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TAX AND PERM T FI ELD REPRESENTATI VE, 1176
SENI R TAX AND PERM T FI ELD REPRESENTATI VE, 1185
PRI NG PAL TAX AND PERM T FI ELD REPRESENTATI VE, 1195

Summary of Duti es: Enforces the Gty business, payroll and transient
occupancy taxes and Gty permt ordi nances by nmaki ng investigations of
busi nesses required to obtain Gty Business Tax Regi stration
certificates and permts; collects and processes taxes and fees due
the Aty; or supervises a group of Tax and Permt Field
Representatives; or directs either the Field or Ofice Enforcenent
Section of the Tax and Permit Dvision, Gty Aerk's Ofice; or
directs and coordi nates the activities of both of these Sections; and
does rel ated tax enforcenment work.

D sti ngui shing Feat ures: A Tax and Permt Field Representative is
responsi ble for enforcing provisions of the Gty Charter, Los Angel es
Muni ci pal Code, Gty policies, rules, and ordinances relating to
several hundred types of businesses and occupations requiring Gty
Busi ness Tax Registration certificates or permts and for discovering
untaxed activities subject to Gty tax and permt provisions. An
enpl oyee of this class is responsible for receipts ranging from
several hundred to several thousand dollars each nonth and for
confidential information about the operations and financial standings
of private firns. A Tax and Permt Field Representative is routinely
assigned to enforcenent activities for all businesses within an area,
to enforcenent activities for special types of businesses, to
enforcenent activities by scheduling crimnal conplaint hearings, to
enforcenment activities by nmaking specific crimnal conplaint field
investigations, or to resolving special enforcenent problens which
cannot be resolved in the field, through use of correspondence,
hearing, or crimnal and/or civil court procedures.

A Senior Tax and Permt Field Representative is responsible for
supervising a group of Tax and Permt Field Representatives and
assuring that their investigative, enforcenent, and other activities
are conducted properly while maintaining good public relations. An
enpl oyee of this class oversees the collection and transmttal of
several thousand dollars each nonth, personally researches and nakes
field investigations of the nore difficult and conpl ex cases and
conducts periodic training classes.

A Principal Tax and Permt Field Representative is responsible for the
coordination of Gtywi de tax and permt investigation and enforcenent
activities or for the direction of office activities concerned with
the enforcenent of Gty tax and permt TAX AND PERM T FI ELD

ordi nances. An enpl oyee of this class is responsible for the proper
application of provisions of the Gty Charter, Los Angel es

Muni ci pal Code, Gty rules, regulations, ordinances and Gty
Attorney's opinions, for coordination of tax and permt enforcenent
activities which range fromwi thin to beyond the geographical Gty



[imts, and for inportant public relations contacts.

Exanpl es of Duties: Tax and Permt Field Representative: Makes
investigations of all businesses in an assigned area within/wthout
the Aty to determne whether Gty taxes and permt fees have been
paid in the proper anmounts and to verify that certificates and permts
are correctly conpl eted and properly displayed; determ nes when
additional certificates or permts are needed and checks that State
sales tax permts are coded to the credit of the Qty; assists
applicants for certificates by conpl eting necessary forns and
conputing fees; conputes taxes on the basis of gross receipts or on
speci al basis established by ordinance; assists owners in initiating
appropriate changes in certificates and permts and secures anended
statenents fromtaxpayers; resolves other tax and permt problens
which may arise in an assigned area; accepts paynents for taxes and
permts in the field and issues receipts; checks busi nesses to see
that necessary permts have been secured and notifies owiers to pay
their Gty taxes and permt fees; collects delinquent taxes and permt
fees; issues notices of nonconpliance and notices of hearing where
violations of tax and permt ordi nances have occurred; obtains
information for making arbitrary assessnments when accounting records
are lost or the Gty is refused access to them recomrends the

audi ting of business accounts when indicated; prepares reports of

busi ness operati ons and descriptions of defendants to be used as
evidence in court cases and may appear in court as a w tness on behal f
of the Aty; recommends cancel |l ati on of accounts of firns which have
gone out of business.

| nvesti gates speci al types of businesses to determne what taxes and
fees are due and calls upon themto enforce tax and permt ordi nances;
nmakes speci al investigations of |arge businesses or of businesses
presenting unusual problens; contacts headquarters of firns outside
the Gty regarding operations in the Gty; checks firns requesting
refunds to determne the facts and nakes recomrendati ons concer ni ng
the necessity of conducting audits of their accounts; contacts firns
to collect noney for di shonored checks or secures information to trace
t he responsi bl e parti es.

