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6115 Estate Smith Bay - Suite 225 4008 Estate Diamond Plot 7B

St. Thomas VI 00802 Christiansted VI 00820-4421
Phonc: (340) 715-1040 Phonc: (340) 773-1040
Fax:  (340) 714-9345 Fax: (340) 773-1006
POSITION TITLE: Senior Revenue Representative — (BC# 234000046 -

Position)
LOCATION: St. Croix, V.L

SALARY RANGE: $29,892 - $31,944 GRADE: 1S-08
POSTING DATE: December 03, 2012 - Deccmber 17, 2012

JOB DEFINITION: Under the direct supervision of the Chief or Assistant Chief of the
Delinquent Account and Returns (DAR) Branch scrves as a lead worker among Revcnuc
Representatives. He/she is responsible for following-up and collections of account receivables
from wages earners self-employed individuals. The incumbent works on assigned cases and
assists taxpayers in eliminating liability through the use of collcction process. He/she establishes
and maintains records of all active accounts and provides customer assistance. The incumbent is
cxpected to exercise a high level degree of initiative and creativity in carry out assignments.

REQUIRED EDUCATION/EXPERIENCE:

Associate dcgree in Business Administration with six (6) credits in accounting, finance or a
closely rclated field with two (2) years as a Revenuc Representative.

OR

High School Diploma or its equivalent with ninc (9) or more credits in accounting, finance or
taxation and five (5) years progressive bookkeeping expericnce.

HOW TO APPLY: Plcase submit your 5086 transfer/promotion form of application with all
required-documents to the Division of Personnel by the above deadline. You may contact the

1yfSion of Pepse LL}} 3#)-774=858K I you have any further questions.
/.'/ P58 / g "“_&-A_ 5 N\ B

Ophefa . Holof
Hum!m R%)dfccs Manager

(**Ref: HF-PRF# IRR-06-2012 dated 10/05/2012)
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6115 Estate Smith Bay - Suite 225 4008 Estate Diamond Plot 7B

St. Thomas VI 00802 Christiansted VI 00820-4421

Phone: (340) 715-1040 Phone: (340) 773-1040

Fax:  (340) 714-9345 Fax: (340) 773-1006

POSITION TITLE: Revenue Officer Trainee — (BC# 234000164 & 234000165 - 2
Positions)

LOCATION: St. Croix, V.I.

SALARY RANGE: $32,752 - $37,233 GRADE: IS-09
POSTING DATE: December 03, 2012 — December 17, 2012

JOB DEFINITION: Under the direct supervision of the Chief/Assistant Chief of the Delinquent
Account and Returns DAR Branch, resolves examination and collection concerns of taxpayers
by providing customer assistance, investigaling compliance issues such as filing and payment
delinquencies, taking enforcement actions and working tax accounts. Performs analysis on basic
accounting issues working with taxpayers, practitioncrs and othcr Burcau of Intcrnal Revenue
(BIR) employees.

REQUIRED EDUCATION/EXPERIENCE:

Bachclor’s degree in Accounling, Business Administration Management or other related field
with cighteen (18) or more credits in accounting

SPECIAL REQUIREMENTS: Contingent upon the availability of space within the first year
of hirc thc incumbent must attend and successfully pass Level T and Level 11 IRS training for
Revenue Officers. If trainee fails to successfully complete Level I and Level I1RS training they
will be subjected to termination within thirty (30) days of the final test date.

Upon the successfully completion of Level [ and Level 1l IRS training for Revenue Officers and
having spent a minimum of one year from the date of hire as a Revenue Officer Traince the
incumbcent will be automatically promoted to a Revenue Officer.

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with ail
required-documents to the Division of Personncl by the above deadline. You may contact the
Division of Personnel @ 77&;!?8’8 ifyou have any further questions.

ép elia . chm /
Hﬂnmn_Rcsources Manager

(**Ref: HF-PRF# IRB-08-2013 dated 10/05/2012)
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6115 Estatc Smith Bay - Suite 225 4008 Estate Diamond Plot 7B

St. Thomas VI 00802 Christiansted VI 00820-4421
Phonc: (340) 715-1040 Phonc: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006
POSITION TITLE: Revenue Representative — (2 Positions)

BC# 234000043, 234000044
LOCATION: St. Croix, V.L
SALARY RANGE: $24,878 - $26,480 GRADE:  [S-06
POSTING DATE: December 03, 2012 — December 17. 2012

JOB DEFINITION: Under the direct supcrvision of the Chicf or Assistant Chief of the
Delinquent Account and Returns (DAR) Branch the incumbent is responsible for following up
on accounts receivable from wage earners. He/she works on assigned cases and assists laxpayers
in eliminating their tax liability. The incumbcent establishes and maintains records of all active
accounts and provides customer assistance. The incumbent is expected to exercise a high degree
of initiative and creativity in carry out assignments.

