
DEPUTY TAX AND ENFORCEMENT ADMINISTRATOR 
 
The City of Harrisburg is seeking a highly motivated individual to fulfill the responsibilities of 
Deputy Tax and Enforcement Administrator in the Department of Administration, Bureau of 
Licensing, Taxation, and Central Support.  This position will be responsible for handling a 
wide range of administrative and executive related tasks including assisting with administer-
ing the City’s Mercantile/Business Privilege Tax & Licensing program, including the billing 
and collection of general license fees, parking lot and Amusement taxes, burglar/fire false 
alarms, dog and landlord licensing. The Deputy Tax and Enforcement Administrator will in-
teract with staff in a fast-paced environment, remaining flexible, proactive and efficient with 
a high level of professionalism. This individual will be a highly resourceful team-player where 
effective communication skills and attention to detail are required. In the Tax Administrator’s 
absence, the Deputy Tax Enforcement Administrator will assume and administer the duties 
of the Tax Administrator. Work is performed under the general supervision of the Tax and 
Enforcement Administrator.  This is a management, FLSA-exempt position. 
 
Applicants should possess a BS or BA Degree with a major in accounting or a related field 
and a minimum of three (3) years working experience involving general taxation and public 
contact; or any equivalent combination of education and experience which provides the 
required knowledge, skills and abilities.  Previous supervisory experience is desired, but not 
required. A valid Pennsylvania Driver’s License, Class C or equivalent is also required. 
 

The annual salary is $60,000-$62,000 (commensurate with experience and qualifications), 
plus an excellent benefits package.   
 
The City intends to fill this position as soon as possible.  It will remain open until filled.  If 
interested, please submit a cover letter, your resume, three employment references and 
salary history to:  

 
City of Harrisburg, Bureau of Human Resources 
The Rev. Dr. Martin Luther King, Jr. City Government Center 
10 N. 2nd Street, Harrisburg, PA 17101 
Phone: (717) 255-6475 
Email: HR@harrisburgpa.gov (electronic submission preferred) 

 
 

The City of Harrisburg is an Equal Opportunity Employer. 
Eric Papenfuse, Mayor 
www.harrisburgpa.gov 

 

 

 

 

 

 

 



JOB TITLE      Grade M-20 
 
Deputy Tax and Enforcement Administrator 
Department of Administration   
Bureau of Licensing, Taxation and Central Support 
 

DEFINITION 
 
This position will be responsible for handling a wide range of administrative and executive 
related tasks including assisting with administering the City’s Mercantile/Business 
Privilege Tax & Licensing program, including the billing and collection of general license 
fees, parking lot and Amusement taxes, burglar/fire false alarms, dog and landlord 
licensing. The Deputy Tax and Enforcement Administrator will interact with staff in a fast-
paced environment, remaining flexible, proactive and efficient with a high level of 
professionalism. This individual will be a highly resourceful team-player where effective 
communication skills and attention to detail are required. In the Tax Administrator’s 
absence, the Deputy Tax Enforcement Administrator will assume and administer the 
duties of the Tax Administrator. Work is performed under the general supervision of the 
Tax and Enforcement Administrator.  This is a management, FLSA-exempt position. 
 
EQUIPMENT/JOB LOCATION 
 
Work is performed at the Rev. Dr. Martin Luther King, Jr. City Government Center.  Work 
involves the use of various machines such as  computers, telephones, copier, automated 
storage and retrievable systems such as Lektrievers, scanning devices, fax machine, 
telephones, cell phone,  adding machines,  laminator and other office equipment and 
devices.  Duties are typically performed weekdays from 8:00 a.m. - 5:00 p.m. at the 
discretion of the Tax and Enforcement Administrator.  However, employee may be 
required to work evenings, weekends and holidays. 
 
ESSENTIAL FUNCTIONS 
 
Work involves but is not limited to the following: Organizes reports and data sets using 
excel or a similar software. Performs complex calculations involving penalty and interest 
on delinquent taxes.  Gathers information and converts data into logical order for review 
by supervisor.  Handles confidential tax information as provided from the public as it 
relates to the license application or tax submittal process of the City.  Enters various data 
into the City computer systems.  Reviews/audits tax returns for accuracy and 
completeness; requests and analyzes supporting documents including Federal and State 
tax returns and accompanying relevant business schedules.  Responds to taxpayers both 
in writing or email to address inaccurately submitted tax returns.  Assists with tax 
assessments as directed by the Tax Administrator. Assists Tax Administrator with 
conducting detailed audits and discovery work including traveling City streets and using 
cellphone photography to note and map potential new businesses.  Supervises 
employees assigned to the Tax & Enforcement Office. Maintains regular, punctual and 
predictable attendance.  Reports to work and remains at work in a productive condition 
which includes not being under the influence or impaired by the use of alcohol and/or 
drugs.  Establishes and maintains a professional working relationship with supervisors, 



JOB TITLE      Grade M-20 
 
Deputy Tax and Enforcement Administrator 
Department of Administration   
Bureau of Licensing, Taxation and Central Support 
 

ESSENTIAL FUNCTIONS (CON’T) 
 
co-workers and the general public.  Completes all assignments in an efficient, consistent 
and timely manner. Maintains multiple databases for work being performed and tracked.  
Gathers data and information from public and private sources including social media 
platforms and the internet to locate businesses and business owners.  Tracks and 
summarizes monthly status report information including licensing statistics. Organizes 
and converts electronic documents to usable and logical formats.   
 
NON-ESSENTIAL FUNCTIONS 
 
Performs other related duties as required or assigned.     
 
REQUIRED KNOWLEDGE AND ABILITIES 
 
- Thorough knowledge of auditing and accounting principles and practices. 
- Thorough knowledge of Federal, State and City Licensing and Taxation Laws. 
- Thorough knowledge and understanding of court cases relating to the enforcement 

of the Taxation laws. 
- Strong knowledge of City of Harrisburg addresses and boundaries.  
- Ability to maintain confidential records and reports. 
- Highly efficient at email and cell phone communication. 
- Ability to communicate effectively in both oral and written form.  
- Demonstrated skills in developing reports and summaries of raw information/data. 
-  Advanced PC skills in Microsoft Office, including Word, Lexis Nexis and Excel. 
- Willing and able to quickly learn and apply new technologies 
-  Strong sense of teamwork.  
- Ability to establish and maintain a professional relationship with other City 

employees, officials and with the general public.   
-  Ability to work with the general public in a courteous and tactful manner. 
 
 
QUALIFICATIONS 
 
BS or BA Degree with a major in accounting or a related field and a minimum of three (3) 
years working experience involving general taxation and public contact; or any equivalent 
combination of education and experience which provides the required knowledge, skills 
and abilities.  Previous supervisory experience is desired, but not required. A valid 
Pennsylvania Driver’s License, Class C or equivalent is also required. 
 
 

 


