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Class Specifications 
for the Class: 

 
 TAX REVENUE COLLECTIONS SUPERVISOR II
 (TAX REVENUE COLLCTN SUPVR II) 
 
Duties Summary: 
 

Supervises the collection and recording of all tax payments 
in a taxation district; conducts the deposit of tax collections; 
and performs other duties as required. 
 
Distinguishing Characteristics: 
 

This class reflects responsibility for tax collections 
operations involving the receipt and recording of tax receivables 
and collections, the determination of depositories for sums 
collected, and the handling of intense problems of taxpayers' 
complaints and non-compliance with filing requirements.  Included 
is the supervision of s large staff of cashiers. 
 
Examples of Duties: 
 

Develops work schedules; maintains daily control of cash 
register readings; provides for and maintains change fund for 
each cashier and makes periodic audit of funds; supervises the 
daily verification of each cashier's daily collection report; 
consolidates total collections; certifies armored car transferral 
of deposits, and apportions deposits according to the bond 
requirements of each depository; initiates collection process and 
determines extent of collection effort on checks made on 
insufficient funds; submits adjusting entries on write-offs; 
certifies tax payments when requested; registers protested 
payments and handles complaints; reviews and participates in 
revision of procedures. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  State laws, rules and regulations on the 
collection of taxes; methods and procedures of receiving, 
recording, safeguarding and depositing of cash; principles and 
practices of bookkeeping; principles and practices of 
supervision. 

 
Ability to:  Plan, organize, direct and review the work of 

others, make arithmetic computations rapidly and accurately; 
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maintain effective working relationships with others and deal 
tactfully with the public; keep financial records and prepare 
financial reports; operate cash register, adding and calculating 
machines; and handle cash with accuracy and safety. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 

This is a change in title and amendment to the specification 
for the class TAX COLLECTIONS SUPERVISOR (1.490) which was 
approved on December 12, 1965. 
 
 
 
 
DATE APPROVED: 9/28/66  /s/ Edward L. McIntosh 

  For (Mrs.) EDNA TAVARES TAUFAASAU 
Director of Personnel Services 

 
 
Note title changes: 
 
Tax Collection Supervisor II, effective 9/28/66 
Tax Revenue Collection Supervisor II, effective August 31, 1988 
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