
Revised March 20  

Position Budget Request Form 

Action Requested: New Position Reclassification w/Salary Change Reclassification w/o Salary Change 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount: 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification.  In addition, explain how funding will be 
obtained (i.e., closing position(s), grant, budget transfers, etc.)  f this is a new position, please attach a job 
description, supporting data or a description of the need: 

. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

County Attorney's Office

Executive Director - CA

Executive Director - CA

Group 69 - Level 7

$38.27 hourly / Annual - $79,601.60

I respectfully request the reclassification of the CA Executive Director position from Grade 66 Step 7 to
Grade 69, Step 7, to establish compensation parity with comparable Executive Director positions in the
District Attorney and Public Defender offices. This reclassification addresses a critical disparity that
currently exists between equivalent administrative leadership roles within the county's legal framework, as
these positions carry similar levels of responsibility, serve equally essential functions in supporting the
county's legal operations and require comparable qualifications.
The CA Executive Director serves as the primary administrative leader for the office, with responsibilities
encompassing personnel management, budget oversight, case file administration, scheduling coordination,
and serving as the principal liaison between the County Attorney's office and other county departments.
The attached revised job description demonstrates that the position's current classification does not
accurately reflect its actual duties, responsibilities and importance.T his reclassification represents a
necessary correction to ensure equitable compensation and appropriate recognition its critical role.
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WORKING TITLE:  
DEPARTMENT:   
REPORTS TO:    
CLASSIFICATION:  

THE COUNTY OF BURNET  
Burnet, Texas 78611  

  

  
JOB DESCRIPTION  

EXECUTIVE DIRECTOR  
COUNTY ATTORNEY'S OFFICE  
COUNTY ATTORNEY  
GROUP 66  

             
 

GENERAL DESCRIPTION   
This position is exempt.  It oversees administrative personnel and serves as a liaison 
between exempt office employees, nonexempt office employees and department heads 
of other departments. This position organizes office operations in order to increase 
efficiency; oversees office procedures, reviews office requisitions and budget 
expenditures, assigns and monitors clerical functions.   Filing, document processing, 
record keeping, preparation and presentation of legal documents are also necessary. The 
position is responsible for receiving incoming telephone calls or walk-ins and directing 
people to the appropriate staff.  The position entails assisting the County Attorney, 
Assistant County Attorneys and overseeing the administrative staff in the office. 
Courtroom presence is required as well as the preparation of legal documents as 
supervised by an attorney.   

 
  
ESSENTIAL RESPONSIBILITIES AND DUTIES  

 
 Work with the County Attorney by preparing an annual budget to maintain financial goals 

in accordance to county policy. Schedule expenditures, analyze variances, initiate 
corrective action, maintain financial records and process invoices for payment. 

 

 Supervise and coordinate the duties of the administrative staff to support the County 
Attorney and Assistant County Attorneys for various duties and travel to appear in the (9) 
courts the CA office represents in the State. 

 

 Serve as liaison between professional staff and the department head of other departments, 
the courts and the surrounding law enforcement agencies.  

 

 Maintains office services by organizing office operations and procedures; controlling 
correspondence; designing filing system; reviewing and assigning and monitoring 
administrative staff functions for Adult Misdemeanor, Juvenile, Child Protective Services 
and Protective Order courts. 

 

 Interview, hire, and train office support staff. Process annual evaluations. Maintains 
administrative staff job results by coaching, counseling, and disciplining employees; 
planning, monitoring, and appraising job results. 

 

 Process and provide case discovery in accordance to State law for Adult Misdemeanor, 
Juvenile, Child Protective Services, Protective Order and the (4) Justice of the Peace 
courts.  

 



 Manage and update files and reports, including but not limited to personnel files, CJIS 
reports and DPS audits. 

 

 Upkeep seizures/forfeitures and process Annual Chapter 59 report. 
 

 

 Manage and upkeep DPS reporting, audits, criminal histories and NCIC/TCIC training. 
 

 Process and manage expert witnesses and transcripts for billing. 

 Assist in coordination of mediations.  
 

 

 Process, update, and track various calendars and appointments for C.A. and personnel. 
 

 Monitor and track personnel time and time sheets, and process when due.  

 Prepare and process paperwork for employees, including time sheets, conference requests, 
and expenses for both Exempt and Nonexempt staff members. Upkeep personnel files and 
attend workshops as needed. 

 Maintain office staff by assisting in the recruiting, selection, orientation, and training of 
employees.  Shall schedule and assign non-attorney employees to work assignments and 
follow up on work results.  

 

 Assist in trial as necessary. Assist with jury selection, court proceedings, witnesses, expert 
witnesses, and reimbursements. Assist attorneys with other paperwork, as necessary. 

 Coordinate with court on dockets and settings. Provide Jury Trial and Truancy dates to the 
(4) Justice of the Peace courts.  

 

 Coordinate and participate with court on dockets and settings, including requesting resets, 
adding inmates to dockets and all other docket maintenance. 

 

 Ensure and facilitate memberships with TDCAA are up to date and current.  
 

 Design and implement office procedures and recordkeeping for Pretrial Diversions, 
expunctions, nondisclosures and destruction orders. 

 
 

 Coordinate facility and communication services; function as departmental information 
technology coordinator and in-house instructor. 

 

 Prepare, process, and coordinate traveling reservations and expenses for office personnel 
attending work related seminars. 

 

 Assist with Public Information Requests.  
 

 Must be able to work with the public and victims of violent crimes. 
 

 Design and oversee procedures for the retention, protection, retrieval, transfer, and disposal 
of records.  Shall oversee and ensure compliance of office requirements to timely file 
required reports to State and County officials.  

 

 Handle monies including hot check restitution payments. May require handling large sums 
of money. Process daily deposits and month end reporting with the Auditor’s and 
Treasurer’s Departments. 

 

 Verify court dates and provide court notification to parties by mail and/or email, including 
generating and maintaining a calendar for the Court.    

 

 Type letters and reports and mail correspondence prepared by office personnel.  Must be 
proficient in the English language, possess proper writing skills and knowledge in 
formatting correspondence.  Must be able to draft legal documents under guidance of an 
office attorney.  

 

 Enter data into computer system and maintain familiarity with computer systems utilized 
by the office.  

 

 Answer multi-line telephone, take messages, transfer phone calls.  Proper telephone and 
speaking skills are essential.  



 

 Process mail, email, faxes and various types of intakes brought in by attorneys, the court, 
and general public. 

 

 Must be able to make decisions that are in the best interest of the office.  As a supervisor, 
must be able to communicate and discuss matters appropriately with attorneys and other 
personnel in the office.     

 Must be proficient at use of computers, copy machines, fax machines, and scanning 
machines.     

 The ability to open and close files according to desires of the Elected Official.    
     

 Prepare legal documents such as petitions, plea/judgments and court motions/orders at the 
direction of the CA and/or ACA 

 

 Other duties as assigned within the scope of the office.  
 Receive reports from state agencies and/or law enforcement agencies and prepare petitions 

for filing in court.  Must be able to educate the public as to the processes followed by the 
office in handling such petitions and the other services offered by the office.  

 Be able to coordinate with all parties involved in cases involving the office in an efficient 
and effective manner.  File civil cases on behalf of the office and be able to ensure that 
civil process for cases filed is properly completed.  

 Coordinate the duties of the administrative staff to support the attorneys working in various 
Courts.  Assist in designing and implementing office procedures by establishing standards 
and procedures, measuring results against standards, making necessary adjustments to 
maximize efficiency.  
 

ADDITIONAL RESPONSIBILITIES  
 
 Making independent decisions.   
 Regular attendance is required. Must arrive at work on time, prepared to 

perform assigned duties and work assigned schedule.    
 Assist CA and ACA as needed. 
 Greet clients, witnesses, victims, other county personnel, and attorneys in a 

professional manner at all times.    
 Must maintain confidentiality of all information learned in the scope of 

employment until time when information is made public OR upon time when 
information is required to be made public by law. 

 Cross-train with the other non-exempt positions in the office and be prepared 
to occasionally perform such other duties.  

 Perform all other related duties involved in the operation of the office as 
assigned or required.  This includes the possibility of assisting in all areas of 
the office.  

