Posting Date: January 4, 2012  


WAYNE METROPOLITAN COMMUNITY ACTION AGENCY

JOB POSTING
Available Positions: 4
Position Title:   Tax Preparer
Starting Salary Range: $12.00 per hour



Benefits: None 

Grade: 2







FLSA:
  Non-Exempt

Employment Status: Contractual through April 30, 2012              
Work Location: Wayne County  

                                                                                                         (Hamtramck, Wyandotte, Taylor, etc)
Work Days:  
Monday to Saturday As Assigned

Work Hours:  
6 to 40 hours per week
Supervisor:  
Assets Program Coordinator


Position Start Date:  Immediately
Responsibilities:  Responsible for providing top quality services and preparing free tax returns at assigned tax sites for eligible taxpayers and uphold the highest level of ethical standards. 
Qualifications:
· Must have a High School Diploma or equivalent AND 1 year experience in tax preparation and working with the public.

· Completed the IRS SPEC “Volunteer Standards of Conduct” training and signed the Volunteer Standards of Conduct Agreement. 

· Completed “Tax Law” training including the use of electronic filing software.

· Obtained the IRS Tax Preparer Certification at the intermediate level as a minimum.

· Completed “Taxwise Desktop Preparer” training.

· Completed the “Intake/Interview/Quality Review” and other specialty training,

· Ability to use database and spreadsheet software (Excel) in a Windows and Goggle environment.

· Ability to use office equipment including a computer, printer, copy machine, and fax machine.

· Ability to learn and use TaxWise software and efficiently use tax programs and online tax sites.

· Ability to collect data as directed by supervisor.

· Ability to carry equipment and material to the sites.

· Ability to organize a variety of simultaneous activities with attention to detail and timeliness.

· Ability to carry out oral and written instructions and work with a minimum of supervision.

· Ability to communicate effectively both orally and in written form.

· Ability to empathize and communicate with those persons facing barriers.

· Good interpersonal and professional skills including but not limited to professional appearance, tact, punctuality, communication, and dependability.

· Valid driver’s license and reliable transportation.
If you are interested in this position and you meet the minimum requirements, submit your resume and cover letter to the HR Department at HR@waynemetro.org.  Please enter the Job title in the subject line.  The fax number is (734) 246-5779 or by mail at Wayne Metropolitan C.A.A., 2121 Biddle, Wyandotte, MI. 48192.  No phone calls please.
Equal Opportunity Employer