REQUIRED EDUCATION/EXPERIENCE:

Associate degree in Accounting, Business Administration or closcly related ficld with one (1)
year of accounting/bookkeeping experience.

OR

High School Diploma or its equivalent with six (6) or more credits in accounting, busincss
administration or closcly related field with three (3) years accounting/bookkecping experiencc.

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all
requircd documents to the Division of Personncl by the above deadline. You may contact the
Dlyfio g;i_*fcrsgmci-@-.uu-774—8588 if you have any further questions.

“Oplelia E. Hector
Human Resources Manager

(**Ref: HF-PRIF# IRB-04-2013 dated 10/05/2012)



GOVERNMENT OF e

r"ﬁ‘\ THE VIRGIN ISLANDS OF THE UNITED STATES

|'\l S 0--eeoee-

«,;:' ; y,{y VIRGIN ISLANDS BUREAU OF INTERNAL REVENPE
6115 Estate Smith Bay - Suitc 225 4008 Estate Diamond Plot 7B
St. Thomas V1 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phone: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Revenue Representative — (BC# 234000050 - |
Position)

LOCATION: St. Croix, V.L
SALARY RANGE: $24,878 - $26,480 GRADE: 1S-06
POSTING DATE: December 03, 2012 — December 17, 2012

JOB_DEFINITION: Under the direct supervision of thc Chief or Assistant Chief of the
Delinquent Account and Returns (DAR) Branch the incumbent is responsible for following up
on accounts receivable from wage earners. He/she works on assigned cases and assists taxpaycrs
in eliminating their tax liability. The incumbent establishes and maintains records of all active
accounts and provides customer assistance. The incumbent is expected to cxercise a high degree
of initiative and crcativity in carry out assignments.

REQUIRED EDUCATION/EXPERIENCE:

Associate degree in Accounting, Business Administration or closely related field with onc (1)
year of accounting/bookkeeping experience.

OR

High School Diploma or its cquivalent with six (6) or more credits in accounting, business
administration or closely related field with three (3) years accounting/bookkecping experience.

HOW TQ APPLY: Plcasc submit your 5086 transfcr/promotion form of application with all

required documents to the Division of Personncl by the above deadline. You may contact the
Divisibn of, ,Pcrco anet fﬂ ?,B F74- WT‘;’M have any further questions.

4.1-/ __' ',-,M ;ﬁ Lc
Ogﬁclm I: H;,t

Human Rgmﬂrccq Manager

(**Ref: HF-PRF# IRB-03-2013 dated 10/05/2012)
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6115 Estate Smith Bay - Suite 225 4008 Estatc Diamond Plot 7B

St. Thomas VI 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phone: (340) 773-1040
Fax:  (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Tax Computer Programmer (BC# 234000161 — 1 Position)

LOCATION: St. Croix, V.L
SALARY RANGE: $41,093 - $44,904 GRADE: IS-12
POSTING DATE: December 03, 2012 — December 17, 2012

JOB DEFINITION: Under the direct supervision of the Deputy Director of Technology and
Processing, the employee converts data from project specifications, statements of problems and
proccdures to create or modify computer programs. He/she prepares or receives, from the Tax
Systems Analyst, detailed workflow charts and diagrams to illustrate sequence of steps that the
program must follow and describes input and the logical operations involved. The incumbent
analyzes workflow charts and diagrams, applying knowledge of computer capabilities, subject
matter, and symbolic logic. The incumbent also generates tax bills and processes tax returns.
He/she writes instructions to guidc operating personnel during production runs and analyzcs
reviews and rewrites programs to incrcasc opcrating cfficicncy or upgrades programs to new
requirements.

REQUIRED EDUCATION/EXPERIENCE:
BA Degrec in computcr sciencc or related field and five (S) years expericnce in business systems
development and maintcnance.

OR

An Associate Degree in information technology or related field, seven (7) years experience in
business system devclopment and maintenance. .

