05-21-93 TAX RENEWAL ASSI STANT, 1356
SENI OR TAX RENEWAL ASSI STANT, 1357

Summary of Duties: On a seasonal basis, under supervision,
perforns general office clerical duties or specialized clerical
functions which require the ability to apply the tax ordi nance
provi sions of the Minicipal Code and the exercise of sone

i ndependent judgenent; supervises or may assi st in supervising a
group of enpl oyees performng these functions; applies sound
supervi sory principles and techniques in building and

mai ntai ning an effective work force; fulfills affirnmative action
responsi bilities; and does rel ated work.

Di stingui shing Features: Enployees of these classes are

enpl oyed on a seasonal basis to neet the tenporary needs of the
Gfice of the Aty Aerk during the Business Tax and Payr ol
Expense Tax period and the Police and Fire Permt renewal

peri od.

A Tax Renewal Assistant perforns work which varies in degree of
difficulty fromthat which is essentially routine and repetitive
to that which requires the exercise of a limted anount of

i ndependent judgenent. After instruction, enployees of this
class are responsible for follow ng established policies and
procedures. A Tax Renewal Assistant may be required to answer
tel ephone inquiries fromtaxpayers, to conpute taxes due and to
give factual information, to act as a nessenger or supply clerk,
or to drive a delivery van, or to performdata entry. Enpl oyees
of this class nay have limted responsibility for training other
enpl oyees in this class or assisting in supervising a snal |
nunber of enpl oyees performng relatively sinple duties. Tax
Renewal Assistants operate a variety of office machi nes

i ncl udi ng check endorser, mcrofiche, nunbering nmachi nes,
typewiters, calculators, CRT"s, nechanical |etter openers, and
per sonal conputers.

A Seni or Tax Renewal Assistant perforns nore conplex tax and
permt renewal work which requires a noderate anount of

i ndependent judgenent, and nay supervise or assist in training
and supervising | arger groups of enployees performng tax or
permt renewal work.

| ncunbents in the class of Senior Tax Renewal Assistant, as bona
fide supervisors, are distinguished fromlead workers in that
they are responsible for the performance of the full range of
supervisory activities including the application of discipline,
processing and resol ution of grievances and eval uati on of

per f or mance.

Exanpl es of Duties:

Tax Renewal Assi stant:



Perforns office clerical work related to processing tax
renewal and permt applications during annual renewal
peri ods;
Counts, sorts, and distributes nail;
Col | ates and conpares figures on paynents and attached
docunent s for accuracy;
Transfers statistical tax data to logs and totals itens on
| ogs;
Fi | es correspondence, business tax applications, and tax
returns and del i nquent paynent envel opes;
Resear ches taxpayer records on conputer files;
Answers and routes tel ephone calls to appropriate unit;
Verifies the correctness of control documents;
Under supervision, makes record changes on active Business Tax, Payroll Expense Tax, Police and
Fire Permit Certificate and other related accounts;
Picks up and delivers mail, documents, and money deposits;
May drive adelivery van;
Performs routine calculations on 10-key calculator and verifies that payment amounts and tax
document totals agree;
Researches payment accounts;
Assistsin processing refund claims
Researches bad checks;
Calculatestax liabilities;
Sets up new accounts;
Analyzes and corrects errors in data entry documents;
Reviews billing and refund determinations;
Answers telephone inquiries from taxpayers as part of phone bank personnel;
Using automated equipment, inputs a high volume of raw data into the Tax and Permit System
(TAPS);

Senior Tax Renewal Assistant: Supervises or assists in training and supervising moderate to large
groups of employees engaged in the above work, and
Administers and monitors temporary payroll budget;
May supervise an operational unit;
Assists the head of tax renewal operations in researching the more difficult or complex tax renewal
problems;
May supervise the clerical support operation and recommend changes to the renewal processing
operation;
Compiles statistics and reports on daily receipts;
Makes projections and comparisons of revenue;
Directsthe daily receipt and transmittal of monies;
Reviews the research or personally researches the difficult and complex tax renewal problems of
renewal operations;
May assist in hiring other Tax Renewal Assistants;
Develops and administers tax renewal training program;
Writes renewal procedures,
Sets up delivery van routes and ensures that safety standards are met;
Communicates equal employment/affirmative action information to employees;
Appliesjob-related criteriain selecting, orienting, assigning, training, counseling, evaluating, and
disciplining subordinates;
Assists employeesin preparing for promotion as described in the City's Affirmative Action
Program;



Both Classes: May be occasionally assigned other duties for training purposes or to meet technological
changes or emergencies.

Qualifications: Incumbents must have the following knowledges and abilities:

Tax Senior

Renewal Tax

Assistant  Renewal
K nowledges of: Assistant
Correct punctuation, spelling, and grammatical usage; Good Good
Modern office practices, including filing, indexing,
and cross-referencing methods; Good Good
Commonly used office machines and equipment
together with some skill an their operation; Genera Genera
Bookkeeping practices; Genera Generd
Operation of word processing text editing equipment,
remote data entry and recall systems, and personal computers, Genera Genera
Effective safety principles and practices; Good Good
City personnel rules, policies, and procedures; Generd Genera
Supervisory responsihility for equal employment opportunity
and affirmative action as set forth in the City's
Affirmative Action Program; Generd Good
Ability to:
Learn rapidly and apply laws, ordinances, office policies,
regulations, and procedures and to explain them to other
employees and to the public; X X
Perform moderately complex clerical functions; X X
Make difficult file searches X X
Type at a speed and level of accuracy within acceptable
City standards in some positions; X X
Make arithmetical computations such as addition,
subtraction, multiplication and division; X X
Deal tactfully and effectively with the public and other employees; X X
Operate avehicle for the purpose of making pick-ups or
deliveriesin some positions; X
Organize work and compl ete assigned tasks according
toinstructions and in atimely manner; X X
Assign, direct, and review the work of others. X
Establish and maintain awork environment to enhance
both employee morale and productivity; X

Minimum Reguirements:

Tax Renewal Assistant: Graduation from high school is desired.

Senior Tax Renewal Assistant: Eight months of full time paid experience as a Tax Renewal Assistant for
the City of Los Angeles or in aposition at least at that level which provides experiencein City tax renewal
processing.

Both classes. A valid Californiadriver's license and a good driving record may be required.



Physical Requirements:

Both classes. Frequent or prolonged sitting, standing, walking, reaching both above and below shoulder
level; occasional stooping or squatting; hand and finger dexterity for grasping or operating office key
board and other machines; vision required to read documents or computer screen; hearing sufficient to
respond to verbal communication in person or by telephone; average lifting up to five pounds and
occasionally over 20 pounds.

Those with medical limitations may be able to perform the duties of some positions with reasonable
accommodation. The decision to accommodate someone's limitations will be made on an individual basis
and depends on the types of limitations, what the hiring department can reasonably do to accommodate
them, and the specific qualifications for the job.

Fair Labor Standards Act Status:

None of the positions in these classes qualify for an exemption from the minimum wage and overtime
requirements of the Fair Labor Standards Act.

Asprovided in Civil Service Commission Rule 2.5 and Section 4.55 of the Administrative Code, this
specification isdescriptive, explanatory and not restrictive. It isnot intended to declarewhat all of
the duties and responsibilities of any position shall be.



