
HIDALGO COUNTY 
ROAD & BRIDGE 

JOB TITLE: OFFTC'k CLEKK FLSA Sl'.4TIJS: NON-EXEMPT 
UEP AKTMENT: CIVlL SERVICE STAPUS: NON EXEMPT 

S UMhlARY 
Performs light clerical d t~~ ies ,  mslvcru telepllone scanning document4 a d  files, 

ESSENTIAL DUTIES AND W.SPONSIBJI,ITIES 
Occasiondly Answers ielephi~ncs a r~d  dirccts phone cdls to appropriate staff 
members. takes mcssages 2s required. 

s Occasionallj maiabins daily ac tivily log sheets. 
a Pcdbrms light clerical work such as: (?ping, filing, a~vclope stufing. scanning 

docun~cnts and laheling filcs. 
+ Regular atte~dancc is o must 

Ability to work 4vc.U with otl~crs. 

QZIALIPICATIUN KEQIJlRKMEFTS 
l'o perform this jnh successfully, an irldividual must he able to perform each essential 
duty satisfactorily. Thc requiren~cnts lis~cci below arc reprcszntarive nf the knowledge. 
skill, an&or ability required. Rwsonablt: accommodations may bc made to enable 
individuals with disabilities to perfonn thi: essential f i~~~ct ions .  

EDUCATION and/or EXPERTENCE 
High SchooI diploma ur Gcncrnl Educa~jon dcgree (GED) preferred; 
Shouldha\7e~:~p*ricnce inoffic~clericalskills. 

CERTIFICATES, LICENSES, RHGISTHATCUNS 
Must possess a valid Tcxas Drivers License: 
Must be nhle to hc insurcd hy d ~ e  C,ounty's insl~rmce carrier. 

OTHER SKILI,S AND ARILITIES 
Ability to use office cquipmurii, such as ~umpulw terminal. copicr, c~lculator. fax 
machine, mult i-ex tcnsiou tc;lepllune. and scanners. 
Bilingual ability (Spanish at~il English) with :he ability to  con^ e1.w in both 
l anguagea, prefcrrd. 
Kno~vledye of hljcrosoft uilice, i.e. MS Word, Exct.1, Quick Rooks, Window 
Drivsr Applicatinii. 



E~npl~yczmaq~beassign~dotherdutiesinaddit ionb~~uselisted dutiesmay 
change' according to the clr.nnging nzcds of the C'ouizty. 

PHYSICAL DEU4NDS 
The physical dcmands dcscl-ilwd here are repr.csentaliv~ of ihost: that must be met by an 
emprnyce to succcssfullq perfbm~ the cssentiaI functions of thisjob. Kertson;iblc 
accommodatiuns way he madc to enable: individcals wilt1 disabili tics tn perform the 
csse~~tial functiorls. 

While performing the dutics of this job, thz employei: is rcquired to sit auJ use hands to 
fi1yttl.s. or feel objc~ts, tuvls ur conlmls. Thc empluyec is rcquircd in a i d ;  walk; reach 
with hands and arms; and stoop, bed. cro~rch or cmwl. 

The employee must occasionally lift at~d/vr move up U, twenty-fivc (25)  F O U ~ ~ S .  

Sl'ccific vision abilities rcquired by this job include close visii~n and thc ability iu adjust 
focus. 

UWRK ENVIRONMENT 
Tllr work envirorunel~t d~aracteristics described here are representative of thosc a11 
employee encounter while peri'on~~ing ihe 2sst.nt1al futlctions of this job. basnnable 
a c c o ~ m o d ~ t i o ~ ~ s  may be 1 2 t A  to enable inctividuals wit11 disabilities to pe1for.m thc 
ttssen tial ftinctiuns. 

Thc noisc level in thc work environment is usually Ifilid, 

SAFETY REQIllREhlENTS 
Maintain physical zondi tiurts appropriate to the perfommcc of assigntd duties and 
respunsibiIitics which r n q  indude the j'nllou.i~tg 

S ittiog for cxtznded pei-iods of tirnc 
Ope~ating assigned equ~pmer 11 

Mainmin mental capacity which pemiirs: 
MIzking sound decisions and using g o d  judgn~ent 
Demonstrating ii~tellectual capabilities 

E,l'fectivelj; handle work ~~i:~lvironnzenls and conditions which inuulvs; 
Wcrrkirlg closely with utj~ers 
Wurking in a multi-tnsk enviromer~t 



hlsintain cffectivc audio-visual discrimha tion an J pcrcep tian nccdetl for: 
hlakrng n bsenlatiuns 
Rcadir~g md writing 

r ~ ' . ' c~mmunica t ing~t l~a thus  

ACClUEbT PREVEIYTION PROCAULM 
Rcquird tu follfiw all depmmcnls' skfety regula~ions 