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all
rcquired documents to_the’Division of Personnel by the above dcadline. You may contact the

Division ?[ P};;(n 588 if you have any further questions.
VI ATA
o L &é

Human Reséurces Manager

(**Ref: HF-PRF# IRB-09-2013 dated 10/05/2012)
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6115 Estate Smith Bay - Suitc 225 4008 Estate Diamond Plot 7B
St. Thomas VI 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phone: (340) 773-1040
Fax:  (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Revenue Agent Traince (BC# 234000158 & 234000159
- 2 Positions)

LOCATION: St. Croix, V.1
SALARY RANGE: $32,752 - $37,233 GRADE: 1S-09
POSTING DATE: December 03, 2012 - December 17, 2012

JOB DEFINITION: With daily guidance received from thc Chicf/Assistant Chief of Audit
performs routine examination of wage eamner’s sole proprictorship, and simple business tax
returns, vaildaling entitlement to various tax credits and incentives. Routinely works with senior
agents 1o interpet and consistently apply tax laws. Assists taxpayers in preparing returns and
works to resolve disputed findings.

Work is carefully selected for its training value in preparing the incumbent for more responsible
and indcpendent tasks. The employee is required to takc courscs sponsored by the Intcrnal
Revenue Service in preparation for more complex work assignments.

REQUIRED EDUCATION/EXPERIENCE:

Bachelor’s Dcgree in Accounting, Business Administration, Management or related field with
eighteen (18) or more credits in accounting.

SPECIAL REQUIREMENTS: Contingent upon the availability of space within the first year
of hirc the incumbent must attend and successfully pass Level I and Level IT IRS training for
Revenue Agents. If traince fails to successfully complete Level T and Level 11 IRS training they
will be subjecied to termination within thirty (30) days of the final test date.

Upon the successfully completion of Level I and Level II IRS training for Revenue Agents and
having spent a minimum of one year from the datc of hire as a Revenuc Agent Trainee the
incumbent will be automatically promoted to a Revenue Agent.

HOW TO APPLY: Plcasc submit your 5086 transfer/promotion form of application with all
requirtl documents to the Division of Personnel by the abovc dcadline. You may contact the

Di{iéi? of Pér onneiﬂﬁl&?’{l—ﬁ?ﬁS if you have any further questions.
(VL T8 £

phcha WCC((’{ Human Resources Manager
/ .

P &
(**REF: HI-PRF-IRB-07-2013 duted 10/05/2012)
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6115 Estatc Smith Bay - Suitc 225 4008 Estatc Diamond Plot 7B
St. Thomas VI 00802 Christiansted V1 00820-4421
Phonc: (340) 715-1040 Phone: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006
POSITION TITLE: Asscssment Officer — (! Position)

BC# 234000073 WS
LOCATION: St. Thomas, V.I.

SALARY RANGE: $27,235-$29,110 GRADE: 1S-07
POSTING DATE: December 03, 2012 — December 17, 2012

JOB DEFINITION: Under the direct supervision of the Chief, Assistant Chicf of Processing or
the Supcrvisor of Assessment Officers, the incumbent is responsible to validate the accuracy of
payments, abatements/adjustments and account balances. He/shc assesses account reccivables
and posts cstimated tax payments and audit adjustments that arc processed subsequent to
assessment.

REQUIRED EDUCATION/EXPERIENCE:

An Associate degree in Accounting, Managemcnt, Business Administration or closcly rclated
field and one (1) year related cxperience;

OR
A High School Diploma or ils equivalent with six (6) or morc credits in accounting, business
administration, managemcnt and three (3) years bookkeeping/accounting experiencc.

HOW TO APPLY: Pleasc submit your 5086 transfer/promotion form of application with all
rcquired-documents to the Diyision of Personnel by the above deadline. You may contact the
Dnge(m of Pcrsonnel W‘W’N—&ﬁ&&m have any further questions.

