions and general
supervision on simple to moderately complex work and closer
supervision when a position in this class performs work of a
higher level such as in conducting in-depth research, responding
to inquiries of a complex nature, etc. There is regular contact
with others within and outside the department in which tact is
required and the employee assumes responsibilities for harmonious
relationships.
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Examples of Duties:

Provides tax information and assistance on taxpayer requests
received via telephone, walk-ins and correspondence regarding
such areas as individual income returns and required supporting
schedules and general excise and withholding filings; provides
assistance regarding pre-filing questions concerning the start-up
of a business; explains pertinent portions of tax laws,
regulations and other official issuances as they apply to
individual cases; checks various sources in responding to
inquiries, complaints and problems and refers those requiring
specialized handling to appropriate personnel; assists in
drafting responses to inquiries/complaints requiring written
responses; assists other sections in the department by doing such
things as reviewing the taxpayer's accounts to insure compliance
before the issuance of a tax clearance for purposes such as doing
business in Hawaii; provides general recommendations for changes
to the existing tax forms due to errors and feedback from the
public for a clearer, simpler and more concise format; provides
ideas, feedback and information regarding news media releases and
advertisements and special releases for distribution to specific
groups, as necessary; performs higher level work such as in-depth
research and response to complaints, application of tax laws to
complicated questions, conducting class sessions in how to
prepare individual tax returns, etc., under close supervision,
for training purposes.

Knowledge and Abilities Required:

Knowledge of: Basic knowledge of State and Federal tax
laws, regulations, rules, tax forms and filing requirements;
bookkeeping terms and principles; and arithmetic; and English
grammar and spelling.

Ability to: Learn and apply the full range of pertinent tax
laws, rules and regulations including, but not limited, to those
relating to partnerships, corporate and non-profit organization
returns; respond to pre-filing and filing instructions in
response to taxpayer inquiries; obtain pertinent information from
and answer questions of taxpayers in a complete and expeditious
manner; read and understand tax manuals and books of
instructions; make arithmetic computations rapidly and
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accurately; deal tactfully with others within and outside the
department; write simply and clearly.

This is the first specification for the new class TAX
INFORMATION TECHNICIAN T.

Effective Date: October 8, 1986

DATE APPROVED: 3/3/87 Alfred Lardizabal
ALFRED C. LARDIZABAL
Director of Personnel Services
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