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DISTINGUISHING FEATURES OF WORK: 
 

Under immediate supervision, participates in an agency sponsored training 
program of from six to twelve months duration, receiving training in tax laws, 
Revenue rules and regulations, tax forms and on site field collection report 
preparation and on-site field collection methods and procedures and 
communications skills; receives supervised on-the-job training assignments to 
acquire a practical knowledge of on-site collection techniques with regular 
assessments throughout the training period.  This work differs from other 
classifications engaged in collecting tax revenues by the regular, ongoing field 
work required of all positions allocated to this series.  On-site, field collection 
work involves considerable travel within an assigned geographic area; a 
collector must have access to an automobile, possess a valid driver's license, 
and be prepared to tolerate and deal effectively and tactfully with occasionally 
emotional or verbally abusive taxpayers. 

 
ILLUSTRATIVE EXAMPLES OF WORK: 
 
 1. Receives eleven weeks of formal classroom training which includes 

indoctrination and instruction in the tax laws, rules and regulations, work 
procedures, interviewing techniques and methods and techniques of 
investigation pertinent to the field compliance program. 

 
 2. Receives four weeks on-the-job training accompanying higher level 

collection staff on field assignments designed to provide work experience 
in applying the skills and knowledges acquired during the classroom 
training period. 

 
 3. Receives classroom and on-the-job training in the preparation of daily 

field reports closing assignments and/or making recommendations for 
use of various on-site field collection techniques; receives on-the-job 
training in use of video and personal computer equipment, mainframe, 
Local Area Network and Illinois Collection System systems, instructions in 
accessing agency records via modems from remote locations, and 
interpretation of data from video terminals, computer records, and the 
various tax screens. 



- 2 - 
 
REVENUE COLLECTION OFFICER TRAINEE (Continued) 
 
 4. Receives four to six weeks on-the-job training assignments involving field 

office collection assignments similar in nature to collection activities 
performed by higher level collectors, but conducted under close 
supervision and control. 

 
 5. After the initial classroom and on-the-job training program, receives 

training relating to communication skills and interpersonal competence, 
e.g., how to effectively communicate and handle taxpayers during normal 
work assignments, how to increase awareness of reactions on others, 
etc.; receives training in self-protection, ethics and sexual harassment. 

 
 6. For a period of five to six months, accepts and completes assignments of 

increasing difficulty for the purpose of gaining experience and developing 
skills that allow the trainee to interpret tax laws, assist taxpayers in 
completing tax returns, computing penalty and interest, canvassing to 
locate evasive and/or unregistered taxpayers, and setting up pay plans 
for field tax collections; confers frequently with training staff or supervisory 
personnel. 

 
 7. Performs other duties as required or assigned which are reasonably 

within the scope of the duties enumerated above. 
 
DESIRABLE REQUIREMENTS: 
 
 Education and Experience 

Requires knowledge, skill and mental development equivalent to the 
completion of fours years of college or four years of experience in collection 
work, or a related collection field. 
 
Knowledges, Skills and Abilities 

Requires ability to prepare comprehensive written and oral reports. 
Requires ability to understand and follow oral and written instructions. 
Requires ability to profit from training received and become 

knowledgeable about the various tax laws and regulations enforced. 
Requires ability to establish and maintain harmonious working 

relationships with other employees and agency representatives. 
Requires ability to travel, often keeping irregular hours in the conduct of 

field collection activities. 
Requires access to an automobile and possession of an appropriate valid 

driver's license for the operation of a motor vehicle. 