 Must be able to perform assigned duties in an efficient manner and work well 
with others without posing a direct threat to the health and safety of themselves 
and/or others.  Must possess a cooperative and positive attitude at all times at 
work.  

 Must be able to Notarize legal documents on behalf of the office.  
 Must be proficient in typing. Must be proficient in the English language, possess 

proper writing skills and knowledge in formatting correspondence.   
 Must be able to draft legal documents under guidance of an office attorney.  

 
 

    



EDUCATION REQUIREMENTS  
  A Bachelor's degree is preferred but not required.  A minimum of High School diploma 

or equivalent is required.  Must have knowledge of general office equipment, 
including personal computer and typing.  Must be able to properly prepare legal 
documents at the direction of an attorney.  

    
EXPERIENCE AND SKILLS  

• Must have the ability to meet and serve the public in a friendly and efficient 
manner.  

• Requires knowledge of the structure and content of the English language 
including the meaning and spelling of words, rules of composition and 
grammar.  Must also have the ability to read and understand information and 
ideas presented in writing.  Must have the ability to speak English clearly to be 
understood by others.  

• Must have and maintain the ability to work independently.  
• Must have and maintain the ability to use computer systems necessary to 

perform duties.  
• Must have and maintain the ability to alphabetize and operate basic office 

equipment.  
• Must be able to type accurately and check and correct work.  
• Must possess and maintain a valid Texas Driver’s License at all times.  A 

driving permit or occupational license is not allowed.  
• Must have or be able to receive accreditation to become a Notary Public under 

Texas law.  
• Must be able to supervise, direct, and manage another employee  

  
PHYSICAL DEMANDS AND WORK ENVIRONMENT  
 While performing the duties of this position, the employee is frequently required to 
talk, hear, see, sit, stand, kneel, climb, feel, use fingers to handle, and arms to reach 
and carry.  The employee must be able to lift up to 15 pounds regularly.  Specific vision 
is required by this job, including the ability to see up close and at distance.  
Confidentiality is essential.  
  
SPECIAL CONDITIONS  
 This position determines how to prioritize work of support staff so that it is 
accomplished in a timely and professional manner.  Incumbent proofs work to 
determine if revisions are required.  Determines how to handle hostile clients/public 
members and where to refer difficult phone calls.  Decisions regarding personnel 
issues, client or attorney complaints, and legal and/or policy questions are to be 
referred to the elected official for final decisions.  



Revised March 20  

Position Budget Request Form 

Action Requested: New Position Reclassification w/Salary Change Reclassification w/o Salary Change 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount: 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification.  In addition, explain how funding will be 
obtained (i.e., closing position(s), grant, budget transfers, etc.)  f this is a new position, please attach a job 
description, supporting data or a description of the need: 

. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

County Attorney

First Assistant County Attorney

First Assistant County Attorney

Grade 75, Step 7

54.27 hourly - Annual $112,881.60

I respectfully request the reclassification of the First Assistant County Attorney position to Grade 7, Step 7,
to establish compensation parity with the First Assistant District Attorney and First Assistant Public
Defender positions. This reclassification addresses a critical disparity that currently exists between
comparable leadership roles, as these positions carry equivalent levels of responsibility, require similar
qualifications, and serve equally vital functions within the county. The First Assistant County Attorney
serves as the second-highest ranking attorney in the office, with responsibilities encompassing complex
legal decision-making, supervisory duties, case management oversight, and serving as primary backup to
the County Attorney.
The attached revised job description demonstrates that the position's current classification does not
accurately reflect its actual duties and organizational importance. This reclassification represents a
necessary correction to ensure equitable compensation across comparable county legal positions and
appropriate recognition of the critical role this position plays in the county's legal operations.

FY25 - Group 74, Step 7
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THE COUNTY OF BURNET 
Burnet, Texas 78611 
 

JOB DESCRIPTION 

 
WORKING TITLE: FIRST ASSISTANT DISTRICT ATTORNEY 
DEPARTMENT: DISTRICT ATTORNEY 
REPORTS TO: DISTRICT ATTORNEY 
CLASSIFICATION: 

 
GENERAL DESCRIPTION 
The County Attorney's Office is responsible for handling misdemeanor criminal cases, juvenile 
misdemeanors and felonies, Department of Family and Protective Services cases, Protective Orders, 
Mental Health Commitments, and providing civil legal guidance to the County among other 
responsibilities.  The vast array of knowledge required, and the ability to learn new areas of the law, 
requires a great deal of experience working in the legal field and preferably in County Government. 
The duties of the First Assistant County Attorney encompass a broad range of duties, including assisting 
the elected official in each capacity that the elected official oversees. The First Assistant County Attorney 
supervises the job responsibilities of the Assistant County Attorneys, and has the responsibility for assessing 
and prosecuting cases in all areas covered by the County Attorneys office, and in providing legal advise to 
Elected Official sand Department Heads in the County.  The First Assistant has the authority to conduct 
the operations of the office for the elected County Attorney in the County Attorney's absence or as delegated 
by the County Attorney. This includes, but is not limited to, financial expenditures of the office, day to day 
operations of the office, and budgetary responsibility for the office. 
This position is an exempt position that requires the need for a valid Texas State Bar License in good 
standing. This position requires knowledge of Texas law, and the ability to do courtroom trial work on 
criminal and civil matters. Document processing, and/or record keeping, and preparation and presentation 
of legal cases in jury and bench trials is necessary to fulfill this position. Additionally, this person must be 
able to analyze cases and negotiate with other attorneys. Court room presence is required. Frequent 
overtime hours are necessary, and being on call for questions from law enforcement and to respond to 
scenes to give advice is required. This position requires work experience and an effective knowledge of 
criminal and civil law, and at least three years' experience as a trial lawyer and supervisory experience. 

 

ESSENTIAL RESPONSIBILITIES AND DUTIES 
l.    Manage Assistant County Attorneys and supervise their work and responsibilities, including the 

authority of running the office as overseen by the elected official. 
2. Provide direct supervision over the Assistant County Attorneys by handling trial docket 

responsibilities, case load, case supervision, court proceedings, among other duties as assigned. 
3. Must be able to handle all aspects of the County Attorney's office in the elected official's absence. 
4. Assist elected official with handling policies and procedures, including handling and coordinating 

budget and monetary responsibilities. 



5. Interview witnesses, prepare discovery for the defense, prepare for trial, litigate cases, and prepare 
and present appeals as required. Some cases handled by the County Attorneys Office, particularly 
Juvenile and Department of Family and Protective Services cases can be quite complex. 

6. Must maintain confidentiality of all information learned in the scope of employment until time 
when information is made public by Elected Official or his/her direction OR upon time when 
information is required to be made public by law. 

7. Interact with other state agencies and/or law enforcement agencies in a professional manner and 
provide training when necessary to assist in accomplishing the goal of effective enforcement and 
prosecution. Must be able to educate the public as to the processes followed by the office in 
handling its cases. 

8. Be able to coordinate with all parties involved in cases including the office and victims in an 
efficient and effective manner. 

9. Be a spokesperson for the office at victim's functions and serve as an educator regarding victims' 
rights in the community. Furthermore, must be able to represent the elected official in any function 
related to the operation of the office at times that may be outside the scope of a normal workday. 

I l . Be thoroughly familiar with the Texas Penal Code, Code of Criminal Procedure, as well as the 
Civil Code, Family Code, and the Texas Local Government Code. 

12. First Assistant County Attorney must be prepared for trial and be up-to-date with all documents 
filed and to-be filed and prepare any last minute negotiations with several trials scheduled on any 
given day throughout the month. Must oversee that all dockets are thoroughly prepared. Must 
oversee and be prepared to attend several court hearings a week with proper paperwork and case 
preparation. 

13. Other duties as assigned within the scope of the office. 

ADDITIONAL RESPONSIBILITIES 
l.   Must be able to meet and serve the public in a professional, efficient, and friendly manner at all 

times. The ability to understand and respond to the concerns of victims is essential. 
2. Greet clients, witnesses, victims, other county personnel, and attorneys in a professional manner 

at all times, and be able to explain the law as well as County Attorney policies and procedures to 
the public as well as persons involved in the Justice System. 

