L U.S. Department of State
INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

Nl

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2)

1. POST 2. AGENCY 3a. POSITION NO.
Paris TREASURY/IRS PC-7201

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCY MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED
AFTERTHE "YES'BLOCK. [X] Yes [ | No  6in three different Posts

4. REASON FOR SUBMISSICON
D a. Redescription of duties: This position replaces:

Position No. . (Title) (Series) (Grade)

[:’ b. New Position

X c. Other (explain) To recertify PD and for the new employee to sign once hired

5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials I,mm[?;t_im
a. Post Classification Authority
Human Resources Office Taxpayer Assistant, FSN-401 8 QA& 10/02/12
: 7
b. Other

c. Proposed by Initiating Office

6. POST TITLE POSITION (if different from official title) 7. NAME OF EMPLOYEE
TAXPAYER SERVICE SPECIALIST
8. OFFICE/SECTION a. First Subdivision
TREAS IRS
b. Second Subdivision c. Third Subdivision
Large Business and International International
I | E d
1-2012
| dd-yyyy) - T-cd-yyyy)
1 d i >f this
nt need nce
2012 ‘12
dd-yyyy) m-gdd-yyyy)

13. BASIC FUNCTION OF POSITION

The Taxpayer Service Specialist (TSS) provides technical tax information and procedural help to a variety of
taxpayers and/or their representatives in person, by telephone, or by correspondence to assist the taxpayer in
meeting their U.S. tax filing and payment obligations. The level of assistance varies according to the taxpayer's
needs in the context of their total tax situation. The TSS is a member of the IRS’ Large Business and International
Division, International, Overseas Post.

14. MAJOR DUTIES AND RESPOSIBILITIES % OF TIME
A. Provides taxpayers with technical tax information covering the full range of individual income taxes as 25

well as elements of other federal taxes by researching complex tax law or procedural questions and

responding in person, via telephone or by correspondence to assitst the taxpayers in meeting their U.S. tax

filing and payment obligations.

B. Answers taxpayers' questions regarding their U.S. Federal tax accounts or IRS bills/notices by <0

researching the status of the taxpayer(s)' account(s), explaining notices and taking any necessary corrective
actions; to help taxpayers meet their U.S. tax filing and payment obligations.
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CONTINUED ON BLANK SHEET

(continue on blank sheet)

15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE
a. Education:
Two years of college level courses, involving subjects that include oral/written communication skills, research
techniques and analytical skills
b. Prior Work Experience:
3 years experience in two or more of the following: U.S. individual income tax or other U.S. federal taxes; customer
service/relationship management; or on-line researching of U.S. tax issues on commercial databases.
c. Post Entry Training:
There will be training after selection according to the needs of the individual selected.
d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (l1, lll) and spezialization (sp/read)
English -- Level 4: Fluent in reading, writing and speaking
e. Job Knowledges:
Comprehensive: US individual income tax code, regulations and relevant treaties, and tax forms and publications;
IRS document processing and account management processes.
f.  Skills and Abilities:
Preparation of income tax returns for individuals, research and analysis skills; Communication Skills including
interviewing, questioning, explaining complex issus to non-experts, dealing with diverse and/or irate individuals; and
presenting/instructing; Problem Solving for complex tax questions/issues.
18. POSITION ELEMENTS
a. Supervision Received.
The TSS is under the general direction of the Deputy Tax Attache and/or the Tax Attaché who is GS 14/15
equivalent on an IRS PD. Supervisor assigns work, objectives, plans, prioritizes and sets deadlines; employee
works independently keeping supervisor informed; supervisor evaluates completed work for technical soundness
and appropriateness.
b. Supervision Exercised:
None
c. Available Guidelines:
Internal Revenue Code and Regulaitons, Internal Revenue Manual (IRM), tax treaties, the ADP Handbook, IRS
Cumulative Bulletins and commercial tax references/services.
d. Exercise of Judgment:
Although the guidelines are generally applicable, the TSS uses judgment in interpreting, applying and adapting
guidelines to the taxpayer's circumstances. Many of the issues are complex and not clearly defined.
e.  Authority to Make Commitments:
They do not have authority to make commitments.
f.  Nature, Level, and Purpose of Contacts.
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Internal: Manager, Post employees, IRS employees in other locations for coordination
External: US and foreign taxpayers and their representatives to provide information necessary for the taxpayers to
understand and meet their US tax filing obligations; outreach or taxpayer education to external groups.

g. Time Required to Reach Full Performance Level:
The time needed to reach full perfomance level will depend upon the prior experience of the employee but in all
cases should be reached by the end of 12 manths.
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CONTINUATION SHEET TO FORM DS-298, INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

AGENCY: INTERNAL REVENUE SERVICE POSITION: TAXPAYER SERVICE SPECIALIST

14. MAJOR DUTIES AND RESPONSIBILITIES (CONTINUATION SHEET)

% OF TIME

C. Support the closing of sensitive, difficult and complex correspondence regarding
individual tax cases by collaborating with a U.S.-based examination teams, collection
groups, the International Tax Identification Number (ITIN) unit etc. to provide taxpayers
information regarding their tax filing and paying requirements, to help them prepare
amended tax returns, resolve collection issues etc. Answering their complex questions

received via correspondence, quickly resolves issues for the taxpayers and enhances U.S.

taxpayer compliance.

20%

D. Supports the Governments need to issue identity numbers (ITIN) to foreign nationals
with U.S. Federal Tax liabilites by explaining the rules, verifying identification to ensure the
ITIN is issued to the correct individual.

20%

E. Educates taxpayers and tax practitioners by making public presentations, instructing
taxpayer education programs, e.g., tax practitioner institutes or small business workshops
and assisting in the coordination of taxpayer education programs as necessary; to help
them understand and meet their U.S. tax filing/paying obligations.

10%

F. Performs other duties as assigned

5%




