Hmavrco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: department Nam

DATE: Enter Date

Hidalgo County Precinct #2 / #122 04/23/2008
CURRENT POSITION TITLE: Enter position Title CURRENT SLOT. #: Enter current
122-1019
N/A
/ 122-T020
REQUESTED POSITION TITLE: Enter New Position Title 122-T021

{For new positions or reclassifications)

REQUEST FOR:
[} New Position M Temporary Position ] Pposition Reclassification® [[] Other
*Civil Service Positions are submitted to the Civil Service Commission.
P N : .
OSITION SALARY REQUEST: . 3 420.00 3,4720.00<— Eaen &0T
Salary Amount:  § 0.66 s 10,260.00 $ 10,260.00<— IN ToThL
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

[B: 4 Current Department Budget [[] Annual Budget Cycle 0O Will Require Additional Funds
LI other
POSITION Type:

Full Time Employee D Part Time Employee E’
Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary |:| Part Time Temporary $ 9.50
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS:

1:00pm-7:00pm

06/03/2008 36 10 weeks
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt m Exempt l:]

Non-Exempt D Non-Exempt E’

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Appropriate certified lifepuards: are required to open Las Milpas Park/Pool for ensuring

and maintaining public safety for our recreation facility.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 12/42007



NEW POSITION: Brief job description and attach a copy of the new job description.

SEE JOB DESCRIPTION

POSETION RECLASIFICATION: Explain change and for increase in duties and responsibility. (Attach new job description)

COMMENTS: {Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

DEPARTMENT HEAD FUNDING AVAILABLE IN DEPT. BUDGET Kl YES D NO
2.

HUMAN RESOURCES OIRECTOR DATE PERSONNEL PROCEDURES COMPLETED g Yes D NO
3.

DEPARTMENT OF BUDGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED D YES [:l NO
4, COMMISSIONERS COURT APPROVAL DATE
RIDALGO COUNTY Personnel Adfustment Request Form

Revised: 12/4/2007

DB 2007-001



HIDALGO COUNTY

PARKS
Non - ExeMPT
JOB TITLE: @wimming Pool)Lifeguard FLSA STATUS: MNA
ExempT
DEPARTMENT: 122 CIVIL SERVICE STATUS: DA

SUMMARY

This is a responsible position that requires either Red Cross or other appropriate certification in
the operation and techniques of lifeguard safety in a public recreation facility. The lifeguard will
be responsible for ensurmg and maintaining public safety and health in a public recreation
facility such as a swimming pool. This is a temporary position.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Maintains daily activity log sheets including daily attendance logs.

e Performs light bookkeeping and accounting work such as tabulating daily attendance
receipts, maintaining employee sign-in and sign-out sheets.

e May be required to attend training meetings from time to time and work extra work hours
as deemed necessary.

o Regular attendance is a must.

e Ability to work well with others.

QUALIFICATION REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE
e High School diploma or GED;
o Red Cross or other appropriate certification as a Lifeguard.
e Should have experience in a public recreation facility setting including log-keeping,
regulations and operation to ensure the general safety and health in a public recreation
facility.

CERTIFICATES, LICENSES, REGISTRATIONS
e Must possess a valid Texas Drivers License;
o Must possess a valid Red Cross or other appropriate agency certificate as a Lifeguard.
e Must be able to be insured by the County’s insurance carrier.

OTHER SKILLS AND ABILITIES
o Ability to use pool cleaning equipment.



o Bilingual ability (Spanish and English) with the ability to converse fluently in both
languages, preferred.
Knowledge of operational equipment associated with a public recreation facility.
May be required to utilize personal automobile on office related business.
Employee may be assigned other duties in addition to those listed; duties may change
according to the changing needs of the County.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is required to talk or hear. The employee is
required to stand. The employee is required to walk; sit; use hands to finger, handle or feel
objects, tools or controls; reach with hands and arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move up to twenty-five (25) pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounter while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS
Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following;

o Sitting for extended periods of time
e Operating assigned equipment

Maintain mental capacity which permits:
e Making sound decisions and using good judgment
e Demonstrating intellectual capabilities

Effectively handle work environments and conditions which involve:
e  Working closely with others
e Working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
Making observations

Reading and writing

Operating assigned equipment

Communicating with others



ACCIDENT PREVENTION PROGRAM
Required to follow all departments’ safety regulations



