COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  REVENUE DISTRICT MANAGER

	TITLE CODE:  9531
	GROUP:  REVENUE

	SELECTION METHOD:  100% QUAL                REV. 10-98

NO. TEST QUESTIONS:  

SELECTION ID:  6094                           EXAM NO.:  
	SALARY:  (MIN-MID)  $3908.94 - $5178.72
GRADE:  17

SPECIAL ENTRANCE RATE:  No

	

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  REVENUE FIELD OPERATIONS REGIONAL MANAGER

	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.

	Supervises, coordinates and administers a small district office in the Revenue Cabinet; 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 a college or university with a bachelor's degree in accounting, business administration, commerce, economics, finance or a related field.

	

	EXPERIENCE:  Must have five years of experience in the processing, administration, preparation auditing of taxes.  

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  Graduate study in accounting, business administration, commerce, economics, finance or a related field will substitute for the experience on a year‑for‑year basis.

	

	EXPERIENCE:  Professional experience in the processing, administration, preparation or auditing of taxes will substitute for the education on a year‑for‑year 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.


Supervises a district field office.  Plans, directs, supervises and coordinates the work of a district office staff including making assignments dealing with tax bills, delinquent sales and use tax returns, delinquent withholding problems, restraining orders, revocations, gasoline inspections, cigarette tax audits, income tax audits, corporation income tax audits, and sales and use tax audits.  Directs the field auditing of taxpayer records to ascertain the correctness of tax returns and reports on various kinds of taxes.  Assists direct personnel with difficult assignments.  Meets periodically with taxpayers, accountants, certified public accountants and attorneys to provide technical advice and assistance and to resolve questions of tax liability.  Trains and evaluates district personnel.  Prepares and reviews written reports.  Is responsible for the collection and deposit of monies collected at the district level.  Implements new Revenue Cabinet programs and procedures.  Provides for the proper administration of Kentucky tax laws, regulations and policies.

	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 primarily performed in an office setting.  Minimal travel is required.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  11/16/2009

	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.