,__‘__’

¢ ’/
b’ffa_[‘f H(.c.,nr/ Sr Grd—

HL;;han Resoufees Manager

(**Ref: HF-PRF¥ IRB-01-2013 dated 10/05/2012)
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6115 Estate Smith Bay - Suite 225 4008 Estatc Diamond Plot 7B
St. Thomas VI 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phone: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Withholding Tax Examiner - (1 Position)
BC# 234000135

LOCATION: St. Thomas, V.I
SALARY RANGE: $29,892 - $31.944 GRADE: 1S-08
POSTING DATE: December 03, 2012 — Deccmber 17. 2012

JOB DEFINITION: Under the direct supervision of the Chief or Assistant Chief of Processing
the incumbent in this position sorts, matches, batches and posts withholding tax activity to
include quartcrly federal tax returns, scheduled deposits, the annual wage and transmittal report
and W-2s to the Bureau’s withholding tax module. He/she assists in validating claims and
corresponds with Taxpayers to resolve minor discrepancies.

The cmployec is given general supervision; however, to accurately completc assignments would
require considerable independence and a high degree of initiativc and creativity as well as
knowledge of both Federal and Virgin Islands Tax Laws.

REQUIRED EDUCATION/EXPERIENCE:

An Associate degree in Business Administration, Accounting, Management or closely related
field including nine (9) credits in accounting and one (1) year experiencc in bookkeeping,
accounting or tax relatcd work;

OR
A High School Diploma or its equivalent supplemented with ninc (9) or more credits in
accounting, business administration, management and threc (3) years payroll or bookkecping
cxperience.

HOW TO APPLY: Plcase submit your 5086 transfer/promotion form of application with all
reqa}pcd documents to the Division of Personnel by the above deadline. You may contact the
?ﬂ'lsion—« ~Begionnel-@ -7 }4-8588 if you have any further questions.

“Ophelia E. Hectof g

Hugan Résources Manager

(**Ref: HF-PRF# IRB-10-2013 dated 10/05/2012)
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6115 Estatc Smith Bay - Suite 225 4008 Estatc Diamond Plot 7B
St. Thomas VI 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phonc: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Tax Error Correction Examiner - (2 Positions)
BC# 234000078, 234000079

LOCATION: St. Thomas, V.L
SALARY RANGE: $29,892 - $31,944 GRADE: IS-08
POSTING DATE: Deccmber 03, 2012 — Dccember 17, 2012

JOB DEFINITION: Under the direct supervision of the Chief, Assistant Chief of Processing or
the Supcrvisor of Tax Error Corrcction Examincrs, the employec in this position reviews tax
returns for accuracy and complcicness and code those same returns for data processing. He/she is
responsible for correcting and/or entering various taxes to include but not limited to individuals,
corporate, gross reccipts, excise, hotel and withholding tax returns, as well as other informational
documents on the systems. The incumbent is also required to correspond routinely with
Taxpayers to obtain missing vital information, using established procedures and guidelincs.

REQUIRED EDUCATION/EXPERIENCE:

An Associate degree in Accounting or Business Administration and two (2) years of expericnce
performing tax related or accounting work.

OR
A High School Diploma or its cquivalent with nine (9) or more credits in accounting, business
administration or closely related field and four (4) ycars experience reviewing and editing data or
lax related document.

HOW TO APPLY: Pleasc submit your 5086 transfer/promotion form of application with all
requireddocuments to the Division of Personnel by the above deadlinc. You may contact the

Div_yﬁm of Personpel a=A40-774-§ If you have any further questions.
(LA bsf lee 7

Oph:;ﬁa E.'Herclor :
Hunian Resotirccs Manager

(**Ref: HF-PRF# IRB-02-2013 dated 10/05/2012)
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St. Thomas VI 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phone: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Tax Computer Programmer (BC# 234000160 — | Position)

LOCATION: St. Thomas, V.L
SALARY RANGE: $41.093 - $44,904 GRADE: IS-12
POSTING DATE: December 03, 2012 — December 17, 2012

JOB_DEFINITION: Under the dircct supervision of the Director of Technology and
Processing, the ecmployce converts data from project specifications, statements of problems and
procedures to create or modify computer programs. He/she prepares or receives, from the Tax
Systems Analyst, detailed workflow charts and diagrams to illustrate sequence of steps that the
program must follow and describes input and the logical operations involved. The incumbent
analyzes workflow charts and diagrams, applying knowlcdge of computer capabilities, subject
matter, and symbolic logic. The incumbent also generates tax bills and processes tax returns.
He/she writes instructions to guide operating personnel during production runs and analyzcs
reviews and rewrites programs to increase operating efficiency or upgradcs programs to ncw
requirements.

REQUIRED EDUCATION/EXPERIENCE:
BA Degrec in computer scicnce or related ficld and five (5) years experience in business systems
development and maintcnancec.

