CLASSIFICATION SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV33012

	Job Class Code:
	160
	Salary Schedule:
	ASRRCOLL

	EEO Category:
	05
	Grade:
	17

	Workers Comp Code:
	9410
	
	

	
	
	
	

	Job Code Established:
	07/01/89
	Effective Date:
	

	Job Code Revised:
	
	Effective Date:
	


JOB CODE SERIES:
Collector Series

JOB CODE TITLE:
COLLECTOR II   
HRIS TITLE:

COLLECTOR II
CHARACTERISTICS OF THE CLASS: Works under general supervision.  Has the authority to enforce laws relating to taxes; approve payment plans; file liens and levies; collect monies.  As an office collector, collects delinquent taxes, license and registration fees, fuel and motor carrier taxes, unemployment insurance taxes, or other monies owed the state, using skip-tracing and other approved methods.  Work product consists of monies collected, payment plans approved, and/or liens and levies filed.  Responsible for accurate and timely completion of all tasks; approval of payment plans; filing of liens and levies; explaining tax laws to taxpayers; collection of monies.
EXAMPLES OF DUTIES:  Individual positions may be responsible for some or all of the listed duties and/or other related duties.  Traces, locates and contracts individuals and/or business organizations through correspondence and telephone contact, to collect monies due the state on delinquent accounts.  Initiates installment payment plans, audits, liens, wage garnishments and other procedures of distraint.  Utilized a wide variety of resources to locate individuals and/or assets.  Responds to inquiries regarding agency policies and procedures and statutes governing the collection program.  Analyzes financial records and makes determinations on ability to pay amount due.  Prepares and maintains records and reports of collection activities and monies collected.  Reports suspected cases of tax evasion, fraud or other violations and participates in subsequent investigations.  May provide technical assistance to lower level collectors on a variety of tax collection matters and reviews work assignment for completeness and accuracy.  Performs related work as required.

WORK CONDITIONS:  May encounter irate individuals either over the phone or in person.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: collection and skip-tracing methods and procedures; state and federal statutes, rules and regulations pertaining to assigned area of responsibility; agency policies and procedures; alternate course of action for the collection of delinquent monies; applications of automated office systems and devices; mathematics and financial statements.

Skill/Ability to: apply collection and skip-tracing methods; applying state and federal statutes, rules and regulations; applying agency policies and procedures; analyzing situations and determining appropriate or alternate courses of action; using automated office devices and products; performing mathematical calculations and analyzing financial statements; oral and written communications; interpersonal relationships.
