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   Class Specification 
   for the Class: 
 
 TAX INFORMATION TECHNICIAN II
 
 
Duties Summary: 
 
 Provides tax information and assistance to the public by 
answering tax inquiries, complaints and problems; assists in 
programs for public education regarding tax matters by instructing 
groups of taxpaying public in how to prepare tax returns and 
explaining other tax matters such as credits, dividends, interest 
and other filing requirements; and performs other related duties 
as assigned. 
 
Distinguishing Characteristics: 
 
 This class reflects responsibility for providing assistance 
to the public including professionals such as accountants, 
attorneys, etc., on problems and questions ranging from the simple 
to the 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, resident and non-resident net income 
returns, common partnership returns, corporate and non-profit 
organization returns and general excise and withholding filings.  
Inquiries involving the most complex aspects of the tax laws in 
which applications are subject to controversy or require extensive 
fact-finding (e.g., net operating loss deductions, abandonment 
losses, involuntary conversions, etc.) are referred to a higher-
level position and/or the Income Technical Office.  
 
 Oral responses to inquiries are referred to the supervisor or 
the appropriate unit only if the complainant is not satisfied with 
the incumbent's response or if they involve the above cited areas 
of tax laws and their interpretations.  Such referrals may be 
accompanied by a written report prepared by the incumbent when the 
case is complex or sensitive.  Written responses to inquiries or 
complaints (which may commit the department to a specific 
application of law) are drafted by incumbents of this class for 
review by the supervisor or such inquiries/complaints similarly 
may be referred to the appropriate unit.  
 
 Any inquiry or complaint referred to other units is monitored 
by incumbents of this class for timeliness of response. 
 
 Positions in this class also assist in public education 
efforts by instructing groups of the taxpaying public in how to 
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prepare tax returns, doing actual preparation of individual tax 
returns for the public, and providing ideas, feedback, and 
information towards informational releases. 
 
 A position in this class works under the general supervision 
of a higher level technical or professional tax information 
position.  There is regular contact with others within and outside 
the department in which tact is required and the employee assumes 
responsibilities for harmonious relationships. 
 
Examples of Duties: 
 
 Provides tax information and assistance on taxpayer requests 
received via telephone, walk-ins and correspondence regarding such 
areas as individual income return and all its supporting 
schedules, resident and non-resident net income returns, general 
excise, use and withholding filings, and common partnership, 
corporate and non-profit organization returns; provides general 
information on other taxes administered by the Department such as 
liquor, franchise, public services, etc.; 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; drafts 
responses to inquiries/complaints requiring written responses; on 
cases requiring further review, writes brief reports to the 
supervisor providing background and disposition recommended; 
assists other sections in the department by reviewing the 
taxpayer's accounts to insure compliance before the issuance of a 
tax clearance for purposes such as doing business in Hawaii; 
instructs individuals or groups of the taxpaying public in how to 
prepare individual tax returns; upon request, does actual 
preparation of individual tax returns. 
 
Knowledges and Abilities Required: 
 
 Knowledge of:  State and Federal tax laws, regulations, 
rules, tax forms and filing requirements; bookkeeping terms and 
principles; arithmetic; and English grammar and spelling. 
 
 Ability to:  Understand and explain tax laws, rules, 
regulations, and other pertinent documents affecting taxes in 
response to taxpayer inquiries; obtain pertinent information from 
and answer questions of taxpayers in a complete, expeditious 
manner; compute tax liabilities, penalties and interests; make 
arithmetic computations rapidly and accurately; speak to 
individuals and groups and deal tactfully with others within and 
outside the department; write simply and clearly. 
 
---------------------------------------------------------------- 
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 This is an amendment to the specification for the class TAX 
INFORMATION TECHNICIAN II, approved on November 7, l986. 
 
 
 
DATE APPROVED: 3/10/87 /s/  Diana H. Kaapu 

  for  ALFRED C. LARDIZABAL 
Director of Personnel Services 
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