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Class Specifications 
for the Class: 

 
TAX CLERK 

 
 
Distinguishing Characteristics: 
 
 This class is distinguished by the independent performance of a variety of general 
and specialized clerical work involving tax matters such as answering questions from 
taxpayers regarding their tax returns; assisting in conducting office examinations of tax 
returns to verify accuracy and completeness of information; performing computer-based 
corrections on returns and other documents; contacting and meeting with delinquent 
taxpayers in the office to assist them in filing returns, arranging for settlement of tax 
liabilities, and informing them of consequences of non-payment of taxes; and performing a 
variety of special business licensing work ranging from the approval of applications from 
authorized licensees to purchase cigarette tax stamps, to assisting taxpayers with any 
licensing and registration-related problems. 
 
 Such work requires knowledge of tax filing, tax collection, and business licensing 
rules, guidelines, procedures, and forms.  Significant public contact is involved in 
assessing taxpayers and assuring compliance with tax laws and rules.  Positions in this 
class work under the general supervision of a higher level clerical, technical or 
professional supervisor. 
 
Examples of Duties: 
 
 Contacts delinquent taxpayers to file their returns as required by law; prepares 
proposed assessments of gross income tax from net income tax returns already filed; 
adjusts proposed assessments upon presentation of evidence by taxpayers that gross 
receipts were erroneously stated; assists in examining and checking tax returns to 
determine tax rates, exemptions, deductions, calculations, extensions, credits, 
assessments and payments; issues after tax clearance certificates, verifying that 
taxpayers are filing currently and have no outstanding balances; contacts delinquent 
taxpayers, by telephone or correspondence, to make payments on their taxes; makes 
arrangements for partial and/or installment payments; makes over-the-counter collections 
of taxes and keeps records of such collections; creates and updates business license 
accounts; and processes mail-in business license updates. 
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Full Performance Knowledge, Skills, and Abilities:  (Knowledge, skills, and abilities 
required for the full performance work of this class.) 
 
 Knowledge of:  Arithmetic, English language, office equipment such as adding and 
calculating machines and personal computers, relevant Hawaii tax laws, rules, 
procedures, and forms regarding tax rates, exemptions, deductions, extensions, credits, 
assessments, delinquent taxes, business licensing, etc.; tax office operations such as 
filing and information recording systems, both manual and computerized, as they apply to 
filing returns, making arrangements for partial and/or installment payments, etc.; and tax 
search and collection methods and procedures. 
 
 Ability to:  Think logically and analytically; communicate effectively orally and in 
writing in the English language; elicit information from individuals and judge pertinence of 
such information; read, understand, and explain complex materials such as tax rules, 
laws, procedures, and penalties; accurately compute tax liabilities, penalties, and interest; 
operate adding and calculating machines and personal computers; use tact and sound 
judgment to deal effectively with taxpayers and others; follow oral and written procedures 
and instructions; understand the impact of actions taken and recommendations made 
regarding taxpayers; and plan and organize work. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 
 This is an amendment to the specification for the class TAX CLERK, which was 
approved on August 14, 1984. 
 
 
 
DATE APPROVED: 9/16/2005  /s/  Dawn M. Young 
   MARIE C. LADERTA 

Director of Human Resources Development 
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