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Class Code:       8162   

 

TITLE:  Tax Office Supervisor 
   Grade 21 

 

REPORTS TO: Associate Director of Accounts Receivable and Tax 
   Collection 

 

SUPERVISES: Occupational License Tax Audit/Processing Specialist         

 

JOB FUNCTION: Provide day-to-day direction for the occupational license tax  
   office for the school district.  Act as a technical systems  
   administrator for those systems directly related to OLT  
   processing and auditing to ensure data integrity and privacy  
   of sensitive financial records.  Supervise the processing and  
   auditing clerks for the OLT unit. 
 
 

DUTIES AND RESPONSIBILITIES: 

 

 Perform complex and advanced level record keeping duties in support of 
the processing and auditing of occupational license tax.  Participate in the 
initial design for computer systems and databases used in the occupational 
license tax office.  Process and prepare complex or technical financial 
accounting documents including, but not limited to; payments received, 
quarterly and year-end tax forms, credits, refund requests, letters, 
statements and other documentation.   

 

 Organize, assign and direct the operation of the OLT office and oversee the 
maintenance of the software applications.  Integral participant in the 
validation and verification process for automated systems supporting OLT.  
Train staff in efficient and effective methodologies in tax collection, data 
processing, and compliance. 

 

 Supervise the recording of taxes paid and returns filed to individual taxpayer 
accounts.  Prepare reports and analysis of collections.  Reconcile electronic 
data received from the bank regarding payments and upload those files to 
our database.  Maintain a variety of records, accounts, logs and files, 
reviewing that data to ensure accuracy and compose these records in an 
orderly fashion to have available for financial analysis.  
 

 Integrate ongoing system modifications into daily procedures. Applies tests 
to the tax data system to ensure quality control and accuracy of entered 
data. 
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DUTIES AND OTHER RESPONSIBILITIES (CONT.): 

  
Communicate with taxpayers, accountants, CPAs, payroll companies, 
lawyers and city officials concerning payments and financial reporting 
issues.  Research any payment problems found in the auditing process 
and initiate action necessary to resolve the issue. 

 

 Serves as a technical liaison with the bank, the staff of the Lexington-
Fayette Urban County Government, and the FCPS technology department.  
Be able to effectively resolve any discrepancies concerning the application 
of payments.  Participates in meetings with district technology staff, banking 
personnel, legal counsel and city government employees and officials. 

 

 Process and prepare complex or technical financial documents including, 
but not limited to; payments received, quarterly and year-end tax forms, 
calculation of penalties and interest, refund requests, credits, letters, 
statements, and other documentation necessary. 

 

 Receive, sort and distribute warrants according to established procedures 
and guidelines; prepare and issue warrants as needed. 

 

 Administers personnel evaluations for audit and processing specialists. 
 

 Serves as backup for the Associate Director of Accounts Receivable and 
Tax Collection. 

 

 Performs other duties as assigned. 
 

 Maintain regular attendance. 

 

KNOWLEDGE AND ABILITIES: 

 
KNOWLEDGE OF: 
 

 Methods, practices, terminology and procedures used in collecting taxes. 

 Capabilities of the District’s operating systems. 

 Statutes and regulations governing the levying and collection of 
occupational license tax. 

 Accounting principles and techniques involved in financial record-keeping, 
monitoring and control. 

 Auditing procedures necessary to evaluate tax returns. 

 Software applications used in the tracking and accounting for tax collection. 

 Oral and written communication skills. 
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KNOWLEDGE AND ABILITIES (CONT.): 
 

 Interpersonal skills using tact, patience and courtesy. Modern office 
practices, procedures and equipment. 

 
ABILITY TO: 
 

 Analyze taxation issues, formulate options and recommend solutions to 
problems. 

 Respond to user requests for assistance and malfunction correction and 
provide technical support. 

 Troubleshoot system malfunctions. 

 Train users possessing varying degrees of skill in using OLT processing 
programs. 

 Prepare management and accounting reports and tabulations. 

 Supervise staff. 

 Proficient use of office spreadsheet software. 

 Use sound mathematical logic in estimating, projecting and extending 
financial and statistical data. 

 Work independently with minimal direction and supervision. 

 Perform with a high degree of skill and accuracy. 

 Operate standard computer and office equipment. 
 

PHYSICAL DEMANDS: 

 

 Work is performed while standing, sitting and/or walking. 

 Requires the ability to communicate effectively using speech, vision and 
hearing. 

 Requires the use of hands for simple grasping and fine manipulations. 

 Requires bending, squatting, crawling, climbing, reaching. 

 Requires the ability to lift, carry, push or pull light weights, up to 30 pounds. 

 

 

EDUCATION AND EXPERIENCE: 

 

 Associate Degree in Accounting or Business Administration or minimum 
of four years tax related experience required.  Bachelor degree preferred.  
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LICENSES AND OTHER REQUIREMENTS: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Original Date:   01/2002 

Revision Date:  04/2007 

Revision Date:  07/2011 

Revision Date:  07/2012 