OR

An Associate Degree in information technology or related ficld, scven (7) years expericnce in
business system development and maintenance. .

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all
required documents-to th?‘ !Evision of Pcrsonncl by the above deadlinc. You may contact the

Ditision of l?rénggf ¥ 340-T74 8588 if you have any further questions.
r //L- S

Ophclia F. Hector
Human Regbtrees Manager
7

(**Ref: HF-PRF# IRB-09-2013 dated 10/05/2012)
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6115 Estate Smith Bay - Suite 225 4008 Estate Diamond Plot 7B
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Phone: (340) 715-1040 Phone: (340) 773-1040

Fax: (340) 714-9345 Fax: (340) 773-1006

POSITION TITLE: Revenue Agent Traince (BC# 234000155, 234000156 & 234000157
— 3 Positions)

LOCATION: St. Thomas, V.1

SALARY RANGE: $32,752 - $37,233 GRADE: IS-09

POSTING DATE: December 03, 2012 — December 17, 2012

JOB DEFINITION: With daily guidance reccived from the Chicf/Assistant Chief of Audit
performs routinc cxamination of wage earner’s sole proprietorship, and simplc business tax
returns, vaildating entitlement to various tax credits and incentives. Routinely works with scnior
agents to interpet and consistently apply tax laws. Assists taxpayers in preparing returns and
works to resolve disputed findings.

Work is carefully sclected for its training valuc in preparing the incumbent for more responsible
and independent tasks. The employce is required to take courses sponsored by the Internal
Revenue Scrvice in preparation for more complex work assignments.

REQUIRED EDUCATION/EXPERIENCE:

Bachclor’s Degree in Accounting, Business Administration, Management or related field with
eighteen (18) or morc credits in accounting.

SPECIAL REQUIREMENTS: Contingent upon the availability of space within the first year
of hire the incumbcent must attend and successfully pass Level 1 and Level 11 IRS training for
Revenue Agents. If traince fails to successfully complete Level I and Level II IRS training they
will be subjected to termination within thirty (30) days of the final test date.

Upon the successfully complction of Level I and Level II IRS training for Revenue Agents and
having spent a minimum of one ycar from thc date of hire as a Revenue Agent Trainee the
incumbcent will be automatically promoted to a Revenue Agent.

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all
required-documents to the Division of Personnel by the above dcadlinc. You may contact the
Dw;x‘:’on ofjcrso el-@ 3 j7 8588 if you have any furthcr questions.

(( A
()pj)(ll.lE H)l(ﬁ

(**REF.: HF-PRF-IRB-07-2013 dated 10/05/2012)

uman Resourcts Manager
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6115 Estate Smith Bay - Suitc 225 4008 Estate Diamond Plot 7B
St. Thomas VI 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phone: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Senior Revenue Representative - (BC# 234000168 - 1
Position)

LOCATION: St. Thomas, V.1
SALARY RANGE: $29,892 - $31,944 GRADE: 1S-08
POSTING DATE: December 03, 2012 — December 17, 2012

JOB DEFINITION: Under the dircct supervision of the Chief or Assistant Chief of the
Delinquent Account and Returns (DAR) Branch scrves as a lead worker among Revenue
Represcntatives. He/she is responsible for following-up and collections of account receivables
from wages earncrs and self-employed individuals. The incumbent works on assigned cases and
assists taxpaycrs in eliminating liability through the use of collection process. He/she cstablishes
and maintains records of all active accounts and provides customer assistance. The incumbent is
expected to excrcise a high level degree of initiative and creativity in carry out assignments.

REQUIRED EDUCATION/EXPERIENCE:

Associale degree in Business Administration with six (6) credits in accounting, financc or a
closely rclated field with two (2) years as a Revenue Representative.

OR

High School Diploma or its cquivalent with ninc (9) or more credits in accounting, finance or
taxation and five (5) years progressive bookkeeping expericnce.

HOW TO APPLY: Please submit your 5086 transfcr/promotion form of application with all
required documents to the Diyision of Personnel by the above deadline. You may contact the
Divi_}‘__iﬁf of Personficl @34 -.?7588 if you have any further questions.