3. Regular attendance is essential. Must arrive at work on time and prepared to work. 
4. Perform assigned duties and work assigned schedule. 
5. Must maintain confidentiality of all information learned in the scope of employment until time 

when information is made public by Elected Official or his/her direction OR upon time when 
information is required to be made public by law. 

6. Must accurately enter data into computer system concerning cases, defendants, victims and 
witnesses. Further, the ACA must be able to understand all computer systems used by office to 
find relevant information on cases to conduct research by computer. 

7. Must answer telephone calls from the public, other attorneys, elected officials, and agencies. 
Proper telephone and speaking skills are essential. 

8. Be able to answer office correspondence in a timely and effective manner. 
9. Must be proficient at use of copy machines, fax machines, and scanning machines.  
10. Must be able to take notes on all cases handled, and document files so other prosecutors having 

contact with the file may quickly evaluate the activity, status, and progress in the particular case. 
I l. Run errands on behalf of the office. 
12. Must be able to perform assigned duties in an efficient manner and work well with others without 

posing a direct threat to the health and safety of themselves and/or others. Must possess a 
cooperative and positive attitude at all times at work. 

13. Must have and maintain a valid Texas State Bar License in good standing at all times. 



14. Shall be required to attend court regularly and participate in trials. Must maintain a professional 
appearance at all times, fulfilling the dress code requirements of a court in which they may appear. 
Frequent overtime hours required. 

15. Serve as an on call prosecutor to answer questions from officers that arise after hours, and respond 
to scenes as necessary to effectively assist in the investigation. This includes being able to draft 
search and arrest warrants for law enforcement personnel, and assist the direction of the 
investigation in order to ensure proper admissibility of all evidence obtained. 
 

EDUCATION REQUIREMENTS 
1 . Juris Doctor Degree (J.D.) 
2. Licensed to practice law in the State of Texas 

EXPERIENCE AND SKILLS 

Must have three years' experience as a trial attorney, demonstrating skills in all functions of trial 
including charging decisions, conducting voir dire, opening statement, direct and cross examination, 
drafting jury instructions, and closing argument. 

 Must have experience with working with high profile cases, including trial work as lead counsel. 
 Must have previous experience supervising others. 
 Must have ability to train other attorneys and staff. 
     Speak, read, and write in grammatically correct English. 
 Must have the ability to meet and serve the public in a friendly and efficient manner. 
 Must have and maintain the ability to work independently, including in a trial setting. 
 Ability to work with diverse individuals and groups. 
 Must have and maintain the ability to use computer systems necessary to perform duties. 
 Must have and maintain the ability to operate basic office equipment. 
 Must be able to type accurately and check and correct work of persons working with the attorney. 
 High level of critical thinking and problem solving skills. 
 Must possess and maintain a valid Texas Driver's License at all times. 
 Must possess and maintain a Texas State Bar License and be in good standing at all times. 

 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 
 

While performing the duties of this position, the employee is frequently required to talk, 
hear, see, sit, stand, kneel, climb, feel, use fingers to handle, and arms to reach and carry. The 
employee must be able to lift up to 25 pounds regularly. Specific vision is required by this job, 
including the ability to see up close and at distance. 
 
SPECIAL CONDITIONS 
  
  This position determines how to prioritize work so that it is accomplished in a timely and 
professional manner. incumbent proofs work to determine if revisions are required. 



County Attorney
Performance Based Budget Worksheet

Office

County Attorney
1,102 Misdemeanors presented by law enforcement and processed in
2024.

County Attorney 1,771 Misdemeanor case dispositions in 2024.

County Attorney
96 Juvenile Cases presented by law enforcement and processed in
2024.

County Attorney 24 CPS Cases filed in 2024.
County Attorney 61 Protective Orders requested in 2024.

County Attorney
All attorneys current with CLE requirements and in good standing with
the State Bar of Texas.

County Attorney
Attorneys from the office presented at 5 statewide conferences on
topics including general criminal law, juvenile law, and child protection
law.

Office Description

County Attorney
To process all misdemeanors cases submitted in accordance with state 
law and Office of Court Administration expectations.

County Attorney
To process all juvenile cases submitted in accordance with state law and 
Office of Court Administration expectations.

County Attorney
To process all CPS cases submitted in accordance with state law and 
Office of Court Administration expectations.

County Attorney
To process all Protective Orders submitted in accordance with state law 
and Office of Court Administration expectations.

County Attorney
All attorneys to remain current with CLE requirements and in good 
standing with the State Bar of Texas.

County Attorney
Continued involvement in the local community and legal community 
through presentations, education and service.

Achievements

Goals



Revised March 20  

Position Budget Request Form 

Action Requested: New Position Reclassification w/Salary Change Reclassification w/o Salary Change 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount: 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification.  In addition, explain how funding will be 
obtained (i.e., closing position(s), grant, budget transfers, etc.)  f this is a new position, please attach a job 
description, supporting data or a description of the need: 

. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

District Attorney

Executive Director - District Attorney

Executive District Director - District Attorney

Group 69 Level 7

Annual Budget

$39.80 hourly - Annual $82,789.00 + benefits

A job description is attached showing that the position's job duties are more closely aligned to the County
Judge Administrative Director as well as the Court Coordinator positions, taking this classification from a
Group 66, Level 7 to a Group 69, Level 7. Essentially, this Executive Director position maintains and runs a
multi-county office dealing with court management issues as well as personnel issues on a regular basis
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THE COUNTY OF BURNET 
Burnet, Texas 78611 

JOB DESCRIPTION 

WORKING TITLE: EXECUTIVE DISTRICT DIRECTOR 
DIRECTOR DEPARTMENT: DISTRICT ATTORNEY'S 
OFFICE REPORTS TO: DISTRICT ATTORNEY 
CLASSIFICATION: GROUP 69 

GENERAL DESCRIPTION 
This position requires the ability to make independent decisions while leading and 
supervising others. Maintains office services by organizing office operation and 
procedures, controlling correspondence, designing filing systems, reviewing and 
approving supply requisitions, and assigning and monitoring clerical functions. 
Responsible for budget preparation and procedures for four counties, administrative 
personnel, and office efficiency. Coordinate the duties of the administrative staff to 
support D.A., ADAs, Investigators and Victim Services. 

ESSENTIAL RESPONSIBILITIES AND DUTIES 

1. Achieves financial objectives by preparing an annual budget for four counties,
scheduling expenditures, analyzing variances, and initiating corrective action.
Maintain District Attorney budget; maintain financial records; process invoices for
payment; work with District Attorney to maintain financial goals for the office.

2. Serve as liaison between staff and Elected official.

3. Supervise Executive Assistant, Victim Coordinator, and administrative personnel.
Coordinate the duties to support DA, ADAs, Investigators, and Victim Services for
various duties and travel to other courts for court dates for Burnet, Blanco, Llano
and San Saba County.

4. Keep State Bar and TDCAA memberships up to date for all Attorneys, investigators
and personnel.

5. Process quarterly vouchers for reimbursements; process annual Apportionment
report for four County District.

6. Keep current on all training including but not limited to CJIS/TLETS and Odyssey.

7. Manage and update files and reports, including but not limited to personnel files,
TCOLE records, CJIS reports, DPS audits, and wiretap reports.



8. Manage and upkeep DPS reporting, audits, and criminal histories. Manage and
upkeep NCIC/TCIC training.

9. Coordinate conferences and travel arrangements for personnel; submit
reimbursement request/advancements.

10. Coordinate travel and lodging for both witnesses and victims for trials.

11. Coordinate with the District Attorney and First Assistant to disseminate updates and
information to the communities and employees.

12. Assist attorneys in legal research as needed.

13. Design and implement office procedures, recordkeeping, destruction orders, and
processes to oversee office efficiency.  Create office procedures for Case
management software systems for Burnet, Blanco, Llano and San Saba.

14. Submit tickets for assistant for entire office for case management system.

15. Assist in trial as necessary. Assist with jury selection, court proceedings, witnesses,
expert witnesses, and reimbursements. Draft legal filings, under the direction of the
attorneys.

16. Handle monies including forfeitures, seizures, Pre-Trial Diversion payments,
restitution. May require handling large sums of money for seizures.

