Hidalgo County Health Department

Agenda Item Backup
Additional Duties 

Slot # 340-001-037 Assistant Chief Inspector

· Implement USDA food service guidelines 

· Assist Department of  State Health Services with planning of Vector Control Training 

· Implement GIS tracking device for Health and Vector Control Inspectors 

· Expand on TECQ guidelines and requirements

·  Assist in developing solid waste protocols and enforcement 

Slot # 340-003-014 Director of Operations
· Maintain and manage day to day IT operations for Human Services
· Maintain and manage communication system for Human Services
· Infrastructure development for Human Services
· Information system automation and integration for Human Services
Slot # 340-003-016 Personnel Officer
· Conduct new employee orientations for Human Services
· Compiling and tabulating data and opening and maintaining personnel records for Human Services 
· Processing salary, and travel claims for Human Services
· Maintaining time and leave accounting system for Human Services 
· Verifies daily absence reports for Human Services  
Slot # 340-003-047 Assistant Director of Nursing

· Oversee the daily operation of Pulmonary Clinic  

· Maintain accurate and updated evaluations for clinic personnel 

· Maintain updated CDC guidelines

· Maintain compliance with state and federal blood borne pathogen regulations and exposure control   
Slot # 340-003-053 Chief Financial Officer
· Assist in the administration of accounting  activity within Human Services operations
· Assist in the administration of budgetary activity within Human Services operations
· Assist in the administration of requisition activity within Human Services operations
· Assist in the accurate maintenance of Human Services activity within the Sage system

Slot # 340-003-057 Executive Secretary 

· Will provide assistance on vendor and purchasing procurement control
· Will act as a liaison for purchasing to meet all requirements   
·  Will provide assistance in inventory control 
· Will work with Human Services staff in meeting the State requirements and documentation 
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