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 Class Specifications 
 for the Class: 
 
 TAXATION SERVICES ADMINISTRATIOR 

(TAXATION SERVICES ADMR) 
 
 
Distinguishing Characteristics: 

 This class reflects a division chief responsible for 
planning, organizing, directing and coordinating the control and 
processing of tax documents including the receipt, recordation, 
deposit and accounting of all tax payments and for the provision 
of taxpayer services to the public including public education, 
information dissemination, the issuance of various tax licenses, 
and the coordination of a system for the referral and resolution 
of complaints.  Substantively complex tax questions or complaints 
are referred to other units in the department for follow-up or 
resolution. 

 The position in this class works under the general direction 
of the Director of Taxation.  The work involves the development 
and implementation of policies affecting general and supportive 
tax services provided to the public and other operational units 
of the department and assuring the efficient and timely 
processing and control of tax documents.  The work is performed 
within the framework of departmental policies and directives, and 
statutes. 

Examples of Duties:  (Positions may not be assigned all of the 
duties listed, nor do the examples necessarily include all the 
duties that may be assigned.  The omission of specific statements 
does not preclude management from assigning such duties if such 
duties are a logical assignment for the position.  The 
classification of a position should not be based solely on the 
examples of duties performed.) 

 Plans, organizes, directs and coordinates program 
operations; reviews statewide operational problems and 
requirements, and develops proposed solutions and changes in 
conjunction with subordinate supervisors and other departmental 
components; prepares division budget, organizational, and 
staffing proposals, and justifications; drafts legislative 
proposals and testimony, and testifies as directed; develops and 
implements expenditure plans; oversees division operations 
through subordinate supervisors, and conducts staff meetings; 
approves all warrant vouchers to the central accounting agency 
for taxpayer refunds; participates in personnel management 
functions including selection of new hires, training, discipline, 
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grievances, dealing with union representatives, etc.; coordinates 
operations between subordinate components and with other 
components of the department and other departments; participates 
in major studies of operational changes affecting the entire 
department; prepares reports and correspondence; and represents 
the department in inter-agency, community and other meetings. 

Knowledge and Abilities: 

 Knowledge of:  Principles of public administration.  
Principles and practices of program planning and evaluation; 
report writing; and principles and practices of supervision and 
management.  

 Ability to:  Plan, organize, direct and coordinate various 
tax service functions affecting all taxation districts; analyze 
and evaluate facts and make sound management decisions; advise 
subordinates on program policies and issues; evaluate the 
effectiveness of assigned taxation operations; initiate the 
development and effective changes in policies and procedures; 
develop and substantiate budget requests; communicate and deal 
effectively with subordinates and others; and understand and 
apply general policies and exercise ingenuity in devising 
solutions to problems of unusual difficulty. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 This is an amendment to the specification for the class 
TAXATION SERVICES ADMINSITRATOR (TAXATION SERVICES ADMR), which 
was approved on November 17, 1981.  

 
 
 
DATE APPROVED: 9/29/99  /s/  Dawn M. Young 
   MIKE McCARTNEY 

Director of Human Resources Development 
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