/ lipr)

/A -

//
[t ' £
(Optglia E. lh_: orl
Hughan Resglrces’ Manager

(
(**Ref: HF-PRF# IRB-06-2012 duted 10/05/2012)
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6115 Estate Smith Bay - Suite 225 4008 Estatc Diamond Plot 7B
St. Thomas VI 00802 Christiansted VI 00820-4421
Phonc: (340) 715-1040 Phone: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Senior Revenue Officer — (BC# 234000166 - |
Position)

LOCATION: St. Thomas, V.L
SALARY RANGE: $45,112 - $47,855 GRADE: IS-13
POSTING DATE: December 03, 2012 — December 17, 2012

JOB DEFINITION: Under the dircct supervision of the Chicf or Assistant Chief of the
Dclinquent Account and Returns (DAR) Branch performs highly technical work. The incumbent
acts as a lead workcr over a small staff of lower level revenue officers and clerical personnel.
He/she at times may be designated to stand in for the Chief or Assistant Chief of the Delinquent
Account and Returns (DAR) Branch. The incumbent will be responsible to handle difficult tax
situations, nccessitating personal contact with a wide variety of taxpayers and collecting
outstanding obligations utilizing various collections procedure in an effort to resolve cases.

REQUIRED EDUCATION/EXPERIENCE:

Bachelor’s degree in Accounting, Business Administration, Management or other related field
with eighteen (18) or more credits in accounting. Must have completed and passed satisfactorily
IRS training Level I and Level IV fro Revenue Officers and have a minimum of three (3) years
cxperience as a Revenuce Officer.

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all
required documents to the Division of Personnel by the above deadline. You may contact the

anmn of Personnet @&417—4— 588 if you have any further questions.
L e,
‘ha E.H tox/L 7
H;ﬁnan R};tffceb Manager

(**Ref: HI"-PRI'# IRB-05-2013 dated 10/05/2012)
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Phone: (340) 715-1040 Phone: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Rcvenue Representative - (BC# 234000041 - 1
Position)

LOCATION: St. Thomas, V.1
SALARY RANGE: $24.878 - $26,480 2 GRADE: IS-06
POSTING DATE: December 03, 2012 — December 17, 2012

JOB DEFINITION: Undcr the direct supervision of the Chief or Assistant Chicf of the
Delinquent Account and Returns (DAR) Branch the incumbent is responsible for following up
on accounts receivable from wage earners. He/she works on assigned cases and assists taxpayers
in eliminating their tax liability. The incumbent establishes and maintains records of all active
accounts and provides customer assistance. The incumbent is expected to exercisc a high degree
ol initiative and creativity in carry out assignments.

REQUIRED EDUCATION/EXPERIENCE:

Associate degree in Accounting, Busincss Administration or closely related field with one (1)
year of accounting/bookkeeping experience.

OR

High School Diploma or its equivalent with six (6) or morc credits in accounting, busincss
administration or closcly related ficld with three (3) years accounting/bookkecping experience.

HOW TO APPLY: Plcasc submit your 5086 transfer/promotion form of application with all
requlred documents to the Division of Pcrsonncl by the above deadline. You may contact the

D Con PersonneL ?&‘588 if you have any further questions.

lfw-—f’ 22 2
“Ophelia E. chm 7S A
Human Resources Manager

[2

(**Ref: HF-PRF# IRB-03-2013 dated 10/05/2012)
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6115 Estatc Smith Bay - Suite 225 4008 Estate Diamond Plot 7B

St. Thomas V1 00802 Christiansted VI 00820-4421
Phonc: (340) 715-1040 Phonc: (340) 773-1040
Fax:  (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Revenue Officer Traince — (BC# 234000162 & 234000163 - 2
Positions)

LOCATION: St. Thomas, V.1
SALARY RANGE: $32.752 - $37,233 GRADE: 1S-09
POSTING DATE: December 03, 2012 — December 17, 2012

JOB DEFINITION: Under the dircct supervision of the Chief/Assistant Chief of the Delinquent
Account and Returns DAR Branch, resolves examination and collection concerns of taxpayers
by providing customer assistance, investigating compliance issues such as filing and payment
delinquencies, taking cnforcement actions and working tax accounts. Performs analysis on basic
accounting issues working with taxpayers, practitioners and other Bureau of Intcrnal Revenuc
(BIR) employces.

REQUIRED EDUCATION/EXPERIENCE:

Bachelor’s degree in Accounting, Business Administration Management or other related ficld
with eighteen (18) or more credits in accounting

SPECIAL REQUIREMENTS: Contingent upon the availability of space within the first ycar
of hirc the incumbent must attend and successfully pass Level 1 and Level 11 IRS training for
Revenue Officers. If trainee fails to successfully complete Level I and Level I IRS training thcy
will be subjected to termination within thirty (30) days of the final test date.

