
Robert Smith 
Tax Collector

PERSONAL STATEMENT

Tax Collector with 2 years of experience in Researching taxpayer accounts 
and bills for tax history pertaining to business property, personal property, 
business taxes and real estate. Regularly updating case notes to document 
phone calls and office visits, etc,.

WORK EXPERIENCE

Tax Collector
ABC Corporation -   January 2002 – 2005 

Responsibilities:

 Resolved and collected unpaid tax debts from individuals and 
businesses.

 Collected school, borough, and county tax Research the status of 
claims, liens, mortgages, and other financial obligations.

 Assisted delinquent tax filers to set up debt repayment methods.
 Maintained a detailed reporting of tax receivable.
 Worked with Tax Assessor in preparing and verifying commitment.
 Checked tax forms to verify that names and taxpayer identification 

numbers are correct, that computations have been performed correctly,
or that amounts match those on supporting documentation.

 Processed individual and corporate income tax returns, and sales and 
excise tax returns.

Tax Collector
Delta Corporation -   2001 – 2002 

Responsibilities:

 Collected taxes from citizens Maintained detailed records of financial 
transactions.

 Collecting taxes by phone Answering tax questions Calling people to set
up payment plans.

 Automated System Analyst Conducted systems analyses to design and 
automate manual systems Evaluated data processing needs for specific 
systems.

 In charge of filing, answering phone calls, submitting deposits, &amp; 
working on final returns.

 Received and processed payments for taxes, fees, fines, and bills 
Prepared and issued receipts for permits, registrations, tags, titles, 
liens, .

 Coded, verified, entered, and retrieved data using computer terminals.
 Proofread computer reports to correct errors.

Education

BS In Communications
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
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www.qwikresume.com

SKILLS

Data Entry, Customer 
Service, Computer Skills.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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