17. Upkeep seizures/forfeitures and process Annual Chapter 59 report.

18. Coordinate, Interview, hire, and train office support staff. Process annual
evaluations. Maintains administrative staff job results by coaching, counseling, and
disciplining employees; planning, monitoring, and appraising job results.

19. Prepare and process purchase orders and requisitions for both Burnet and Llano
office handling Burnet, Blanco, Llano and San Saba Counties.

20. Oversee inventory, surplus and salvage for Burnet, Blanco, Llano and Sab Saba.

21. Oversee vehicle repairs and maintenance for all vehicles in both Burnet and Llano.

22. Process and manage expert witnesses and transcripts for billing.

23. Prepare transcripts as necessary.

24. Coordinate and oversee all Pre-Trial Diversion processes, requests and agreements.

25. Process, update, and track various calendars and appointments for D.A. and
personnel.

26. Maintain records, retention, protection, retrieval, transfer, and disposal of records.



Track statistics. 

27. Handle grants, grant reporting, statistics, handling paperwork and assisting Grant
attorneys, as needed.

28. Monitor and track personnel time and time sheets, and process when due. Submit
timesheets and exception notices to the HR Department.  Submit time to county
treasurer for payroll.

29. Maintain District Attorney Website.

30. Set Grand Jury Hearings; coordinate court reporter as needed for Burnet, Blanco,
Llano and San Saba Counties.

31. Attend court with Attorneys.

32. Supervise and/or send juror thank you letters after trial.

33. Implement tickler system to ensure time limits are being met.

ADDITIONAL RESPONSIBILITIES 
1. Make independent decisions.
2. Monitor and track briefs and other documents and letters as needed.
3. Assist in phone, faxes, filing, case research, and handling the public.
4. Assist DA and ADA as needed.
5. Process library information and keep library current.
6. Process, monitor, and track case activity, personnel issues, and office procedures.
7. Coordinate with court on dockets and settings.
8. Knowledge of DPS training, and supervise DPS criminal history handling.
9. Track longevity pay for ADA.
10. Keep track of individuals in jail.
11. Assign prosecutors to cases.
12. Keep track of all conflicts and file motion to recuse as needed.
13. Must be able to handle the public. Assist with Public Information Requests. Handle

victims of violent crimes. And assist in trial when needed.

14. Must be able to multi-task and prioritize job duties and others.

EDUCATION REQUIREMENTS
Bachelor's degree preferred but not required with longevity or managerial 

experience. At least a high School diploma or equivalent. Knowledge of criminal 
laws and statutes and personnel helpful. Must be able to properly prepare legal 
documents at the direction of an attorney. 

EXPERIENCE AND SKILLS 
Knowledge of County, District, civil and criminal law, Code of Criminal Procedure,
and personnel procedures.
Knowledge of TCIC/NCIC procedures.
Knowledge of various reports and procedures, including personnel, library archives,
open records, CJIS, TCLEOSE, etc.
Knowledge of Civil Seizure/Forfeiture.



Knowledge of Court of Appeals.
Must have the ability to supervise, direct, and manage employees.
Ability to multi-task and meet deadlines under little to no supervision.
Ability to work effectively with all county departments and elected officials and
other government entities.
Must have the ability to meet and serve the public in a friendly and efficient manner.
Knowledge of Grand Jury Indictments and procedures.
Knowledge of District court procedure and forms.
Excellent written and oral communication skills. Requires knowledge of the structure
and content of the English language including the meaning and spelling of words,
rules of composition and grammar. Must also have the ability to read and understand
information and ideas presented in writing. Must have the ability to speak English
clearly to be understood by others.
Must have and maintain the ability to use computer systems necessary to perform
duties.
Must possess and maintain a valid Texas Driver’s License at all times. A driving
permit or occupational license is not allowed.
Maintain confidentiality; judgment of priority needs; organizational skills.
Supply management, informing others, tracking budget expenses, delegation,
staffing, managing processes, supervision, developing standards, promoting process
improvement, inventory control, reporting skills.

PHYSICAL DEMANDS AND WORK ENVIRONMENT 
While performing the duties of this position, the employee is frequently required 

to talk, hear, see, sit, stand, kneel, climb, feel, use fingers to handle, and arms to reach 
and carry. The employee must be able to lift up to 15 pounds regularly. Specific vision 
is required by this job, including the ability to see up close and at distance. Frequent 
walking or sitting for long periods is necessary. Confidentiality is essential. 

SPECIAL CONDITIONS 
This position determines how to prioritize work and work of support staff so that it 

is accomplished in a timely and professional manner. Determines how to handle hostile 
clients/public members, and employees and where to refer difficult phone calls. 
Coordinate with elected official on decisions regarding personnel and procedural 
issues, client or attorney complaints, and legal and/or policy questions. Travel to other 
counties in district is essential, and ability to work over 40 hours a week. 



THE COUNTY OF BURNET
Burnet, Texas 78611

JOB DESCRIPTION

WORKING TITLE: EXECUTIVE DIRECTOR
DEPARTMENT: DISTRICT ATTORNEY'S OFFICE
REPORTS TO: DISTRICT ATTORNEY
CLASSIFICATION: GROUP

GENERAL DESCRIPTION
This position requires the ability to make independent decisions while leading and
supervising others. Maintains office services by organizing office operation and
procedures, controlling correspondence, designing filing systems, reviewing and
approving supply requisitions, and assigning and monitoring clerical functions.
Responsible for budget preparation and procedures for four counties, administrative 
personnel, and office efficiency. Coordinate the duties of the administrative staff to 
support D.A., ADAs, Investigators and Victim Services.

ESSENTIAL RESPONSIBILITIES AND DUTIES

1. Achieves financial objectives by preparing an annual budget for four counties,
scheduling expenditures, analyzing variances, and initiating corrective action.
Maintain District Attorney budget; maintain financial records; process invoices for
payment; work with District Attorney to maintain financial goals for the office.

2. Supervise Executive Assistant, Victim Coordinator, and administrative personnel.
Coordinate the duties to support DA, ADAs, Investigators, and Victim Services for
various duties and travel to other courts for court dates.

3. Process quarterly vouchers for reimbursements; process annual Apportionment
report.

4. Manage and update files and reports, including but not limited to personnel files,
TCOLE records, CJIS reports, DPS audits, and wiretap reports.

5. Design and implement office procedures, recordkeeping, destruction orders, and
processes to oversee office efficiency.

6. Assist in trial as necessary. Assist with jury selection, court proceedings, witnesses,
expert witnesses, and reimbursements. Assist attorneys with other paperwork, as
necessary.

7. Manage and upkeep DPS reporting, audits, and criminal histories. Manage and
upkeep NCIC/TCIC training.



8. Handle monies including forfeitures, seizures, Pre-Trial Diversion payments,
restitution. May require handling large sums of money for seizures.

9. Upkeep seizures/forfeitures and process Annual Chapter 59 report.

10. Interview, hire, and train office support staff. Process annual evaluations. Maintains
administrative staff job results by coaching, counseling, and disciplining employees;
planning, monitoring, and appraising job results.

11. Prepare and process paperwork for employees, including Oath of Office, time
sheets, conference requests, and expenses. Upkeep personnel files and attend
workshops as needed.

12. Prepare and process purchase orders and requisitions.

13. Oversee inventory, surplus and salvage.

14. Oversee vehicle repairs and maintenance.

15. Process and manage expert witnesses and transcripts for billing.

16. Prepare transcripts as necessary.

17. Handle Pre-Trial Diversion requests and agreements.

18. Process, update, and track various calendars and appointments for D.A. and
personnel.

19. Maintain records, retention, protection, retrieval, transfer, and disposal of records.
Track statistics.

20. Handle grants, grant reporting, statistics, handling paperwork and assisting Grant
attorneys, as needed.

21. Monitor and track personnel time and time sheets, and process when due.

ADDITIONAL RESPONSIBILITIES
1. Make independent decisions.
2. Monitor and track briefs and other documents and letters as needed.
3. Assist in phone, faxes, filing, case research, and handling the public.
4. Assist DA and ADA as needed.
5. Process library information and keep library current.
6. Process, monitor, and track case activity, personnel issues, and office procedures.
7. Coordinate with court on dockets and settings.
8. Knowledge of DPS training, and supervise DPS criminal history handling.
9. Track longevity pay for ADA.
10. Must be able to handle the public. Assist with Public Information Requests. Handle

victims of violent crimes. And assist in trial when needed.
11. Must be able to multi-task and prioritize job duties and others.