Makes office investigations of enforcenment and billing probl ens which
cannot be handled in the field; wites letters regardi ng unusual or
conplex tax and permt matters; prepares brief narrative reports of
each investigation as well as special reports; |evies estimated
assessnents when required; and may conduct interviews wth taxpayers
inthe Ofice of the Gty Attorney to determne whether crimna

conpl aints should be initiated.

Senior Tax and Permt Field Representative: Supervi ses a group of Tax
and Permt Field Representatives; advises subordi nates concerni ng
policies, rules, and legal interpretati ons concerning the enforcenent

of tax and permt ordinances; checks reports of investigations, other
reports, and receipts issued for accuracy and conpl et eness; assures

that all noney collected is transmtted to the main office of the




D vi si on.

Makes assignnments to Tax and Permt Field Representatives and advi ses
t hemon handl i ng enforcenent problens and settling disputes with

t axpayers; acconpani es subordi nates on calls and nakes field checks of
i nvestigations; personally researches the nore difficult cases; plans
for enforcement coverage of specified geographic areas or particul ar
types of busi nesses; supervises the checking of cases where

di screpanci es have been di scovered; may supervi se a speci al
investigation unit responsible for the investigation of delinquent

busi ness taxes and for responses to conplex questions related to tax
and permt natters by phone or correspondence; may have charge of a
full-time branch office or one or nore tenporary branch offices during
peak renewal periods; confers with supervisors and others in the

D vi sion about probl ens; conducts periodic training classes on tax and
permt ordi nances and procedures; occasionally attends office hearings
on taxpayers and appears in court regarding violations; and nmakes
periodi ¢ and special reports and keeps records.

Principal Tax and Permt Field Representative: Supervi ses Seni or Tax
and Permt Field Representatives engaged in directing field
enforcenent of tax and permt ordi nances and cl erical enpl oyees
engaged in issuing Aty Business Tax Registration certificates and
permts; issues instructions and di scusses problens wi th subordi nat es
and assures uniformty of operations; confers with and advi ses them
about field enforcenent problens; plans and establishes fornal
training prograns for subordinates; reviews report; investigates
conpl aints about Tax and Permt Field Representatives and nakes ot her
speci al investigations; answers public questions about the nore
conplex tax and permt matters; conducts informal hearings on tax and
permt violations in collaboration with the Gty Attorney's Ofice;
arranges for paynment of fees and taxes or requests the Gty Attorney
to issue crimnal conplaints; assists in preparing evidence for court
cases and appears as a conpl ai ni ng witness.

Supervises Senior Tax and Permt Field Representatives and clerica
enpl oyees engaged in applying tax and permt ordinances to specific
tax problens referred fromthe field, receiving and processing tax
paynents and letter of inquiry, and maintaining files on various tax
account matters; work closely with the Field Enforcenent Section of
the D vision; establishes procedures, designs fornms, and prepares
manual s of operations; reviews work |oad statistics to assure maxi mum
utilization of personnel; sets perfornance standards; prepares annual
budget requests for the Ofice Enforcenment Section of the D vision
and occasionally gives talks explaining tax and permt matters to
public groups.



