
NORTHERN VIRGINIA CIGARETTE TAX BOARD 

TOBACCO REVENUE AGENT  

 

NATURE OF WORK: 

 
This position involves responsible technical and administrative work including field inspections, 

tax report processing and cigarette tax auditing to insure compliance with the local cigarette tax 

ordinances. This position performs a variety of administrative assignments involving the exercise 

of independent judgment and initiative. 

 

ILLUSTRATIVE DUTIES (may not include all duties performed): 

 Participates in all office services and functions; 

 Conducts field inspections and audits of retail establishments; 

 Issues summonses for Ordinance violations; 

 Attends court proceedings to testify in cases involving violations of the Ordinances; 

 Conducts case work and surveillance of establishments under minimal supervision; 

 Conducts field inspections to include check of Business License and thorough check of 

cigarettes to insure proper stamping and tax payment; 

 Uses covert interview techniques during field inspections; 

 Investigates non-compliance and delinquent tax cases; 

 Conducts physical tax stamp inventories of wholesalers and vendors; 

 Conducts audits and prepares written summaries of findings and recommendations; 

 Reviews transactions, documents, records and reports to insure proper completion and 

accuracy; 

 Prepares computer reports using word processing and spreadsheet applications; 

 Participates in taxpayer compliance, both orally and written, involved in the applicability 

of pertinent tax laws and regulations; 

 Participates in multi-agency operations with local Police Departments, Virginia tax 

enforcement personnel, Virginia ABC Agents and other Law Enforcement Agencies; 

 Perform other duties as required. 

 

MINIMUM REQUIREMENTS OF WORK: 

 
Graduation from an accredited four-year college or university with two years of related 

experience in a similar environment; or any equivalent combination of acceptable education and 

experience which provides the following skills, knowledge and abilities. 

 

 General knowledge of NVCTB jurisdictional ordinances; 

 General knowledge of accounting principles and procedures; 

 Ability to communicate effectively, both orally and in writing; 

 Ability to analyze financial worksheets;  

 Ability to calculate, compute, summate and/or tabulate data and/or information; 



 Ability to perform addition, subtraction, multiplication and division, ability to calculate 

decimals, fractions and percentages. 

 Ability to operate a computer, use email and proficient in Microsoft Office and various 

accounting and other software programs to generate letters, reports, etc; 

 Ability to operate office equipment; 

 Ability to maintain accounting records and to prepare reports; 

 Ability to explain and interpret the application of tax laws, regulations, policies and 

procedures; 

 Ability to maintain high standards of accuracy and efficiency in performing duties and 

responsibilities; 

 Ability to evaluate, audit or assess data and/or information using established criteria; 

 Ability to work independently and exercise a considerable degree of independent 

judgment; 

 Ability to establish and maintain effective working relationships with others. 

 

 

SPECIAL REQUIREMENTS: 

 

 Ability to successfully complete a background investigation; 

 

 Must have a valid driver’s license; 

 

 A conditional offer of employment will be made contingent upon the candidate’s ability 

to successfully pass a physical examination and drug screening. 

 

HOURS: 

 

 8:30 a.m. to 4:30 p.m. Monday thru Friday plus some additional hours when necessary 

 

SALARY: 
 

 Grade 19:  Starting $58,000 to $64,000 depending on qualifications 

 

 

FOR ADDITIONAL INFORMATION, PLEASE CONTACT: 

 
Northern Virginia Cigarette Tax Board 

4400 Fair Lakes Ct. #103 

Fairfax, VA  22033 

 

703-802-0373 – voice 

703-802-0375 – fax 

dcannon@nvctb.org - email 

 

EQUAL OPPORTUNITY EMPLOYER 

mailto:dcannon@nvctb.org