EDUCATION REQUIREMENTS
Bachelor's degree preferred but not required with longevity or managerial 

experience. At least a high School diploma or equivalent. Knowledge of criminal
laws and statutes and personnel helpful. Must be able to properly prepare legal 
documents at the direction of an attorney.

EXPERIENCE AND SKILLS
Knowledge of County, District, civil and criminal law, Code of Criminal Procedure,
and personnel procedures.
Knowledge of TCIC/NCIC procedures.
Knowledge of various reports and procedures, including personnel, library archives,
open records, CJIS, TCLEOSE, etc.
Knowledge of Civil Seizure/Forfeiture.
Knowledge of Court of Appeals.
Must have the ability to supervise, direct, and manage employees.
Must have the ability to meet and serve the public in a friendly and efficient manner.
Knowledge of Grand Jury Indictments and procedures.
Knowledge of District court procedure and forms.
Excellent written and oral communication skills. Requires knowledge of the structure
and content of the English language including the meaning and spelling of words,
rules of composition and grammar. Must also have the ability to read and understand
information and ideas presented in writing. Must have the ability to speak English
clearly to be understood by others.
Must have and maintain the ability to use computer systems necessary to perform
duties.
Must possess and maintain a valid Texas Driver’s License at all times. A driving
permit or occupational license is not allowed.
Maintain confidentiality; judgment of priority needs; organizational skills.
Supply management, informing others, tracking budget expenses, delegation,
staffing, managing processes, supervision, developing standards, promoting
process improvement, inventory control, reporting skills.

PHYSICAL DEMANDS AND WORK ENVIRONMENT
While performing the duties of this position, the employee is frequently required 

to talk, hear, see, sit, stand, kneel, climb, feel, use fingers to handle, and arms to
reach and carry. The employee must be able to lift up to 15 pounds regularly.
Specific vision is required by this job, including the ability to see up close and at 
distance. Frequent walking or sitting for long periods is necessary. Confidentiality is
essential.

SPECIAL CONDITIONS
This position determines how to prioritize work and work of support staff so that it is 

accomplished in a timely and professional manner. Determines how to handle hostile 
clients/public members, and employees and where to refer difficult phone calls.
Coordinate with elected official on decisions regarding personnel and procedural 
issues, client or attorney complaints, and legal and/or policy questions. Travel to other 
counties in district is essential, and ability to work over 40 hours a week.



Annual $79,601.60
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Revised March 20  

Position Budget Request Form 

Action Requested: New Position Reclassification w/Salary Change Reclassification w/o Salary Change 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount: 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification.  In addition, explain how funding will be 
obtained (i.e., closing position(s), grant, budget transfers, etc.)  f this is a new position, please attach a job 
description, supporting data or a description of the need: 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

- Annual - $85,737.60

FY25: Group 68, Step 7 - $36.94/hour -- Annual $76,835.20

Madeline Parker
Highlight

Madeline Parker
Highlight

Madeline Parker
Highlight

Madeline Parker
Highlight

Madeline Parker
Highlight

Madeline Parker
Highlight

Madeline Parker
Highlight



Revised March 20  

Position Budget Request Form 

Action Requested: New Position Reclassification w/Salary Change Reclassification w/o Salary Change 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount: 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification.  In addition, explain how funding will be 
obtained (i.e., closing position(s), grant, budget transfers, etc.)  f this is a new position, please attach a job 
description, supporting data or a description of the need: 

 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

- Annual $ 76,835.20

FY25: Group 65, Level 7; $33.68/Hour -- Annual $70,054.40
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BURNET COUNTY MAGISTRATE OFFICE

Overview

The Burnet County Magistrate Department was established under Government Code §54.1501, which 
authorizes the Commissioners Court to appoint magistrates based on specific qualifications. The department is 
comprised of a Chief Magistrate, a Magistrate, and—beginning in FY25—a part-time clerk.

The Magistrate Department is responsible for safeguarding the civil rights of all defendants and ensuring 
compliance with statutory requirements to guarantee fair and just treatment throughout every interaction with 
our office. 

Key functions of the department include: 

 Conducting initial bail hearings and reviewing bail reduction requests.
 Granting personal bonds and issuing statutory personal bonds for defendants who remain in custody 

beyond the legally allowed time for unfiled cases.
 Evaluating and setting bond terms and conditions appropriate to each unfiled case. These cases remain 

under the jurisdiction of the Magistrate’s Office until formally filed with the appropriate court.
 Issuing Bond Revocation and Surety Surrender Warrants. 

Additionally, the department:

 Processes applications for court-appointed attorneys for defendants in custody or with unfiled cases. 
 Issues orders for mental health assessments in accordance with the Sandra Bland Act.
 Collaborates with the local Mental Health Authority and BCSO Mental Health Officers (CIT) to provide 

appropriate services or diversions for individuals who may benefit from mental health support.

The Magistrate Department is committed to maintaining current knowledge of statutory changes enacted by the 
Texas Legislature that may affect our operations. Regular training ensures that our staff remains informed and 
compliant with evolving legal standards including the training necessary to be incompliance with the state 
mandated Public Safety Reporting System, TCCP Art 17.023. 

Statistics (August 2024 – May 2025)

 Magistrations – 1487
 Court Appointed Attorney Applications – 1121 
 Pleas coordinated for Municipal and Justice of the Peace Courts – 122 
 Order for Mental Health Assessments (16.22) – 156 
 Mental Health Diversions – 24 
 Emergency Protective Orders issued and modifications to EPO’s – 189 
 Warrants issued – 106
 Scramx, Drug Patch and Ignition Interlock Orders – 70 
 Jail Release Verifications for Municipal and Justice of the Peace Courts – 165 

Goals 

The Burnet County Magistrate Department will continue its efforts to develop a comprehensive resource guide 
for individuals in need of mental health services, substance abuse treatment, and assistance with basic daily 
needs such as food, clothing, housing, and employment. 



We are also committed to creating a separate resource guide specifically designed to support defendants and 
families affected by Dementia and Alzheimer’s disease.

In addition, we will maintain and strengthen our efforts to divert individuals from incarceration when 
appropriate.

Our office remains dedicated to ongoing training and will continue to stay current with all statutory 
requirements to ensure we serve our community effectively and lawfully. 



GOVERNMENT CODE 

TITLE 2. JUDICIAL BRANCH 

SUBTITLE D. JUDICIAL PERSONNEL AND OFFICIALS 

CHAPTER 54. MASTERS;  MAGISTRATES;  REFEREES;  ASSOCIATE JUDGES 

SUBCHAPTER DD. BURNET COUNTY CRIMINAL MAGISTRATES 

The following section was amended by the 89th Legislature. Pending 

publication of the current statutes, see S.B. 664 and S.B. 2878, 89th 

Legislature, Regular Session, for amendments affecting the following 

section. 

Sec. 54.1501.  APPOINTMENT.  (a)  The Commissioners Court of Burnet 

County may select magistrates to serve the courts of Burnet County having 

jurisdiction in criminal matters. 

(b)  The commissioners court shall establish the minimum 

qualifications, salary, benefits, and other compensation of each 

magistrate position and shall determine whether the position is full-time 

or part-time.  The qualifications must require the magistrate to: 

(1)  have served as a justice of the peace or municipal court 

judge; or 

(2)  be an attorney licensed in this state. 

(c)  A magistrate appointed under this section serves at the pleasure 

of the commissioners court. 

Added by Acts 2011, 82nd Leg., R.S., Ch. 863 (H.B. 3844), Sec. 1, eff. 

June 17, 2011. 

Redesignated from Government Code, Section 54.1951 by Acts 2013, 83rd 

Leg., R.S., Ch. 161 (S.B. 1093), Sec. 22.001(19), eff. September 1, 2013. 

