GOVERNMENT OF
THE VIRGIN ISLANDS OF THE UNITED STATES
........ | J—
VIRGIN ISLANDS BUREAU OF INTERNAL REVENUE

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: Senior Excise Tax Officer

BC# 234000120 — 1 Position
LOCATION: St. Croix, V.L
SALARY RANGE: $29,892 - $32,969 GRADE: IS-08
POSTING DATE: March 19, 2014 — April 2, 2014

JOB DEFINITION: Under the direct supervision of the Supervisor of Excise Tax Officers
and/or the Chief, Assistant Chief of Processing, the incumbent is responsible to conduct physical
and/or visual inspections of incoming shipments against conveyance documents to validate
contents, determine value, authenticate claims of overpayment and resolve assessment
discrepancies. He/she is also required to monitor the importation and deportation of items
brought into the territory for limited period of time to determine tax liability.

Work is reviewed for conformity to standards and adherence to the rules and regulations that
govern the imposition of excise taxes. The employee is also expected to exercise a high degree
of initiative and creativity in carrying out his/her assignments.

REQUIRED EDUCATION/EXPERIENCE:
An Associate degree in Business Administration and three (3) years’ experience as an Excise
Tax Officer.

OR
High School Diploma or its equivalent with six (6) credits in business administration as well as
five (5) years’ experience as an Excise Tax Officer.

HOW MPPLY Please subpit your 5086 transfer/promotion form of application with all
requited doguments to th 1on of Personnel by the above deadline. You may contact the

ﬁn 8 1f you have any further questions.
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(**Ref: HF-PRF# IRB-06-2014 dated 01/13/2014)




GOVERNMENT OF
THE VIRGIN ISLANDS OF THE UNITED STATES
........ | T—
VIRGIN ISLANDS BUREAU OF INTERNAL REVENUE

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
BC# 234000031 - 1 Position

LOCATION: St. Croix, V.L
SALARY RANGE: $35,814 - $38,261 GRADE: IS-10
POSTING DATE: March 19,2014 - April 2, 2014

JOB DEFINITION: Under the direct supervision of the Supervisor of Audit, Chief or
Assistant Chief of Audit, the incumbent will be responsible for providing administrative
assistance to the Audit Enforcement Unit. The incumbent coordinates activities between both
Districts and manage the reporting and release of audit files and/or liens between BIR and the
Lieutenant Governor’s Office as required by law. He/she will route and follow-up on all
incoming taxpayer correspondence, maintain caseload assignment listings, assist with scheduling
appointments and compile statistical information for reporting monthly.

REQUIRED EDUCATION/EXPERIENCE:

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

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

(**Ref: HF-PRF# IRB-27-2014 dated 3/12/2014)



GOVERNMENT OF
THE VIRGIN ISLANDS OF THE UNITED STATES
........ (| J—
VIRGIN ISLANDS BUREAU OF INTERNAL REVENUE

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: Excise Tax Officer
BC# 234000110 — 1 Position

LOCATION: St. Thomas, V.1
SALARY RANGE: $24,848 - $27,309 GRADE: IS-06
POSTING DATE: March 19,2014 — April 2, 2014

JOB DEFINITION: Under the direct supervision of the Supervisor of Excise Tax Officers
and/or the Chief, Assistant Chief of Processing, the incumbent performs inspection work in the
enforcement of the laws that govern the importation and deportation of merchandise. He/she
matches and maintains files of all declared shipments, post daily transaction to the computer
system and assist in preparing the anti-litter, gasoline and other statistical reports.

Work is reviewed for conformity to standards and adherence to the rules and regulations that
govern the imposition of excise taxes. The employee is also expected to exercise a high degree
of initiative and creativity in carrying out his/her assignments.

REQUIRED EDUCATION/EXPERIENCE:
An Associate degree in Business Administration and one (1) year experience working at the
ports or other points of entry verify documentation.

OR
High School Diploma or its equivalent with six (6) credits in business administration, and three
(3) years’ experience working with taxes.

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all

plZfiaE.He or/ / »

O
Hufman Resofirces Manager

(**Ref: HF-PRF# IRB-05-2014 dated 01/13/2014)



GOVERNMENT OF
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........ | I—
VIRGIN ISLANDS BUREAU OF INTERNAL REVENUE

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
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VACANCY NOTICE

POSITION TITLE: Data Entry Repair Operator — (4 Position’s)
BC# 234000103 & 234000104 - 2 IRB07/14
BCi#t 234000098 & 234000105 — 2 IRB23/14

LOCATION: St. Thomas, V.1
SALARY RANGE: $27,235 - $29,110 GRADE: IS-07
POSTING DATE: March 19, 2014 — April 2, 2014

JOB DEFINITION: Under the direct supervision of the Supervisor of Data Entry Repair
Operators and/or the Chief, Assistant Chief of Processing, the incumbent is responsible for
inputting tax returns onto the Bureau’s various tax modules. He/she ensures that all applicable
schedules are attached and entered as specified by form type. The incumbent is required to
troubleshoot minor problems and perform adjustments according to predefined procedures.

