COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  REVENUE DATA WORKFLOW SPECIALIST II

	TITLE CODE:  9546
	GROUP:  REVENUE

	SELECTION METHOD:  100% QUAL                REV. 09-99  

NO. TEST QUESTIONS:  

SELECTION ID:  8722                             EXAM NO.:  
	SALARY:  (MIN-MID)  $2006.08 - $2657.70
GRADE:  10

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  REVENUE SECTION SUPERVISOR

	PRIMARY USER AGENCY:  DEPARTMENT OF REVENUE

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Handles difficult exceptions that occur in the workflow process by utilization of a personal computer to review unidentified electronic images of tax documents that have been dropped by the imaging/scanning equipment to ensure accuracy and completeness of data contained on the form.  Identifies, transcribes, retrieves and/or modifies source data that are unrecognized in the imaging process or that have low scanner confidence and corrects the data.  Monitors work of temporary staff during peak income tax processing periods; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of college or university with a bachelor’s degree.

	

	EXPERIENCE:  Must have two years experience in tax processing or tax administration.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None

	

	EXPERIENCE:  Additional experience in tax processing or tax administration will substitute for the required education on a one year experience for two years of college basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

None 


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Works assignments prioritized into nine or ten work queues daily, with each queue presenting a unique situation.  Conducts professional level examinations of returns and documents that have been flagged by the MFE including sales, withholding, accounts receivable, individual income tax and unemployment insurance.  Determine accuracy of the return or document and payment.  Determines the extent of liability due on the return or document.  Corrects the return that does not pass basic edits.  Prepares reports and recommends refunds or assessments based on the review of the document.  Prepares correspondence to the taxpayer explaining any adjustment that is made to the document.  Corresponds the normal imaging/scanning process.  Trains new employees in the workflow process.  Works that payment balancing queue to resolve or accept out-of-balance transactions and applies total remittance amount to appropriate accounts.  Assists in other areas of document processing.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is typically performed in document processing center.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  08/16/1999
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


