City of Chattanooga, TN

Classification Title:  Business Tax Inspector


	Department: 
	Finance
	Pay Grade:
	TBD

	Supervision Received From:
	
Tax Supervisor
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
None 
	Established:

Revised:
	06/29/07

04/05/08


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for contacting businesses and examining local businesses tax returns to facilitate the collection of delinquent business taxes.  Duties include: billing and processing liquor taxes and assisting businesses with application or filing processes. Works under limited supervision
SERIES LEVEL:

The Business Tax Inspector is a stand-alone position.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Conducts research on businesses identified as delinquent in paying their business taxes; prepares related notices informing them of their license lapse.

· Provides assistance to businesses in completing business tax returns.

· Initiates court citations to business failing to pay taxes; presents cases before the City Court and conducts related follow-up activities.

· Conducts research to determine if new businesses have a current business license; responds to complaints and questions related to unlicensed businesses; prepares and submits letters and business applications to businesses that have been identified as not having a current business license.

· Examines and compares local business tax returns with state and county records.

· Conducts site visits to businesses to ensure compliance with state and local laws and ordinances.
· Adds and inactivates liquor permits as directed by the State; maintains applicable permit data and information.

· Routinely performs the duties of the Business Tax Specialist collecting and processing business tax applications and payments.

· Primary alternate for performing the duties of the Revenue Tax Specialist verifying incoming collection reports and entering information into Finance software system.

· Trains co-workers on use and care of document imaging system.

· Assists with purchasing and procurement.

· Updates the Treasury website as directed.

· Performs other duties as assigned.
MINIMUM QUALIFICATIONS:

High School Diploma, or G.E.D., and completion of college coursework in Accounting and one year of related experience.
LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of customer service principles; basic mathematical concepts; modern office equipment; and, records maintenance principles and practices.

Skill in using a computer and related software applications; providing customer service; performing mathematical calculations; operating modern office equipment; preparing business correspondence; conducting routine research; preparing and maintaining applicable records and information; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: reaching, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to move objects.  If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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