








• Knowledge and understanding of supervisory techniques; including organization, planning, staffing,
training and reporting.

• Ability to organize and coordinate the work of others.
• Ability to interpret laws, rules and regulations relative to the work.Thorough knowledge and understanding

of the Michigan and federal income tax laws, rules and regulations is desirable.
• Be self-motivated, possess leadership abilities, and be team oriented.
• Possess analytical and problem-solving skills.
• Excellent verbal and written communication skills; communicating in a professional manner.
• Ability to manage multiple assignments simultaneously.
• Ability to establish and maintain effective relationships.
• Ability to motivate staff.
• Thorough understanding of the techniques needed for effective delegation.
• Ability to maintain favorable public relations.
• Experience in a production oriented environment is desirable.

Equivalent combinations of education and experience which provide the required knowledge, skills and 
abilities that will be evaluated on an individual basis. 

CERTIFICATES, LICENSES, 
REGISTRATIONS: 

FTINPRINT sub-class code. The position has access to Federal Tax Information (FTI).

NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position. 

I certi'fy that the information presented in this position description provides a complete and accurate depiction 
of the duties and responsibilities assigned to this position. 

Supervisor 

TO BE FILLED OUT BY APPOINTING AUTHORITY 

Indicate any exceptions or additions to the statements of employee or supervisors. 

None 

I certify that the entries on these pages are accurate and complete. 

SONYA CARTER 5/23/2019 

Appointing Authority 

Date 

Date 

I certify that the information presented in this position description provides a complete and accurate depiction 
of the duties and responsibilities assigned to this position. 

Employee Date 