 

 

 

 

 

 

 

 



Position Budget Request Form 

Action Requested: D New Position Ii] Reclassification w/Salary Change D Reclassification w/o Salary Change 

Department: I Burnet County Sheriffs Office I 
Current Position Title: I Field Deputy I 
Proposed Position Title: I Patrol Corpora l X 4 I 
Requested Classification: I 112 I 

Funding Source: 1100-5600-105(7)? I 

Proposed Salary Amount:_ 1$33.05 I 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification . In addition, explain how funding will be 

obtained (i.e ., closing position(s), grant, budget transfers, etc .) If this is a new position, please attach a job 

description, supporting data or a description of the need : 

Convert 4 Field Deputy Positions to 4 Patrol Corporal Positions. 
Benefits: 
* 24 Hour on duty field supervisor coverage. 
* Corporals will fill in as shift supervisor when the sergeant is not on duty. 
* Corporals will act as intermediate supervisors filling the gap for sergeants with field supervision and . administrative tasks . 
* Sergeants or Corporals could move from shift to shift to supervise a shift if their assigned supervisors 
were to be out simultaneously. 
* Decreased OT for supervisors 
* Decreased liability for lack of supervision. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

Revised March 2023 

Annual - $68,744 X 4 = $274,976
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WORKING TITLE: 
DEPARTMENT: 
REPORTS TO: 

THE COUNTY OF BURNET 
Burnet, Texas 78611 

JOB DESCRIPTION 

CLASSIFICATION: 

PATROL CORPORAL 
SHERIFF'S OFFICE 
PATROL STAFF SERGEANT 
PAY GROUP 111 

GENERAL DESCRIPTION 
This position is a responsible position that involves the supervision of other deputies. Duties 
include patrolling an assigned area to prevent crime and enforce laws and ordinances; 
conducting criminal investigations and preparing criminal cases for court; responding to 
emergency calls, routine complaints and taking appropriate actions. 

ESSENTIAL RESPONSIBILITES AND DUTIES 

1. Regular attendance and adherence to work schedules in required. 
2. Supervises, trains, and directs patrol deputies. 
3. Patrols the county, generally by vehicle, to prevent crimes and enforce laws and 

ordinances. 
4. Responds to emergency calls, routine complaints, disturbances and acts as 

necessary. 
5. Serves warrants and effects arrests. 
6. Directs traffic, operates radar monitoring equipment and issues traffic citations. 
7. Conducts investigations of criminal offenses. 
8. Gathers and labels evidence and takes photographs and fingerprints for court case 

preparation. 
9. May interview witnesses and suspects, obtain statements and write investigative 

reports. 
10. Files charges before appropriate judge, arrest suspects, and takes before judge or 

to jail as necessary. 
11. Appears in court as required. 
12. Keeps records of activities and makes reports concerning crimes, complaints, 

accidents and investigations. 
13. Shares information and works with other law enforcement agencies as directed 

and appropriate. 
14. Serves in the place of the Patrol Staff Sergeant in the absence of the Patrol Staff 

Sergeant. 



15. Performs such other duties as may be assigned. 

ADDITIONAL RESPONSIBILITIES 

• Perform all other related duties involved in the effective operation of the agency 
as assigned or required. 

• Coordination of Field Training Program between the Support Services Training 
Division and assigned Patrol shift. 

• Must be able to perform the essential functions of the position without posing a 
direct threat to the health and safety of themselves and others. 

EDUCATION REQUIREMENTS 

• High School diploma or equivalent is required. 
• Hold and Maintain an Intermediate Peace Officer certification from the Texas 

Commission on Law Enforcement (TCOLE). 
• Must hold a valid Texas Driver' s License 
• Must be able to complete the TCOLE New Supervisor School within 6 months of 

assignment 

RECOMMENDED EDUCATION AND CERTIFICATIONS 

• Formal education such as an Associate's Degree or higher 
• Field Training Officer certification (TCOLE) 

o Must be able to obtain within 1 year of assignment 
• Basic Instructor certification (TCOLE) 

o Must be able to obtain within 1 year of assignment 

EXPERIENCE AND SKILLS 

• Must maintain appropriate state license (TCOLE) to include but not limited to 
annual firearms proficiency. 

• Must have the ability to meet and serve the public in a professional and efficient 
manner. 

• Must have the ability to perform detailed work with speed and accuracy Must 
have the ability to interact in a positive manner with the public and co workers 

• Must have the ability to prepare records in a systematic, neat and legible 
manner. 

• Must have the ability to maintain confidentiality 
• Be knowledgeable in laws and regulation involving violations of the Penal Code, 

Code of Criminal Procedure, Health and Safety Code, Agency Policies and 
Procedures, and Employee Personnel Policies. 

• Requires the knowledge of the structure and content of the English language 
including the meaning and spelling of words, rules of composition and grammar. 

• Must understand written sentences and paragraphs in work related 
documents 

• Must communicate effectively in writing 



• Must also have the ability to read and understand information and ideas 
presented in writing. 

• Must be able to verbally communicate with others 
• Requires communication and interpersonal skills with the ability to present 

information and respond to questions from a variety of people with different 
backgrounds 

• Ability to work independently without direct supervision. 
• Must have the ability to concentrate on a task 
• Must have the ability to make decisions under stressful conditions and 

situations 
• Ability to use equipment needed to perform assigned duties 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 

• This position typically performs a significant portion of work while standing, 
kneeling, reaching and climbing. This position requires the handling of objects of 
varying weights and shapes, requiring good physical conditioning, flexibility and 
balance. This position requires occasional physical labor, endurance and mental 
well-being. 

• The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential duties of this position. While 
performing the duties of this position the employee is frequently required to talk, 
hear, see, walk, run, sit, stand, kneel, climb, feel , and lift. 

SPECIAL CONDITIONS 

• This position may require specific training or experience that is relevant to the 
department and tasks required. 

• This position is subject to working in inclement weather and hostile work 
environments. 

• This position requires the occasional exposure to hazardous materials and 
conditions. 

• Must have a personal phone for contact 24 hours per day. 
• May be called back to work for an emergency situation at any given time. 
• May be in contact with foul language, unpleasant odors, and hostile public. 

Print Signature Date 



Position Budget Request Form 

Action Requested: D New Position [j] Reclassification w/Salary Change D Reclassification w/o Salary Change 

Department: I Burnet County Sheriff's Office I 
Current Position Title: I Business Manager I 
Proposed Position Title: I Sheriff's Office - Administrative Director I 
Requested Classification: 169 I 
Funding Source: I 1 00-5600-1 040 I 

Proposed Salary Amount:_ 138.27 I 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification . In addition, explain how funding will be 

obtained (i.e., closing position(s), grant, budget transfers, etc .) If this is a new position, please attach a job 

description, supporting data or a description of the need : 

Title change to more accurately reflect the specific duties currently assigned. This request is also asked for 
due to additional support services provided for the Sheriffs Office. Such as; Admin. Scheduling, TCOLE 
reporting, Records Management, Time Sheet Management, Process Orders, Supervision of 
Records/Property Clerk, Coordinates new hire testing and completes documentation for all new hires at the 
Sheriffs Office and the Jail, Coordinates TCOLE Training Provider Advisory Board records, Manages the 
keys to the entire county, Gathers information and submits annual state mandated reports. This position is 
also the direct Office Administrator for the Sheriff and Chief Deputy. 

