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Government of Anguilla 

	JOB DESCRIPTION 2

	JOB TITLE:  Taxpayer Services Officer 


	MINISTRY

Finance 
	DEPARTMENT

Inland Revenue
	SECTION

Operations

	UNIT

Taxpayer Services

	GEOGRAPHIC LOCATION

The Valley

	TITLE OF IMMEDIATE SUPERVISOR


Assistant Comptroller, Taxpayer Services


	TITLE OF ALL POSITION DIRECTLY SUPERVISED

Nil


	JOB FUNCTION

(i) Provide general assistance and advice to individual taxpayers and business owners. 
(ii) Prepare and disseminate information relation to the Department of Inland Revenue
(iii) Provide taxpayer education and to promote voluntary compliance.
(iv) Provide support to individual taxpayers and business owners in the registration and 

       filing processes.
(v) Perform photographic and related functions for the processing of drivers’ licences.
JOB TITLE:  Taxpayer Services Officer 


	1.  KEY DUTIES
1. Register individual taxpayers and business owners and assign tax obligations/ accounts in the IRD Tax Administration system.
2. Assist taxpayers in preparing and filing tax returns for all taxes and licences administered by IRD and advise on effective ways to establish and maintain records relating to their tax obligations.
3. Generate notices of assessment for taxpayers establishing amounts due for payment for all tax types and licences.
4. Assist taxpayers by responding to queries (face-to-face, by phone, email and Online Portal) and resolving less complex issues; more complex issues are referred to the Assistant Comptroller, Taxpayer Services.
5. Produce Tax Account Registration statements for taxpayers.

6. Ensure standard operating procedures for registration, capturing and processing of information from tax returns and payments are being followed.
7. Provide excellent customer services and ensure that all duties are performed in accordance with Financial Instructions, General Orders and Code of Ethics.
8.  Ensure that the relevant legislation is followed (daily) and appropriate actions are taken to minimize financial risks. 
9. Design and develop tax calendars, forms, booklets and brochures to be utilized by the tax department, other government departments, private sector organizations and individual taxpayers to reflect the schedule of taxes to be paid, reason for payment and procedure for payment.
10. Ensure that all taxpayer accounts are up to date; maintain the security of all taxpayer files (both physical and electronic). 
11. Maintain professional competence in collection techniques, review and interpret new or revised laws and regulations.
JOB TITLE:  Taxpayer Services Officer 

	      KEY DUTIES (Cont.)

12.  Prepare press releases, bulletins, flyers, newsletters and jingles for the various news media.
13.  Prepare reports, correspondence and notices relating to taxpayer information.
14. Assist with the instruction and delivery of taxpayer education programmes; training seminars for business owners, annual tax fairs, school programmes, etc. 

15.  Update and maintain the department website and social media platforms.

16. Update and renew individual taxpayer information for the processing of drivers’ licences.
EXPECTATIONS
17. Embrace and support a culture that focuses on creativity, innovation and knowledge 
18. Embrace and promote the use of eService initiatives (e.g. e-Filing and e-Payment and IRD’s website and social media platforms.)
19. Foster a culture of teamwork and collaboration, as well as open and transparent
20. Participate in disaster management activities designed to prepare for, mitigate against and
             respond to disaster events.

21.  Perform any other related duty required by the job function.

	RESOURCES

PEOPLE: All individual taxpayers and business owners

	CATEGORY

Nil
	NUMBERS

Nil

	TOOLS, EQUIPMENT, MACHINERY AND MATERIALS:

Digital camera, printer, computer, scanner, photocopier, calculator and telephone. 



	4. KEY AUTHORITIES

1. Prepare relevant educational and publicity information for dissemination to the individual taxpayers, business owners and the general public.
2. Register individual taxpayers and business owners in the IRD Tax Administration System.
3. Modify taxpayer registration information when updates or changes are required.
4. Generate notices of assessments. 



	

	6.  QUALIFICATIONS

The incumbent should be self confident, sensitive, diplomatic, and objective and be able to show initiative, be reliable, punctual, organized and courteous, co-operative, have strong interpersonal and communicative skills and perform professionally. Must maintain the confidentiality of the office.

He/She should be knowledgeable of the Tax Laws, Regulations and policies. Should be proficient in computer software such as Microsoft Word, Excel and Publisher. 

 The incumbent should possess at least four (4) CSEC subjects or the equivalent including mathematics or accounting with at least 3 years’ experience undertaking similar duties 




This document is intended to reflect key requirements related to the principal functions of your job and must not be construed to be a description of all tasks that may be inherent in the job.
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