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	JOB TITLE: Tax Examiner (PFL)
	GRADE: 11
	SALARY RANGE: $64,603 - $83,287
	JOB SUMMARYRow1: This position is located in the D.C. Department of Employment Services (DOES), Division of Tax for the Office of Paid Family Leave (OPFL). The mission of the Office of Paid Family Leave is to plan, develop, and administer a paid leave program for the District of Columbia under the provisions of the Universal Paid Leave Amendment Act of 2016 (“Paid Leave Act”).  The Paid Leave Act provides up to eight weeks of parental leave to bond with a new child, six weeks of family leave to care for an ill family member with a serious health condition, and two weeks of medical leave to care for one’s own serious health condition. On July 1, 2019, the District will begin the collection of taxes from employers and on July 1, 2020, the District will begin administering paid leave benefits. The Collections Unit enforces the collection of any and all outstanding Paid Family Leave tax that is past due. The Collections Unit manages employer tax collections activity, while maintaining customer accounts to ensure payments are received within terms of the Paid Leave Act. The unit will research and troubleshoot collection disputes and escalate issues that may result in denial of Clean Hands Certificate, business property liens or seizures. The Auditing Unit conducts audits of employers and self-employed individuals to determine compliance with the Paid Leave Act. Typical functions of the Auditing Unit include conducting office and field examinations, ensuring deficient cases and audit reports comply with applicable tax laws and regulations, and resolving cases related to discrepancies in audits.  For more information regarding the Office of Paid Family Leave's mission, please visit: https://dcpaidfamilyleave.dc.gov/
	DUTIES AND RESPONSIBILITIESRow1: Prepare advisory services to employers to clarify and resolve collections issues and reporting problems; to employers or their representatives to resolve delinquencies or other issues concerning the employer’s account. Personally handle and resolve employer accounts adjustment issues involving unusual or special problems not governed by procedures or which would set a precedent. Administer policies, procedures, regulations and other investigative and examination procedures using good working knowledge of the Universal Paid Family Leave Act. Investigate more complex auditing problems.  Direct and apply audit sample techniques, analyze internal controls and examine financial records, procedures and administrative controls to ensure compliance with applicable laws, regulations and policies. Assist and advise managers and auditors in resolving technical issues and interpret complex provisions related to complicated queries. Ensure production progress, quality control and efficient use of time and resources. Prepare detailed reports and conduct special studies and projects required by the department or division manager. Conduct follow-up on audit recommendations and assist in evaluating the degree of compliance or non-compliance. Conduct collection procedures against delinquent accounts including placing liens and issuing subpoenas. Establish deferred payment plans when necessary.
	QUALIFICATIONS AND EDUCATIONRow1: Applicants must have at least one (1) year of specialized experience equivalent to the grade 9 level, or its non-District equivalent. Specialized experience is experience which is in or directly related to the line of work of the position and has equipped the applicant with the particular knowledge, skills, and abilities to successfully perform the duties of the position. Education: Bachelor’s degree from an accredited university strongly preferred. Considerable experience, minimum 3-5 years, in work which included performing arithmetic procedures such as bookkeeping and accounting work requiring logical determinations of the accuracy of data, to include computing taxes owed, recording data onto tax forms or reports, collecting and interpreting supporting documentation or related experience and some leadership experience is preferred.
	AGENCY: Department of Employment Services