*NOTE* This position is currently classified (65) at a lower classification than the Administrative Supervisor 
(Jail) (67). 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

Revised M arch 2023 

Annual - $79,601.60
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Position Budget Request Form 

Action Requested: D New Position [j] Reclassification w/Salary Change D Reclassification w/o Salary Change 

Department: I Burnet County Sheriff's Office 

Current Position Title: I investigator 

Proposed Position Title: I CID Lieutenant 

Requested Classification: 118 

Funding Source: Reclassification of existing position 

Proposed Salary Amount:_ 139.53 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need fo r New Posit ion/Reclassification. In addition, explain how funding will be 

obtained (i.e ., closing pos ition(s), grant, budget transfers, etc.) If thi s is a new position, please attach a job 

description, supporting data or a description of the need: 

The current structure of the Criminal Investigations Division (CID) places a Captain in direct supervision of 
an authorized staff of 8 Sergeant Investigators, a civilian Case Manager/Evidence Technician, and a civilian 
Crime Victim Liaison. Additionally, the CID Captain is responsible for crime reporting , management of the 
evidence room, management of the records management system, assignment and review of cases , liaison 
with various multi-disciplinary teams, internal investigations, and conducting/assisting with a great deal of 
training within the agency. The span of control over 10 authorized positions combined with the depth and 
breadth of the tasks of those positions and additional responsibilities often overwhelms the capacity of one 
person to provide each its necessary attention. The absence of an intermediate layer of supervision means 
that there is also a lack of redundancy in leadership and management; this results in lapses, delays, and 
omissions when the Captain is absent. Finally, the absence of an intermediate supervisor often results in 
the Captain being mired in "day-to-day" operational details and thus unable to engage in higher-level 
management tasks. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

Revised March 2023 

Annual - $82,222.40
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WORKING TITLE: 
DEPARTMENT: 
REPORTS TO: 
CLASSIFICATION: 

GENERAL DESCRIPTION 

THE COUNTY OF BURNET 
Burnet, Texas 78611 

JOB DESCRIPTION 

CID LIEUTENANT 
SHERIFF'S OFFICE 
CID CAPTAIN 
Pay Group 118 

This position is responsible for overseeing the day to day investigative efforts of the 
Criminal Investigation Division of the Burnet County Sheriff's Office. This position deals 
with confidential information needed by state and local governments. Must be able to 
multi-task and possess excellent organizational skills to coordinate multiple assignments 
and remain knowledgeable of any related practices, policies and procedures. This 
position is classified as exempt under FLSA and the employee holding this rank is 
subject to call out 24 hours a day, seven days a week, or as directed by the elected 
official. 

ESSENTIAL RESPONSIBILITIES AND DUTIES 
1 Regular attendance and adherence to work schedules is required 
2 Directly supervise up to 7 personnel 
3 Assigns cases to investigators for followup investigation 
4 Read and approve investigative reports, complaints, affidavits, arrest and 

search warrants prepared by investigators 
5 Receive and address citizen or internal complaints consistent with agency 

policy 
6 Coordinate with supervisors or personnel from other divisions of th is or 

any other agency to facilitate safe and effective investigations or field 
operations 

7 Respond to major crime scenes or incidents and oversee and/or assist 
with investigative efforts or fie ld operations 

8 Prepare and disseminate employee performance evaluations 
9 Ensure that proper procedures are followed in the collection , reporting , 

storing , and disposing of evidence and entrusted property 

ADDITIONAL RESPONSIBILITIES 
1 At the direction of the CID Captain , formu lates, develops, and assists in 

the drafting of office policies and directives relative to the functions of the 
Criminal Investigations Division 

2 At the direction of the CID Captain , conducts internal investigations and / 
or audits of subordinates to ensure compliance with office policies and 
directives 

3 At the direction of the CID Captain, conducts criminal investigations as 
necessary due to the sensitivity of a particular case or the overall 
workload of the division 

4 Perform all other related duties related to the efficient operation of the 
department as assigned or required 



5 Must be able to perform the essential functions of the position without 
posing a direct threat to the health and safety of themselves and others 
Requested accommodations to work hours and schedules are considered 
on an individual basis 

6 As necessary, fulfil the on-call investigator duties. 

EDUCATION REQUIREMENTS 
• High School Diploma or equivalent is required . 
• Formal education such as an Associate Degree or higher is desirable but not 

required 
• Hold and Maintain Advanced Peace Officer certification from the Texas 

Commission on Law Enforcement Officer Standards and Education 
• Must hold a valid Texas Drivers License 

EXPERIENCE AND SKILLS 
• Must maintain appropriate state license (TCOLE) to include but not limited to 

annual firearms proficiency 
• Must have 3 years of verifiable experience as a full-time criminal investigator 

assigned to an investigative unit of a police agency. Other qualifications such 
as length of supervisory experience, investigative experience at a social 
service or regulatory agency, or total law enforcement experience may be 
substituted for the requred experience at the discretion of the Sheriff. 

• Must have the ability to meet and serve the public in a professional and 
efficient manner 

• Must have the ability to perform detailed work with speed and accuracy 
• Must have the ability to interact in a positive manner with the public and co­

workers 
• Must have the ability to prepare records in a systematic, neat and legible 

manner 
• Must have the ability to maintain confidentiality 
• Be knowledgeable in laws and regulations found in the Penal Code, Code of 

Criminal Procedure, Health and Safety Code, Policies and Procedures of this 
agency and Burnet County, and criminal provisions of other statutes. 

• Must be familiar with general and specialized investigative techniques, 
including crime scene investigation and interview and interrogation 

• Requires the knowledge of the structure and content of the English language 
including the meaning and spelling of words, rules of composition and 
grammar 

• Must communicate effectively in writing 
• Must also have the ability to read and understand information and ideas 

presented in writing 
• Must be able to verbally communicate with others 
• Requires communication and interpersonal skills with the abil ity to present 

information respond to questions from a variety of people with different 
backgrounds 

• Ability to work independently without direct supervision 
• Must have the ability to concentrate on a task 
• Must have the ability to make decisions under stressful and adverse 

conditions and situations 
• Ability to use equipment needed to perform assigned duties 



PHYSICAL DEMANDS AND WORK ENVIRONMENT 
This position typically performs a significant portion of work while standing , kneeling, 
reaching and climbing . This position requires the handling of objects of varying 
weights and shapes, requiring good physical conditioning , flexibility and balance. 
This position requires occasional physical labor, endurance and mental well being. 

The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential duties of this position . While 
performing the duties of this position the employee is frequently required to talk, 
hear, see, walk, run , sit, stand, kneel , climb, feel , and lift. 

SPECIAL CONDITIONS 
• This position requires the passing of an extensive pre-employment 

background investigation 
• This position may require specific training or experience that is relevant to the 

department and tasks required 
• This position is subject to working in inclement weather and hostile work 

environments 
• This position requires the occasional exposure to hazardous materials and 

conditions 
• Must have a personal phone for contact 24 hours per day 
• May be called back to work for an emergency situation at any given time 
• May be in contact with foul language, unpleasant odors, and hostile public 



Job Description Acknowledgement 

I, ____________ , have read and understand my job description as 
Name of Employee (Printed) 

a/an __________ . I also understand that if I ever have question 

regarding my job description I am encouraged to request a meeting with my 

supervisor and that I will be given a copy of my job description. 

Employee Signature Date 

Supervisors Signature Date 



Position Budget Request Form 

Action Requested: D New Position [j] Reclassification w/Salary Change D Reclassification w/o Salary Change 

Department: 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount:_ 

I Burnet County Sheriffs Office 

I Bailiff 

I Corporal Bailiff 

112 

1504-5602-105(7)? 

1$33.05 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification . In addition, explain how funding wil l be 

obtained (i.e ., closing position(s}, grant, budget transfers, etc.) If this is a new posit ion, please attach a job 
description, supporting data or a description of the need : 

Convert 1 Bailiff Positions to 1 Courts Corporal Positions. 
Benefits: 
* Corporals will fill in as shift supervisor when the sergeant is not on duty. 
* Corporals will act as intermediate supervisors filling the gap for the sergeant with courts supervision and 
administrative tasks. 
* Sergeants or Corporals could move from court to court to supervise if their assigned supervisors were to 
be out simultaneously or supervising another court. 
* Decreased OT for supervisors 
* Decreased liability for lack of supervision. 
* Perform vehicle inspections 
* Maintain/perform tests on panic alarms and metal detectors 
* Assist with scheduling and training of bailiffs as needed. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

Revised M arch 2023 

Annual - $68,744
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WORKING TITLE: 
DEPARTMENT: 
REPORTS TO: 
CLASSIFICATION: 

GENERAL DESCRIPTION 

• • ~-:.;, ; • .\ 1'.: ·,j ; . .-;;,_/ .. --~ ..,, ._ 
,_r; . 

