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	JOB TITLE: Tax Examiner (PFL)
	GRADE: 9
	SALARY RANGE: $53,620 - $69,037
	JOB SUMMARYRow1: This position is located in the Department of Employment Services (DOES), Office of Paid Family Leave (OPFL), Division of Tax, Status Unit. The mission of the OPFL 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. The Paid Leave Act provides up to 8 weeks of parental leave to bond with a new child, 6 weeks of family leave to care for an ill family member with a serious health condition, and 2 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. To administer this legislation, Division of Tax will be responsible for the collection of taxes from employers for the Paid Leave Implementation Fund. For more information regarding the Office of Paid Family Leave's mission, please visit: https://does.dc.gov/page/district-columbia-paid-family-leaveThe principle mission of this office is to register employers, determine tax liability, conduct audits, collect PFL contributions, investigate, and provide advisory services to employers regarding their obligations under the D.C. Universal Paid Leave Act. 
	DUTIES AND RESPONSIBILITIESRow1: Registers and maintains the accounts of both subject employers and self-employed individuals who choose to opt into the program. The examiner will also issue status determinations of tax liability, determination of predecessor/successor relationships (full/partial). Maintains a file of all cases assigned and ensures that file is kept current regarding the status of each case, which includes posting case record data regarding payments, reports filed, or other actions taken. Prepares advisory services to employers to clarify and resolve accounting and reporting problems; personally contacts employers or their representatives to resolve delinquencies or other issues concerning the employer’s account. Personally handles and resolves employer accounts adjustment issues involving unusual or special problems not governed by procedures or which would set a precedent. Correct errors in batches for updates to employer account. Maintain and update employer records. Entry and correction of quarterly contribution and wage reports. Enter payment and other transactions into accounting systems, and ensure that employers are notified about their tax payment status. Verify debit and credit statements to employers, and investigate and resolve disputed cases. Recommend requests for abatements of late fees for supervisory approval. Transfer reports and wages as appropriate. 
	QUALIFICATIONS AND EDUCATIONRow1: Applicants must have at least one (1) year of specialized experience equivalent to the grade 7 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. 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 is preferred. Graduate Education: Bachelor’s Degree from an accredited university, or equivalent preferred; 
	AGENCY: Department of Employment Services