Work is reviewed for adherence to standard operating procedures. While the employee is
expected to perform with a considerable degree of independence, he/she must exercise initiative
in carrying out his/her assignments.

REQUIRED EDUCATION/EXPERIENCE:
An Associate degree in Information Technologys;

OR
High School Diploma or its equivalent with six (6) credits in business administration, or related
field and two (2) years data entry experience.

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all

(**Ref: HF-PRF’s# IRB-07-2014 dated 01/14/2014 & IRB-23-2014 dated 02/22/2014)
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St. Thomas VI 00802 Christiansted VI 00820-4421
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VACANCY NOTICE

POSITION TITLE: Senior Assessment Officer
BC# 234000071 — 1 Position

LOCATION: St. Thomas, V.L
SALARY RANGE: $35,814 - $37,038 GRADE: IS-10
POSTING DATE: March 19, 2014 - April 2, 2014

JOB DEFINITION: Under the direct supervision of the Supervisor of Assessment Officers, the
Chief or Assistant Chief of Processing, the incumbent in this position serves as the lead worker
among Assessment Officers. The incumbent applies payments or adjustment to income tax
accounts after returns have been technically reviewed by audit or have been previously
designated for billing.

An employee in this class calculates the applicable penalties and interest and reinstates the notice
process subsequent to audit findings. Work is performed in accordance with established policies
and procedures, but an employee is expected to use considerable judgment and initiative in carry
out his/her assignment.

REQUIRED EDUCATION/EXPERIENCE:

Bachelor of Arts degree in Business Administration and one (1) year experience as an
Assessment Officer or related work including six (6) credits in business administration or
accounting

OR
Associate degree in Business Administration and three (3) years experience as an Assessment
Officer or related work including six (6) credits in business administration or accounting

OR
High School Diploma or its equivalent supplemented with six (6) credits in business
administration as well as five (5) years experience as an Assessment Officer or position relative
to tax administration.

HOW PO APPLY: Please suhmit your 5086 transfer/promotion form of application with all
ifed documents to-the sion of Personnel by the above deadline. You may contact the
of Per: M

if you have any further questions.

7
Ophgfia E. H?{b'r M/ 7R
Human Resofirces Manager

(**Ref: HF-PRF# IRB-24-2014 dated 02/22/2014)
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VACANCY NOTICE

POSITION TITLE: Tax Registration Teller
BC# 234000087- 1 Position

LOCATION: St. Thomas, V.L
SALARY RANGE: $24,878 - $27,309 GRADE: 1S-06-01
POSTING DATE: March 19, 2014 — April 2, 2014

JOB DEFINITION: with guidance received from the Supervisor of Collection and Deposit, the
Chief or Assistant Chief of Processing, the Tax Registration Teller performs the full range of
collecting and deposting revenues in accordance with established procedures. He/she performs
reconciliation, balancing, and auditing of receipts and disbursements in a large number of
categories using the automated payment posting and the intelligent forms processing systems.
The incumbent follows established procedures to safeguard cash and financial instruments.
Provides quality customer service and establishes good working relationships with the
representatives from the bank and the Department of Finance.

REQUIRED EDUCATION/EXPERIENCE:

A High School Diploma or its equivalent with six (6) or more credits in accounting and three (3)
years experience as a Tax Registration and Deposit Clerk.

OR

A High School Diploma or its equivalent and five (5) years clerical experience including three
(3) years as a Teller, Cashier, Account Clerk or related capacity.

HOW TO APPLY: Pleasesubniit your 5086 transfer/promotion form of application with all
s 49 1) ivision of Personnel by the above deadline. You may contact the
[ 40-714-8588 if you have any further questions.

(**Ref: HF-PRF# IRB-28-2014 dated 03/12/2014)



GOVERNMENT OF
THE VIRGIN ISLANDS OF THE UNITED STATES
........ (| J—
VIRGIN ISLANDS BUREAU OF INTERNAL REVENUE

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

POSITION TITLE: Tax Return Controller
(BC# 234000126 — 1 Position)

LOCATION: St. Thomas, V.L
SALARY RANGE: $29,892 - $32,969 GRADE: IS-08-01
POSTING DATE: March 19,2014 — April 2, 2014

JOB DEFINITION: Under the guidance and instruction of the Chief or Assistant Chief of
Processing, the employee maintains and prepares file room receptacles for storing annual tax
filings. He/she correlates and associates all payments, adjustments and miscellaneous documents
with the applicable return for a particular tax year.

The incumbent is also responsible for maintaining the documentation that facilitates the logging
in and out of returns and the requests for official copies of tax filings. Work is viewed for
conformity to instruction and for official performance of assigned duties.

REQUIRED EDUCATION/EXPERIENCE:

A High School Diploma or its equivalent and training in bookkeeping, familiarity with computer
software such as Microsoft Excel and Word, a valid drivers license and a minimum of three (3)
years experience in document management gaingd in the private or public sector.

HOW TO APPLY: Please submit your 5086 transfer/promotion form of application with all
red aocuments to_the Division of Personnel by the above deadline. You may contact the
1yiSion of el 8588 if you have any further questions.

(**Ref: HF-PRF# IRB-08-2014 dated 01/11/2014)
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