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JOB CODE SERIES:  Tax Analysis Series
JOB CODE TITLE:
TAX ANALYST I
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TAX ANALYST I
CHARACTERISTICS OF THE CLASS: Works under general supervision.  Has the authority to research, analyze and prepare recommendations for revision to tax laws and rules; to analyze and interpret tax laws.  Performs duties of average difficulty in researching, analyzing and interpreting tax laws, case laws and rules for the agency's various programs; prepares recommendations as to the course of action to pursue in line with tax laws; researches and prepares recommended changes to tax rules; researches and compiles legal tax information and prepares tax memoranda, position and impact statements.  Work product consists of recommendations completed and presented regarding the research, analysis, interpretation and application of Federal and State tax laws, case law and rules.  Responsible for timely and accurate recommendations and application pertaining to problems and questions regarding Federal and State tax laws; for timely and accurate research and analysis of tax laws for use by staff in preparing tax memoranda and impact statements.

EXAMPLES OF DUTIES:  Consults law manuals, rule books, codes or regulations in order to find exact required course of action, determination or authorization.  Reads and interprets stated, federal and local codes, laws and rules in order to prepare reports or utilize in work activities.  Reviews taxpayers tax related problems and/or questions.  Researches and analyzes.  Coordinates and prepares responses to resolve problems.  Explains agency policies, procedures and practices to applicants, clients, representatives of other agencies, or outside individuals or groups.  Composes correspondence dealing with subject matter in ways that call for some discretion and involve some judgment or negotiation, replying to inquiries, presenting or requesting information.  Compares data from several sources to assure accuracy of report statements, descriptions, or phraseology, according to established criteria, and relying upon some knowledge of the subject matter.  Attends staff meetings of work unit or section, under direction of work supervisor; gives and receives information helpful in work unit or work system operation.  Confers with superior, presenting and resolving difficult problems or questions, discussing plans and actions to be taken, making decisions.  Performs related work as required.

WORK CONDITIONS:  Frequent telephone contact with public, restriction to desk area and long hours of concentration on details.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of:  the principles and practices of auditing and accounting; Federal and State laws, case law and rules governing taxes administered by the agency; the policies and procedures established for the work system.
Ability to:  apply auditing and accounting methods and techniques; analyze and interpret Federal and State laws, apply case laws and rules governing taxes administered by the agency; perform mathematical computations; communicate verbally and in writing; establish and maintain work relationships.