Upon the successfully complction of Level I and Level 1l IRS training for Revenue Officers and
having spent a minimum of one year from the date of hire as a Revenue Officer Traince the
incumbcent will be automatically promoted to a Revenue Officer.

HOW TQO APPLY: Plcasc submit your 5086 transfer/promotion form of application with all
required-documents to the Divjsion of Personnel by the above dcadlinc. You may contact the

,/ 4
Of ‘ \ ‘
man Resources Manager

(**Ref: HF-PRI# IRB-08-2013 dated 10/05/2012)
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6115 Estate Smith Bay - Suite 225 4008 Estate Diamond Plot 7B
St. Thomas VI 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phone: (340) 773-1040
Fax: (340) 714-9345 Fax: (340) 773-1006

VACANCY NOTICE

POSITION TITLE: Tax Management Assistant — (1 Position) BC# 234000048

LOCATION: St. Thomas, V.L
SALARY RANGE: $35,814 - $38,261 GRADE: 1S-10
POSTING DATE: Dccember 03, 2012 — December 17. 2012

JOB DEFINITION: Undcr the direct supervision of the Chief or Assistant Chicl of the
Dclinquent Account and Returns (DAR) Branch the incumbent is responsible for providing
administrative support to the unit including the Chief and Assistant Chief. The incumbent plans
and controls the flow of work from the time the tax returns arc transferred for review until the
time of expiration. He/she will coordinatc activities between both Districts and manage the
rcporting and rcicase of liens between the Bureau and the Lt. Governor’s Office as required by
Law.

REQUIRED EDUCATION/EXPERIENCE:

An Associate degree in Business Administration Management or closcly related field with two
(2) years expericnce working as a secretary in an accounting department or unit.

OR
A High School Diploma or its cquivalent with four (4) years secretarial expericnce in tax
administration.

HOW TO APPLY: Pleasc submit your 5086 transfcr/promotion form of application with all

req\;;i/;ed 'Elocumer_)_l_g 1o the Division of Personncl by the above deadline. You may contact the

Diyfsion pff P_g:nmnllc)f/{@"_éz‘ﬂ_}?%a&%&H’dj\)u have any further questions.
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pheha E. Hector

Hunfan Reséurces Manager

(**Ref: HF-PRF# IRB-11-2013 dated 10/05/2012)
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6115 Estate Smith Bay - Suite 225 4008 Estate Diamond Plot 7B

St. Thomas VI 00802 Christiansted VI 00820-4421
Phone: (340) 715-1040 Phone: (340) 773-1040
Fax:  (340) 714-9345 Fax: (340) 773-1006

VYACANCY NOTICE

POSITION TITLE Senior Revenue Officer — (BC# 234000166 - |
Position)

LOCATION: St. Thomas, V.I.
SALARY RANGE: $45.112 - $47,855 GRADE: IS-13
POSTING DATE: Deccember 03, 2012 — December 17, 2012

JOB DEFINITION: Under the direct supervision of the Chief or Assistant Chief of the
Delinquent Account and Returns (DAR) Branch performs highly technical work. The incumbent
acts as a lead worker over a small staff of lower level rcvenue officers and clerical personnel.
He/she at times may be designated to stand in for the Chief or Assistant Chief of the Delinquent
Account and Returns (DAR) Branch. The incumbent will be responsible to handle difficult tax
situations, necessitating personal contact with a wide variety of taxpaycrs and collecting
outstanding obligations utilizing various collections procedure in an effort to resolve cases.

REQUIRED EDUCA TION/EXPERIENCE:

Bachelor’s degree in Accounting, Business Administration. Management or other related field
with eighteen (18) or more credits in accounting. Must have completed and passed satisfactorily
IRS training Level T1T and Level IV fro Revenue Officers and have a minimum of three (3) years
expericnce as a Revenue Officer.

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all
required documents to the Division of Personnel by the above deadline. You may contact the
Division of Personnel @ 340-774-8588 if you have any further questions.

ALt/
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Ophelia E. Heelor 4

Hypfman Rin;x(iurces Manager

(**Ref: HF-PRF# IRB-05-2013 dated 10/05/2012)
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