Hmavrco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: Enter department Name ~ DATE: Enter Date
HIDALGO COUNTY PRECINCT #2 / #122 04/23/2008
CURRENT POSITION TITLE: Enter position Title CURRENT SLOT. #: Enter current
N/A 122-T022.. .
122-7T023

REQUESTED POSITION TITLE: Enter New Position Title
(For new positions or reclassifications)

ATTENDANT (2)
sSS———— = ——————————————— = ———————
REQUEST FOR:

D New Position M Temporary Position D Position Reclassification* | Other
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST;
b.oo 3,4, 00 2,1\ 4,00« EACH SLOT
Salary Amount:  $ 0.00 $ 6,228.00 $ [,,22%8.00e Iy TOTHAL
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

lil Current Department Budget [] Annual Budget Cycle D Will Require Additional Funds
D COther
POSITION Type:

Full Time Employee D Part Time Employee D
Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary D Part Time Temporary $ 8.65
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS:

1:00PM~7 : 00PM

_08/03/2008 TUESDAY—-SUNDAY 36 10 WEEKS
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:
Exempt er Exempt r:l
Non-Exempt D Non-Exempt

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

ATTENDANT IS NEEDED TO TAKE ACCOUNT OF ALL DAILY ATTENDANCE RECEIPTS OF THE POOL, AND

WILL BE DOING LIGHT CLERICAL DUTIES LIKE FILLING OUT DAILY REPORTS AND MAKING DEPOSITS

TO BANK ON A DAILY BASIS.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 12472007



NEW POSITION: Brief job description and attach a copy of the new job description.

SEE JOB DESCRIPTION

POSITION RECLASIFICATION: Explain change and /or Increase In duties and responsibliity. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: (lassification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1 v{egbfoa/za/zoos

DEPARTMENT HEAD DATE FUNDING AVAILABLE IN DEPT. BUDGET | E YES D NO
2,

HUMAN RESOURCES DIRECTOR DATE PERSONNEL PROCEDURES COMPLETED D YES D NO
3. - -

DEPARTMENT OF BUDGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED D YES D NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 12/472007



HIDALGO COUNTY

PARKS
Non- EXEMPT
JOB TITLE: (Swimming PoopAuendam FLSA STATUS: D&
Exen\PT
DEPARTMENT: 122 CIVIL SERVICE STATUS: N

SUMMARY
Performs light clerical duties, responsible for daily attendance figures and receipts, maintains
daily log of activities. This is a temporary position.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Maintains daily activity log sheets including daily attendance logs.

o Performs light bookkeeping and accounting work such as tabulating daily attendance
receipts, maintaining employee sign-in and sign-out sheets.

e May be required to attend training meetings from time to time and work extra work hours
as deemed necessary.

e May maintain an inventory of supplies and equipment and shall inform Parks
Foreman/Director of inventory status to enable Foreman/Director to order replacements
as needed to insure adequate stock.

e Regular attendance is a must.

e Ability to work well with others.

QUALIFICATION REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE
e High School diploma or GED;

o Should have experience in a public recreation facility setting including log-keeping and
daily attendance receipt tabulations.

CERTIFICATES, LICENSES, REGISTRATIONS
e Must possess a valid Texas Drivers License;
e Must be able to be insured by the County’s insurance carrier.

OTHER SKILLS AND ABILITIES
e Ability to use office equipment, such as copier and calculator.
e Bilingual ability (Spanish and English) with the ability to converse fluently in both
languages, preferred.

e Knowledge of personal computer and software.



e May be required to utilize personal automobile on office related business. .
» Employee may be assigned other duties in addition to those listed; duties may change
according to the changing needs of the County.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is required to talk or hear. The employee is
required to stand. The employee is required to walk; sit; use hands to finger, handle or feel
objects, tools or controls; reach with hands and arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move up to twenty-five (25) pounds. Specific vision
abilities required by this job include close vision, depth perception and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounter while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS
Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following;

e Sitting for extended periods of time
e Operating assigned equipment

Maintain mental capacity which permits:
e Making sound decisions and using good judgment
e Demonstrating intellectual capabilities

Effectively handle work environments and conditions which involve:
e Working closely with others
e Working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
e Making observations

Reading and writing

Operating assigned equipment

Communicating with others

ACCIDENT PREVENTION PROGRAM
Required to follow all departments’ safety regulations



