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 Class Specifications 
 for the Class: 
 
 TAX RETURNS EXAMINER IV 
 
Duties Summary: 
 
 Supervises the examination of income and/or miscellaneous 
tax returns; and performs other duties as required. 
 
Distinguishing Characteristics: 
 
 This class involves immediate responsibility for 
supervising a staff in the examination of tax returns involving 
the full-range of tax issues.  Included in this class are 
immediate supervisors of returns examining operations in a 
neighbor island taxation district office. 
 
Examples of Duties: 
 
 Plans, organizes, and directs the examinations of income 
and/or miscellaneous tax returns to determine tax liability; 
reviews completed cases to evaluate the correctness of 
application of laws, regulations and applicable precedents; 
approves and verifies credits or refunds for over assessments or 
charges for additional taxes; holds informal conferences with 
taxpayers and their authorized representatives to resolve 
disputed questions of law or fact and prepares reports thereon; 
assists staff specialists in preparation of guidelines, 
procedural manuals and policy statements; explains procedures, 
problems, tax laws and regulations to subordinates; conducts 
training for new employees and training in the application of 
new or amended laws; may examine the most complex returns 
involving profit and loss statements, capital gain and loss, 
depreciation and amortization schedules; etc. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  State and applicable Federal income and 
miscellaneous tax laws, rules and regulations, principles and 
practices of supervision; interviewing techniques; principles 
and practices of elementary accounting including analysis of 
financial statements, methods of computing depreciation, accrual 
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basis of accounting, and accounts classification; public 
relations; office practices and procedures. 
 
 Ability to:  Plan, assign and review the work of others; 
interpret, apply and instruct others in tax laws, rules and 
regulations; analyze financial statements and related tax 
records; prepare reports and conduct correspondence; speak and 
write effectively, and deal tactfully with the public. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the class Tax Returns 
Examiner IV (2.178) which displaces Supervising Tax Returns 
Examiner (2.186) approved on July 27, 1962. 
 
 
DATE APPROVED: 12/8/65 /s/ Edward L. McIntosh 

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