:* *: 

THE COUNTY OF BURNET 
Burnet, Texas 78611 

JOB DESCRIPTION 

BAILIFF CORORAL 
SHERIFF'S OFFICE 
BAILIFF SUPERVISOR 
GROUP 112 

This position assists with superv,smg the Bailiffs and other duties of the Bailiff 
Supervisor. This position receives direction from the Court Judge, serves as bailiff for an 
assigned courtroom. Maintains courtroom security, directs parties to proper area, and 
provides general assistance to the Judge by delivering case files, obtaining information, 
and performing related tasks. Escorts individuals to the clerk's office and to Jail, and 
takes custody of prisoners as necessary. 

ESSENTIAL RESPONSIBILITIES AND DUTIES 
1 Regular attendance and adherence to work schedules is required 
2 Opens the courtroom and ensures its readiness for court proceedings, 

directs parties to the proper area and provides schedule and procedural 
information to attorneys, jurors and others. Secures courtroom at the end 
of the day. 

3 May serve bench warrants or make arrests when Judge sentences from 
the bench, an individual reports to the Court on a bench warrant, when a 
crime occurs within the building , or as otherwise requested . Secures 
personal property and performs searches. 

4 Provides general security for the court and staff. Maintains vigilance in 
courtrooms and hallways and attempts to defuse or prevent 
confrontations. Assists in security for high profile cases by clearing the 
hallways or implementing other security measures. 

5 Escorts jurors to and from the courtroom and sequesters them as 
necessary, and attends to the needs of jurors. 

6 Maintains order in the courtroom. Monitors individuals in the courtroom 
when court is in session. 

7 Escorts defendants to the courtroom and assists in completing bail bond 
forms, court appointed attorney forms and other forms. 

8 Escorts prisoners back to the jail which requires use of handcuffs. Escorts 
defendants to various areas of the court including the traffic, probation , or 
criminal department. 

9 Guards prisoners in the Court Building. 
10 Operate metal detector. 
11 Conduct vehicle inspections of all bailiff assigned vehicles. 
12 Maintain and test panic alarms and metal detectors in the county courts 

and official offices. 
13 Assist with scheduling and training of bailiffs as needed . 



ADDITIONAL RESPONSIBILITIES 
• Perform all other related duties involved in the efficient operation of the 

department as assigned or required . 
• Must be able to perform the essential functions of the position without posing 

a direct threat to the health and safety of themselves and other. Requested 
accommodations to work hours and schedules are considered on an 
individual basis. 

EDUCATION REQUIREMENTS 
• High School Diploma or equivalent is required. 
• Formal education such as an Associate Degree or higher is desirable but not 

required 
• Hold and Maintain Basic Peace Officer certification from the Texas 

Commission on Law Enforcement Officer Standards and Education 
• Must hold a valid Texas Drivers License 

EXPERIENCE AND SKILLS 
• Must maintain appropriate state license (TCLEOSE) to include but not limited 

to annual firearms proficiency 
• Must have the ability to meet and serve the public in a professional and 

efficient manner 
• Must have the ability to perform detailed work with speed and accuracy 
• Must have the ability to interact in a positive manner with the public and co­

workers 
• Must have the ability to prepare records in a systematic, neat and legible 

manner 
• Must have the ability to maintain confidentiality 
• Be knowledgeable in laws and regulation involving violations of the Penal 

Code, Code of Criminal Procedure, Health and Safety Code, and Personnel 
Policies and Procedures 

• Requires the knowledge of the structure and content of the English language 
including the meaning and spelling of words, rules of composition and 
grammar. 

• Must understand written sentences and paragraphs in work related 
documents 

• Must communicate effectively in writing 
• Must also have the ability to read and understand information and ideas 

presented in writing. 
• Must be able to verbally communicate with others 
• Requires communication and interpersonal skills with the ability to present 

information respond to questions from a variety of people with different 
backgrounds 

• Ability to work independently without direct supervision. 
• Must have the ability to concentrate on a task 
• Must have the ability to make decisions under stressful conditions and 

situations 
• Ability to use equipment needed to perform assigned duties 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 
This position typically performs a significant portion of work while standing , kneeling , 
reaching and climbing . This position requires the handling of objects of varying 



weights and shapes, requiring good physical conditioning , flexibility and balance. 
This position requires occasional physical labor, endurance and mental well being . 

The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential duties of this position . While 
performing the duties of this position the employee is frequently required to talk , 
hear, see, walk, run, sit, stand , kneel , climb, feel , and lift . 

SPECIAL CONDITIONS 
• This position requires the passing of an extensive pre-employment 

background investigation. 
• This position may require specific training or experience that is relevant to the 

department and tasks required. 
• This position is subject to working in inclement weather and hostile work 

environments. 
• This position requires the occasional exposure to hazardous materials and 

conditions. 
• Must have a personal phone for contact 24 hours per day 
• May be called back to work for an emergency situation at any given time. 
• May be in contact with foul language, unpleasant odors, and hostile public 

Job Description Acknowledgement 

I, ____________ , have read and understand my job description as 
Name of Employee (Printed) 

a/an __________ . I also understand that if I ever have question 

regarding my job description I am encouraged to request a meeting with my 

supervisor and that I will be given a copy of my job description. 

Employee Signature Date 

Supervisors Signature Date 



Revised March 20  

Position Budget Request Form 

Action Requested: New Position Reclassification w/Salary Change Reclassification w/o Salary Change 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount: 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification.  In addition, explain how funding will be 
obtained (i.e., closing position(s), grant, budget transfers, etc.)  f this is a new position, please attach a job 
description, supporting data or a description of the need: 

. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

Emergency Management

Emergency Management Director

Emergency Management Coordinator

Exempt

Same as Previous

$38.46/hourly - Annual $80,000

This request is 2 parts:

1. Change position title in the budget to match Texas Gov't Code Chapter 418's definitions of Emergency
Management Director and Coordinator. Ch. 418 defines the Emergency Management Director as the Chief
Elected Official of a political subdivision.
2. Salary increased to reflect the pay rates of other EMCs in similar sized jurisdictions, come closer to the
pay rate of the manager of OEM's subordinate department manager, and make room to be able to hire an
Assistant EMC and staff at salary rates that will more likely help with retaining those individuals.

Projected growth in Burnet County ensures the need for this program to evolve from an afterthought to a
priority to ensure the continued safety of its residents.

FY25: 35.50/hour -- Annual $73,840
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Revised March 20  

Position Budget Request Form 

Action Requested: New Position Reclassification w/Salary Change Reclassification w/o Salary Change 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount: 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification.  In addition, explain how funding will be 
obtained (i.e., closing position(s), grant, budget transfers, etc.)  f this is a new position, please attach a job 
description, supporting data or a description of the need: 

. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

Western Region Radio System

Manager

Manager

Western Region Radio System Subscriber Dues

$42.24/ hour - Annual $87,851.87

Salary increase to bring into reflection of salaries of similar positions statewide. Position has also grown to
include maintenance and management of equipment outside of what was originally defined in position
description but happily taken on with limited resources.

Group 70, Step 7
FY25 - $40.99/ hour - Annual $85,259.20
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Revised March 20  

Position Budget Request Form 

Action Requested: New Position Reclassification w/Salary Change Reclassification w/o Salary Change 

Current Position Title: 

Proposed Position Title: 

Requested Classification: 

Funding Source: 

Proposed Salary Amount: 

NEW POSITION INFORMATION 

New/Reclassification of Position: 

Please explain in detail the need for New Position/Reclassification.  In addition, explain how funding will be 
obtained (i.e., closing position(s), grant, budget transfers, etc.)  f this is a new position, please attach a job 
description, supporting data or a description of the need: 

. 

Final job title, job description, classification and pay will be determined by the Commissioners Court based on the 
Compensation plan. 

Spicewood Community Library

P/T Library Step 3 22hr/week

Library Tech Step 3 29hr/week

58
Library Clerk/Support Staff

1,508 hrs at $22.28 = Annual $33,598.24 + FY26 COLA

The Spicewood Community Library is expanding the number of hours open to the public from 27 hours to 
34 hours. We need library staff to cover the hours. The current part time library technician working 22 
hours/week will be scheduled to work 29 hours a week.

The new schedule will allow the library to be open for more hours and continue quality service for patrons 
as the community and library use grows.
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