
DUTY STATEMENT
CURRENT

PROPOSED

SCHEDULE TO BE WORKED/WORKING HOURS EFFECTIVE DATE

CIVIL SERVICE CLASSIFICATION WORKING TITLE

DEPARTMENT/DIVISION/DISTRICT/UNIT SPECIFIC LOCATION ASSIGNED TO

SEERA DESIGNATION BARGAINING UNIT WORK WEEK GROUP CERTIFICATES REQUIRED

FINGERPRINTS/BACKGROUND CHECK REQUIRED BILINGUAL POSITION SUPERVISION EXERCISED

INCUMBENT POSITION NUMBER (Agency-Unit-Class-Serial)

The mission of the State Board of Equalization is to serve Californians through fair and transparent administration of Property Tax, the 
Alcoholic Beverage Tax, and the Tax on Insurers to strengthen communities and support state and local services.

POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS

Candidate must be able to perform the following essential job functions with or without reasonable accommodation.

PERCENTAGE 
OF TIME SPENT: DUTIES:

ESSENTIAL JOB FUNCTIONS
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PERCENTAGE 
OF TIME SPENT: DUTIES:

ESSENTIAL JOB FUNCTIONS (continued)

BOE-628-A REV. 4 (3-26)



POSITION NUMBER (Agency-Unit-Class-Serial) Page 3 of 3

PERCENTAGE 
OF TIME SPENT: DUTIES:

MARGINAL JOB FUNCTIONS

WORK ENVIRONMENT OR PHYSICAL ABILITIES REQUIRED FOR THE JOB (if applicable):

Work Environment:

Physical Abilities:

Additional Requirements/Expectations:

I have read this duty statement and fully understand that I must perform the Essential Job Functions of my position with or without 
reasonable accommodation.

PRINT EMPLOYEE NAME EMPLOYEE'S SIGNATURE DATE

I certify that the above accurately represents the duties of the position and that I have reviewed these duties with the above-named 
employee.

PRINT SUPERVISOR NAME SUPERVISOR'S SIGNATURE DATE

HRB APPROVAL DATE C&P ANALYST INITIALS
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	Schedule: 
	EffectDate: 
	Civil: Career Executive Assignment (CEA), Level A
	WorkTitle: Chief, Taxpayers' Rights Advocate Office
	Depart: BOE/Taxpayers' Rights Advocate Office
	SpecLoc: Sacramento, CA
	Seer: Managerial
	Bar: 01
	WorkWeek: E
	Cert: None
	SuperEx: Yes
	Incum: 
	PosOrg: Under the general direction of the Executive Director, the Chief, Taxpayers' Rights Advocate Office (TRAO), and functions as the Taxpayers' Rights Advocate (TRA), facilitates resolution of taxpayer complaints or problems regarding property taxes and ensures prompt corrections when errors have occurred in property tax assessments. Monitors programs administered by the BOE and property tax programs administered by counties for compliance with the Taxpayers’ Bills of Rights and recommends new procedures or revisions to existing policy to ensure fair and equitable treatment of taxpayers. Works with BOE staff to ensure that taxpayer educational materials are clear and understandable; Coordinates the statutory Taxpayers’ Bill of Rights hearing for property taxes and the alcoholic beverage tax to give taxpayers, industry representatives, assessors, and other local agencies the opportunity to express their concerns, suggestions, and comments to the Board; and assists in providing education and information to the public. The incumbent participates in the agency’s strategic decision making process as a member of the management team.

The Chief has wide discretion and independence in the performance of duties and must be capable of functioning under pressure in politically sensitive situations to meet strict deadlines on an expedited basis. 

Irregular working hours and travel may be required to perform duties, attend Board meetings, hearings, conferences, and events.  



	PerTime1: 50%





30%








10%
	EssJob1: Plans, organizes, manages and directs the activities of the Taxpayer's Rights Advocate Office (TRAO). The TRA Office facilitates resolution of taxpayer complaints or problems, implements and monitors agency compliance with the various provisions of the property Taxpayers' Bills of Rights; ensures that the rights, privacy, and property of California taxpayers are adequately protected during the assessment and collection of property taxes, and promotes enhanced understanding of the property tax system.

Plans, develops, and implements policies and procedures for investigating and resolving taxpayer complaints or problems. Negotiates the most sensitive and complex Property Tax issues with taxpayers and employees that may involve high-level BOE managers, Board Members, legislators, or the Governor's Office. Ensures open communication and successful problem resolution by effectively planning successful negotiating sessions, defining and controlling the issues, communicating his/her position clearly and concisely, and employing strategies to gain cooperation. As a key member of the Executive Director's Group, develops and reviews Board-wide policy and procedures, and provides consultation and advice to the Board Members and their staffs, the Executive Director, and management personnel. Makes presentations and represents the BOE to organizations and the public throughout the state.

Recommends program and policy changes based on data gathered from complaints, problems, and the monitoring of BOE functions. Recognize Board-wide trends and makes proposals to the Board Members and the Executive Director for improving services to taxpayers.
	CB1: Off
	CB2: Off
	CB6: Off
	CB7: Yes
	CB4: Off
	CB5: Yes
	PositionNum: 290-305-7500-002
	EssJob2: Plans, organizes, and conducts annual hearing before the full Board during which industry representatives and individual taxpayers present their proposals on changes to property tax laws. Prepares a summary of the implementation of the Taxpayers' Bill of Rights program for inclusion in the BOE's annual report to the Legislature. Recommends program, policy and legislative changes based upon data gathered from complaints, problems, and the monitoring of BOE functions. Directs preparation of an annual report to the Board on accomplishments and activities of the TRA Office and identification of problem areas and recommendations for future actions on property tax issues. 
	PerTime2: 10%




	PerTime3: 
	MarJob3: 
	WorkEnviro 1: • Work in an office setting with artificial light and temperature control. 
• The sensitivity of the position may require excess hours to be worked.


	PhyAbilities 1: • Requires the ability to complete tasks that typically may require making repetitive hand movements in the performance of daily duties, with or without reasonable accommodations and modifications to facilitate such tasks. 
• Work may require occasional travel throughout the State of California. 
• Work may require periodic non-standard work hours to meet workload needs and demands..


	AddReq 1: • Demonstrated experience in delivering complex information in a clear, concise, and professional manner through verbal and written communication. 
• Maintain confidentiality and the highest standards of ethics and professionalism.
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