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STATE OF  
INDIANA 

CLASSIFICATION 
SPECIFICATION 

Class Title:  
Audit Examiner 3 

Class Code: 
002RB3 

FLSA Status:  
Non-Exempt 

Salary Schedule: 
PAT 3 

Effective Date: 
10-6-14 

Summary 
Incumbent applies professional accounting and auditing techniques and 
principles to the enforcement of the tax provisions of the Employment Security 
Act.  

 
Duties: 

• Investigates new, old or merged businesses on a continued basis in order to determine employer 
status under the various tax provisions of the law in order to establish tax liability and to 
determine accuracy of required quarterly taxes; 

• Assists new employers in setting up payroll accounts and in filing required quarterly reports; 
• Explains and interprets Employment Security Act to employers in order to resolve 

misunderstandings and errors; 
• Conducts full audit of employer accounts to determine if specific wages are taxable or excludable 

under the law and to determine financial ability to pay tax due if appropriate; 
• Collects current employer taxes and delinquent taxes assessing or waiving interests and penalty 

charges as appropriate; 
• Refers delinquent accounts to County Clerk for subsequent action by county sheriff if necessary 

and serves Division subpoenas and appears as a witness in tax liability and claims hearings; 
• Determines liable state for multi-state employers based within assigned territory and contacts 

employers for other states to assist those states in the collection of taxes and payroll information; 
• Reconciles out of balance quartile reports and computes and collects tax from employers who fail 

to file reports; 
• Audits Federal Unemployment Tax returns and resolves discrepancies between those returns 

and quarterly reports filed with the state; 
• Serves as personal representative of the division to the public and to employers speaking at a 

variety of public meetings concerning division’s policies and procedures; 
• Completes and submits investigative reports and memoranda and investigates and resolves a 

variety of problems sent from administrative office of Employment Security Division; 
• Performs related duties as required. 

 
Job Requirements:   

• Specialized knowledge and understanding of the Indiana Employment Security Act and other 
state and federal unemployment insurance laws as they apply to employers; 

• Specialized knowledge of a variety of accounting principles and procedures including 
computerized accounts as well as ability to analyze and audit accounts, records and reports; 

• Effectively communicate, both orally and in writing. 
• Working knowledge of total tax administration procedures including accounting, payments and 

audit sections, etc.  
• Knowledge of appeals procedures and pertinent case law; 
• Ability to exercise both tact and persuasion when dealing with employers; 
• Ability to organize and conduct field calls to ensure continued employer compliance with tax laws; 
• Ability to present evidence at tax liability hearings and claims hearings. 

 
Difficulty of Work:   
Work is diverse and varied. Incumbent applies state and federal laws, rules and regulations in judging 
employer qualification, amount of liability or interest and penalty due. Problems or unusual situations not 
covered by established policy are frequent and incumbent makes many independent judgments of action 
to be taken. 
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Responsibility:   
Incumbent works independently receiving little or no instruction and is responsible for enforcing the tax 
provisions of the Indiana Employment Security Act. Incumbent must contact employers to ensure 
qualification under the law, to collect delinquent taxes and to review payroll accounts. Problems can be 
discussed as they occur with the area supervisor. Completed work is reviewed on a spot-check basis for 
technical accuracy and compliance with the law. 
 
Personal Work Relationships:   
Incumbent works with employers, public accountants, federal officials and auditors or officials from other 
states to coordinate the collection of unemployment insurance from employers. Incumbent works with 
attorneys, business owners and high-level corporate representatives for the purpose of explaining their 
tax liability, alleviating any misunderstandings in the case of significant argument or difference of opinion 
and collecting the tax money required. 
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