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Sales and Use Tax Technician II

	Department:
	Finance	
	Reports To:
	Revenue Manager
	Division:
	Finance	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	4	
	Revision Date:	
	1/8/2015


GENERAL STATEMENT OF JOB

Under direct supervision of the Revenue Manager coordinates and participates in the collection of the City’s sales/use taxes including delinquent account collection and related work as required. This position assists in the planning and coordination of tax collections functions. An essential part of this position’s function includes interpreting and applying relevant city ordinances. This position will also be directly involved in educating and communicating directly with City businesses, and assisting in workshops and seminars to enhance the business community’s ability to comply with the applicable ordinances.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Serve as a City representative to Taxpayers either in person, via email, and telephone; answer questions from businesses concerning business and sales/use tax license applications; and answer general sales tax inquires.
Create, send, and review notices to taxpayer when accounts are delinquent and perform necessary follow-up of notices.
Prepare daily reports summarizing sales tax receipts through the City’s Lockbox and ACH payments. Reconcile ACH and Lockbox payments received with computerized reports and provide the journal entries to the appropriate Finance Department staff on a monthly basis.
Provide adequate information from tax return filings to the appropriate person in the Finance Department to include in the City’s monthly financial statements.  
Perform analysis of the City’s sales/use tax collections, comparing and contrasting the information to prior periods, identifying industry and retail center variances, and providing insights into those variances.  
Tracks and reports sales/use tax incentive agreements, delinquent account activity and collection/compliance efforts.
Research and identify retailers that should be licensed and collecting City sales tax. Contact businesses to achieve compliance through email, telephone, or in person.
Recommend appropriate methods of collection of delinquent account such as payment agreement, lien, or seizure and sale of property.
Receive instruction and direction from the Revenue Manager and work according to established policies and procedures to ensure collection of all City sales/use taxes due.
Identify sales/use tax audit candidates, make recommendations for audit, and perform pre-audit research to determine necessary audits.
Perform general clerical duties including general correspondence, filing, sales tax record verification; returned check letters, and order forms and supplies.
Perform quality control functions to ensure that all of the information in the City's software is correct. This particularly relates to taxpayer contact information and records of conversations and actions taken.
Identify sales and use tax issues relating to businesses that are closing to facilitate the final returns filed, and any ownership changes that occur.
With limited supervision, research and resolve taxpayer complaints and concerns.
With limited supervision, review, research, and answer tax related correspondence. Provide educational opportunities for taxpayers to assist with the correct collection and remittance procedures specific to their business. This would include participating in seminars and workshops to assist the taxpayer in their efforts to be compliant with the ordinances.
Review notices of bankruptcy and prepare claims to be filed with the court.
Continuously work with the City’s GIS staff to improve the accuracy and comprehensiveness of the City’s street locator guides made available to the businesses in accordance with the City’s ordinance.
Assist in research and review of sales/use tax ordinances to determine the intent and the effect of proposed legislative or City Council changes.
Perform pre-audit research to determine necessary audits. Conduct occasional sales and/or use tax audits, including construction project reconciliations.  Verify addresses during audits.  Provide assistance during final review and assessment of audits. 
Develop publications, both in print and electronic format, informational communications that accurately reflect the City’s interpretation and application of the City’s ordinance, e.g. FYIs, FAQs, brochures, packets for distribution, etc.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Proficient in providing exceptional customer service to internal and external customers.
Ability to think critically when reviewing and compiling information and to express those thoughts, ideas, conclusions, and recommendations clearly and concisely both orally and in writing.
Investigate techniques useful in offering assistance in inspecting business activities to ensure compliance with sales/use tax requirements.
Municipal Code interpretation and enforcement.
Sales/Use Tax Audit and general accounting procedures.
Modern office practices, methods and procedures. Must be proficient in the use of Microsoft Office Suite, Word, Excel, Access, PowerPoint 
Work well under stressful situations.
Effectively handle conflict situations with customers and maintain good public relations while protecting the City's interest.
Do research and perform mathematical computations.
Communicate clearly and concisely orally and in writing.
Maintain confidential and personal information. 
Strong analytical, organizational, and time management skills.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Minimum of two years of experience in the administration and collection of sales/use taxes and in the collection of past due accounts using a variety of methods and techniques. 

Bachelor's degree in Accounting, Business Administration, Finance or related field is preferred.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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