
POSITION:  Income Tax Administrator  STATUS: Permanent Part Time Hourly 
DEPARTMENT: Administration  REPORTS TO:  Mayor and Council 
SALARY RANGE:   $15.00-$25.00 

GENERAL 
This position is responsible for income tax compliance with the Village of Anna codes and 
statutes.  The position will monitor, manage and reconcile income taxes to ensure compliance.  
This position will perform a variety of skilled, clerical, administrative and financial work and 
deliver a quality tax service to all.  This position will have an effective and efficient operation of 
tax practices, IRS knowledge and adherence and will be expected to identify the best practices 
and consistently implement process improvements. He/she will assume the responsibility for the 
smooth flow of tax returns and continue with improvement efforts and will produce quality work 
with a quick turnaround and attentive service.  He/she will establish workflow and timelines 
throughout the year. The Income Tax Administrator will demonstrate initiative, creativity, and 
imagination in approaching work. He/she will be responsible to implement tax software and 
technology and enhancements to the entire process.  The Income Tax Administrator will be 
required to attend training as required to develop and maintain expertise in the taxation area. 

This position works closely with the Fiscal Officer, Administrator, and Solicitor.  The Income 
Tax Administrator shall maintain necessary confidentiality at all times. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
The Income Tax Administrator shall send forms to filers and process the income tax returns for 
the Village of Anna for individuals, businesses, industries and tax exempt organizations. He/she 
will review and manage tax returns, extensions, calculations, and write-up work for all entity 
types. 

The Income Tax Administrator must be able to interact with the general public by phone, email, 
letter, or face to face in a pleasant, friendly and professional and courteous manner.  He/she must 
be able to respond to customer questions and complaints and take appropriate action to resolve 
them. 

The Income Tax Administrator operates and maintains the income tax program for the Village, 
including entering data, receiving payments, letters to delinquent and non-filers and other 
functions involved in income tax collection.  He/she will record all steps of the income tax 
collection procedure.  The Village Tax Administrator will prepare and maintain case records.  He/
she will file documents in accordance with administrative procedures and legal requirements. 
The Income Tax Administrator will receive revenues, enter it into the ledger and make deposits 
and reconcile with the bank  A report will be provided to the Fiscal Officer to apply the deposits 
to the Village’s budgetary account. A monthly report is required to keep the Mayor and Council 
informed of matters including a division of the revenue. 
. 
 The Income Tax Administrator, as stated in ORC 718.24: 



(A) Will exercise all powers whatsoever of an inquisitorial nature as provided by law, including, 
the right to inspect books, accounts, records, memorandums, and federal and state income tax 
returns, to examine persons under oath, to issue orders of subpoenas for the production of books, 
accounts, papers, records, documents, and testimony to take depositions; provided that the 
powers referred to in this division shall be exercised by the Income Tax Administrator and in 
connection with the performance of the duties respectively assigned to the Income Tax 
Administrator under a Village Income Tax Ordinance. 

(B) Will exercise the authority provided by law, including orders from bankruptcy courts, 
relative to remitting or refunding taxes, including penalties and interest thereon, illegally or 
erroneously imposed or collected, or for any other reason overpaid, and, in addition, the Income 
Tax Administrator may investigate any claim of overpayment and make a written statement of 
findings, and if found that there has been an overpayment, approve and issue a refund payable to 
the taxpayer, the taxpayer’s assigns, or legal representative. 

(C)  Will exercise the authority provided by law relative to consenting to the compromise and 
settlement of tax claims. 

(D) Will exercise the authority provided by law relative to the use of alternative apportionment 
methods by taxpayers. 

(E) Will make all tax findings, determinations, computations, and orders as the Income Tax 
Administrator is by law authorized and required to make and, pursuant to time limitations 
provided by law, on the Income Tax Administrator’s own motion, review, re-determine, or 
correct any tax findings, determinations, computation, or orders he/she has made, but the Income 
Tax Administrator shall not review, re-determine, or correct any tax finding , determination, 
computation, or order which he/she has made as to which an appeal has been filed with the local 
board of tax review, unless such appeal or application is withdrawn by the appellant or applicant, 
is dismissed, or is otherwise final. 

(F) Destroy any or all returns or other tax documents in a manner authorized by law. 

(G) Enter into an agreement with a taxpayer to simplify the withholding obligations. 

As stated in ORC 718.36, the Income Tax Administrator may schedule a tax audit with a tax 
payer and follow the required parameters. 
  
The Income Tax Administrator will exhibit time management and organizational skills.  He/she 
will understand ethics and demonstrate them consistently.  He/she will develop policies and 
procedures to effectively carry out his/her duties in their area of responsibility. 



The Income Tax Administrator will act in an appropriate and dignified manner when addressing 
parties, council, the mayor and members of the public.  He/she will treat all persons in a fair and 
impartial manner.  

This position is allowed to work a maximum of 20 hours per week depending on work load.  Any 
hours above 20 must be approved by the Mayor.  A monthly schedule will be provided to the 
Mayor.  Hours to meet the public will be on a scheduled basis. 

REQUIRED KNOWLEDGE, SKILLS, ABILITIES 
The Income Tax Administrator is required to have working knowledge of Village policies and 
procedures, computers, electronic data processing, modern office practices, accounting principles 
and practices, document preparation, records management, public relations and to abide by the 
Public Records Commission requirements. 

The Income Tax Administrator must have the ability to quickly make accurate arithmetic 
computations; ability to perform cashier duties accurately; ability to effectively meet and deal 
with the public; ability to communicate effectively verbally and in writing; and handle stressful 
situations. 

The Income Tax Administrator must have the ability to understand and interpret and apply the 
Village’s Income Tax Code. 

The Income Tax Administrator is required to establish and maintain effective working 
relationships with employees, supervisors, vendors, elected officials, and the public. 

The Income Tax Administrator must have the ability to interpret policies, procedures, and 
regulations; carry out detailed but basic written or oral instructions; deal with problems involving 
several variables; respond to routine  inquiries from public and/or officials; communicate 
effectively; develop and maintain effective working relationships; exhibit and maintain 
satisfactory work ethics and public relations; and work with minimal supervision. 

QUALIFICATIONS 
• Associate degree in accounting or equivalent required 
• Prior experience in public accounting and tax 
• Tax audit experience 
• Strong accounting and analytical skills 
• Research proficiency 
• Strong computer skills 
• Experience in general office work, preferably in a local government setting 
• Excellent interpersonal, oral and written communication skills 
• Detail-oriented with the ability to multi-task 
• Good time management and organizational skills 



• Bondable. 

TOOLS AND EQUIPMENT USED 
Computer, copy machine, fax machine, telephone, calculator, cash register and other office 
equipment as necessary. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this position.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

While performing the duties of this position, the employee is frequently required to sit, stand, 
talk and hear.  The employee must be able to bend over frequently and sit or stand for long 
periods of time.  The employee is occasionally required to walk and use hands to handle, or 
operate objects, tools or controls.  The employee must be able to reach with hands and arms. 

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities 
required by this job include the ability to adjust focus to read written material. 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is moderately noisy. 

SPECIAL REQUIRMENTS 
Performs other duties as required. 
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