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DUTY STATEMENT 

 CIVIL SERVICE CLASSIFICATION 

Associate Tax Auditor 
WORKING TITLE 

Timber Tax Auditor 
UNIT/DISTRICT/LOCATION POSITION NUMBER 

SEERA DESIGNATION 

Rank and File 
BARGAINING UNIT 

01 
WORK WEEK GROUP 

2 
CERTIFICATES REQUIRED 

FINGERPRINTS REQUIRED 

 Yes  No 
SUPERVISION EXERCISED 

None 

Job Requirements 
Knowledge of: 

• California property tax and timber tax laws; regulations administered by the Board of Equalization, and related
legal opinions and court decisions 

• Accounting, and auditing principles and standards
• Audit techniques and recommended audit policies and procedures
• General forest industry practices and terms
• Departmental administrative policies and procedures

Ability to: 
• Apply the above listed knowledge effectively
• Analyze routine audit and appraisal situations
• Create and a maintain cooperative working relationships
• Evaluate data and draw sound conclusions
• Evaluate situations accurately and take effective action
• Prepare clear, complete and concise reports
• Communicate effectively
• Work under pressure and meet deadlines
• Operate personal computers, calculators, and video terminal equipment
• Sit for extended periods of time before a desktop computer or in a car or four wheel drive vehicle
• Travel throughout the State, by air or car, up to 50 percent of the time

Desirable Qualifications 

• Must be flexible and willing to adjust to changing assignments and priorities
• Strong communication skills
• Proficient in using a personal computer, including various software packages such as word processing,

spreadsheets and relational database programs for report writing, data analysis and presentations
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Statement of Position 
Under general direction of the Principal Property Appraiser, the Associate Tax Auditor independently conducts field 
investigations and audits to assist in the administration of the timber yield tax audit and appraisal programs to assure that 
the correct tax amount is reported and paid. Performance of these duties protects the tax base through the audit program, 
leads to timely correction of reporting errors and payment of taxes owed, and ensures that the timber yield tax laws is 
administered uniformly throughout the state. May be required to travel up to 50% of the time.  
 
Candidate must be able to perform the following essential job functions with or without reasonable 
accommodation.  
 

PERCENTAGE OF 
TIME SPENT 

DUTIES 

 
 

Essential Job Functions:

70% 
 
 
 
 
 
 
 
 
 

Conducts both in office and field audits on timber yield tax accounts in support of the appraisal process. 
Includes verifying the volume of timber harvested by species, age classification, size classification, 
yarding method, harvest objective, and location of harvest; and confirming cost and sales data. 
Requires using a variety of documents, investigative and market data confirmation techniques, and 
contacts with timber industry representatives and government personnel to obtain information. 

Confirms and compiles timber and log sales data for semi-annual harvest value schedules; compiles and 
analyzes data to develop logging and hauling cost trends. 
 

20% 
 
 
 
 
 

Performs review function, i.e., closed-out accounts for need of audit or adjustment to taxes paid; audits 
and billing orders prepared by other auditors for conformance with legal requirements and audit 
procedures; recommends and prepares tax shortage notices on tax returns and/or harvest reports found 
questionable by other reviewers. 
 

Marginal Job Functions: 
5% 

 
 
 
 
 
 
 

Performs a variety of other audit support duties, i.e., advises interested parties and individuals on the 
timber yield tax law and tax reporting procedures and requirements, assists timber owners in 
preparing and filing tax returns and harvest reports, conducts compliance activities in conjunction with 
accounts being audited or accounts in the vicinity of accounts under audit, and collects scale data 
through the audit and collection of mill records to discover unreported and misreported harvest 
activities. 

5% 

 

 

 

 

 
 
Other job related duties as required such as providing technical advice and assistance to taxpayers, 
county assessors, tax representatives, Board staff, and other governmental agencies. 

 
 

I have read this duty statement and fully understand my assigned duties. 
EMPLOYEE’S SIGNATURE DATE 

I have reviewed these duties with the above named employee. 
SUPERVISOR’S SIGNATURE DATE 

 *HRD Approved by JD 3/11/15* 
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