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 Class Specifications 
 for the Class: 
 
 TAX INFORMATION SPECIALIST I 
 
 
Duties Summary: 
 

Supervises a group of sub-professional staff providing tax 
information and assistance to the public; participates in 
planning and developing programs for information dissemination to 
the general public, departmental work units and special interest 
groups; participates in planning and implementing programs for 
public education regarding tax matters; and performs other duties 
as required. 
 
Distinguishing Characteristics: 
 

This class reflects responsibility for supervising a group 
of sub-professional staff providing tax information and 
assistance to the public, and for participating in planning, 
developing and implementing programs by planning designated 
aspects of the program and materials for the general 
dissemination of information to the public regarding State tax 
laws, operations, functions and requirements, for the general 
information of internal staff (e.g., publication of new 
departmental policies, or of clarification of operational 
requirements) and for participating in planning and coordinating 
other public education and information dissemination efforts such 
as programs for the voluntary preparation of tax returns for 
special interest groups, for mass assistance sessions for those 
seeking such help, in preparation of returns and related 
activities by planning or coordinating designated aspects of the 
specific project. 
 

A position in this class works under the general supervision 
of a higher level Tax Information Specialist.  The work involves 
a combination of activities including participating with 
subordinates in responding to inquiries as well as handling the 
most difficult problems and complaints (e.g., irate taxpayer 
demanding to talk to the supervisor) and developing information 
dissemination and public education activities, materials and 
programs. 
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Examples of Duties: 
 

Supervises the activities of a few sub-professional 
positions responding to questions from the general public 
regarding State tax laws, operations, functions and requirements 
and providing taxpayer assistance; resolves difficult problems, 
complaints and situations referred by subordinates; oversees the 
referral of inquiries involving highly technical questions and 
complaints involving technical fact-finding; receives new 
interpretations, guidelines, standards, laws transmitted from 
higher management or staff offices and keeps self and staff 
abreast so as to respond appropriately to inquiries; based on 
questions from general public or staff, identifies problems in 
the interpretation of new policies, laws, etc., refers to 
supervisor for follow-up and assists in drafting and 
disseminating for general staff information decisions made at the 
policy level to resolve such questions and problems; receives 
assignments to develop press and other media releases, drafts 
releases and recommends type of media release; participates in 
planning and developing a taxpayer public information program 
which may include coordinating or attending speaking engagements 
to various groups; participates in planning and coordinating 
programs for the use of volunteers to provide tax preparation 
service to special groups such as the elderly or disabled and 
others; participates in recruiting and training volunteer tax 
preparers; reviews operations of subordinates, monitors 
activities in assigned areas and develops and recommends changes 
for improvements; evaluates the work of subordinates and provides 
training, guidance and direction; keeps production and related 
records; drafts correspondence and reports. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  Tax laws, operations, procedures, forms and 
filing requirements sufficient to provide information to the 
general public individually and in groups; methods and techniques 
of editing and writing materials for publication through various 
media; and principles and practices of supervision. 
 

Ability to:  Write effective and interesting articles and 
materials in a manner best suited for the intended audience; edit 
materials prepared by others; prepare materials for publication 
through various media; speak before groups; establish and 
maintain good working relationships with representatives of 
information outlets and others; exercise tact and deal with a 
wide variety of situations; and supervise the work of others. 
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- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

This is the first specification for the new class TAX 
INFORMATION SPECIALIST I. 
 
 
Effective Date: June 1, 1981 
 
 
 
DATE APPROVED: 10/9/81 /s/     Donald Botelho   
          DONALD BOTELHO 

Director of Personnel Services 
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