Qualifications: Seni or
Tax and Tax and

Permt Field Permt Field
Represent ati ve Represent ati ve

Princi pal
Tax and
Permt Field

Represent ati ve

Knowl edges:

I ntervi ew ng
t echni ques; Good Good

Busi ness tax provisions

of the Aty Charter and

provisions of Aty tax

and permt ordinances; Cood Good

Gty Attorney's opinions
relative to Aty tax and
permt provisions; VWr ki ng Good

Pol i ce, procedures,

and effective met hods

of making investiga-

tions and i nspections Wrking Good
to enforce Aty tax

and permt ordi nances;

Busi ness structures,

operations, and mnet hods

of those busi nesses Wor ki ng Good
subject to Aty tax

and permt provisions;

O gani zati ons and

operation of the Tax

and Permt D vision Wor ki ng Good
i ncluding office

practices and procedures;

Principl es and prac-
tices of supervision; Good

Regul ati on of busi -
nesses by other Gty
departnents; Gener al Wr ki ng

Good

Good

Good

Good

Good

Good

Good

Good



Qualifications:

Tax and
Permt Field
Know edges:

Represent ati ve

Seni or
Tax and
Permt Field

Representative

Princi pal
Tax and
Permt Field

Represent ati ve

Commrer ci al accounti ng,
bookkeepi ng, and basic
audi ting; CGener al

Rul es of evidence; VWr ki ng

Laws and regul ati ons

related to equal Cener a
enpl oynent opportunity

and affirmative action;

a ty personnel rul es,
policies and proce-
dur es; Cener al

Aty's Enpl oyee
Rel ati ons O di nance Cener al

Menor anda of Under -

standi ng as they Gener al
relate to subordinate

per sonnel .

Abilities:
Deal tactfully and
effectively with the

public in the enforce- X
ment of tax and permt
or di nances;

Testify in court on tax

and permt natters as a
representative of the

Aty; X

Mai ntai n accurate

records and prepare

cl ear and conci se

reports; X

Conduct infornal and
inmpartial tax and
permt hearings;

Drect the equitable
enforcenent of tax
and permt ordi nances;

VWr ki ng
Good

Wr ki ng

Wr ki ng

Cener al

Wr ki ng

Good
Good

Good

VWr ki ng

Cener al

VWr ki ng






Seni or Princi pal

Tax and Tax and Tax and
Permt Field Permt Field Permt Field
Abilities: Representative Representative Representative

Speak before groups
on tax and permt
matters; X X

Deal tactfully and

effectively with

subor di nat es and

gover nnent a

of ficials; X X

Ef fectively supervise
and eval uate the work
of subordi nat es; X X

Deal effectively in

enpl oyee rel ati ons

matters and with

recogni zed enpl oyee

or gani zat i ons. X

QG aduation froma recogni zed four-year college or university with a
degree in business admnistration, economcs or accounting; or

conpl etion of two years of education in a recognized col | ege or
university and two years of experience as either the owner-operator or
manager of a business with at least 15 full-tine enpl oyees; or a tax,
permt or license investigator in a governnental agency; or an

enpl oyee performng direct public contact work at |east at the |evel

of Senior derk, interview ng and advi sing applicants for business tax

certificates, licenses or permts, and interpreting and appl yi ng
ordi nances and government codes pertaining to i ssuance of such
certificates, licenses or permts. An additional year of the

experience specified may be substituted for each year of the required
t wo- year education

Two years of experience as a Tax and Permt Field Representative or in
a class which is at least at that |evel and provi des experience in
enforcing Aty tax and permt ordi nances; or two years of experience
as a Tax Auditor in Aty tax and permt ordinance work is required for
Senior Tax and Permt Field Representative.

Two years of experience as a Senior Tax and Permt Field
Representative or in a class which is at least at that |evel and

provi des experience in |line supervision in the admnistration and
enforcenent of tax and permt ordinances is required for Principal Tax
and Permt Field Representative.



License: Avalid California driver's license and a good driving
record are required.

Physi cal Requirenents: Al d asses: Strength to perform average
l[ifting up to 5 pounds and occasional |y over 15 pounds; good speaki ng
and hearing ability; and good eyesight.

Persons with nedical limtations nmay, w th reasonabl e accomodati ons,
be capabl e of performng the duties of sone of the position in these
classes. Such determnation nust be nmade on an individual basis in
light of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in GQvil Service Coomssion Rule 2.5 and Section
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and

responsi bilities of any position shall be.



