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Personnel Adjustment Request Form

BER B DATE
EPARTMENT NAME/NUM ' H
P ! WIC-350 05-22-08
CURRENT POSITION TITLE: CURRENT SLOT, #:
001-0229
REQUESTED POSITION TITLE:
(For new positions or reclassifications) LVN
— s —
REQUEST FOR:
KX New Position [ vemporary Posttion [ position Reclassification*
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: -0 - § 37,445.00 $
Current Budgeted Salary Proposed Budgeted Salaty Net Change
Position to be funded from one of the following:
Current Department Budget ) [[] Annual Budget Cycle [7] Wil Require Additional Funds
D Other
POSITION Type:
Full Time Employee E Part Time Employee D
Object 113 Object 114 -
Enter hourly rate for temp. positions
Full Time Temporary [:] Part Time Temporary D $18.00 /hr,
Obfect 121 Obfect 122 X " Hourly Rate / 2,080 hrs. per year
TEMPORARY POSITIONS;
StartDate End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA

Exempt D Exempt D
Non-Exermnpt E] Non-Exempt ’z‘
N/A D

JUSTIFXCATION/PRIORITY: (Explain why this position or adjustment request Is essential)

To staff new clinic (Alamo) and existing clinics due to an increase

in caseload.

HIDALGO COUNTY s
% Persormal Adjustment Request Form
DPEM 2007-001 % Revised: 4/11/2007




[image: image2.jpg]NEW POSITION: Brief job description and attach a copy of the new job description.

Attached.

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

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

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

To staff new clinic (Alamo) and existing clinics due to an

increase in caseload.

HUMAN RESOURCES: Classification and Salary Recommendation
LVN - $37,445.00

BUDGET & MANAGEMENT: Classification and Salary Recommendation
LVN - $37,445.00

w

il & "‘MM’ 22 2008

FUNDING AVAILABLE IN DEPT. BUDGET

DEPARTMENT HEAD
2

HUMAN RESOURCES DIRECTOR DATE PERSONNEL PROCEDURES COMPLETED [ ves O
3

DEPARTMENT OF BUDGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED Oy O
4. ~ COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Reque

Revised: 8/,

DBM 2007-00¢
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Job Title: Licensed Vocational Nurse FLSA Status: Non-Exempt
Dept No: 350 Civil Service Status: Non-Exempt
SUMMARY:

Does technical nursing functions as identified in this job description under the
supervision of the Nutritionist along with Certifications, Nutrition Counseling and
Education. Does lab work and other WIC functions as identified in this job description
under the supervision of the nutritionist.

Responsible to: WIC Nutritionist for lab work, dietary recalls, nutrition counseling,
determining eligibility of participants and developing Nutrition Education materials.

ESSENTIAL DUTIES AND RESPONSIBILITES:
Lab work and Nutrition Counseling required for certifications in the WIC Program.

e Performs Height and Weight.

e Hematocrit or Hemoglobin as per Hidalgo County WIC Policy.

e Records data on appropriate WIC forms and appropriate health records.

e Participates in developing and dispensing nutrition education.

e Determines eligibility of participants in the WIC Program under supervision of
Nutritionist. )

e Pulls and files records when necessary.

o Makes home visits as needed and directed.

e Assists in doing grocer evaluations.

e Completes daily and monthly reports of her activities.

e Refers persons needing immunizations and other Public Health Department services to

local Health Department Nurses.

Gives dietary and nutrition counseling along with assigning proper food packages
prescriptions.

Familiarizes with all functions of the WIC Program.

Screen immunization records to obtain immunization status.

Provides immunizations to children.

Maintain daily documents of immunizations given according to local and state policies.
Prepare monthly immunization reports.

Maintain knowledge of TDH/WIC Immunization policies and procedures.

Performs WIC related duties assigned by the Director.

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 duties and responsibilities.
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e Graduate from a State approved Vocational School of Nursing.
Licensed under the State of Texas.
Two (2) years of clinical or hospital work experience is desired.
Working with groups as well as individuals.
Applying principles of nursing in community health and social welfare.
Performing clinical lab work.

CERTIFICATES, LICENSES, REGISTRATIONS
e Employee must have a current valid Texas Motor Vehicle Operator’s License.
e Must be able to be insured by the County’s Insurance carrier, availability of
personal car.
e Good physical and mental health.
Ability to find job satisfaction in the growth and development of the WIC Program.
e Participation and representation in community and professional organization.

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 over 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 encounters while performing the essential functions of this job.

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 a work environment and conditions which involve:
e working closely with others
e working in a multi-task environment

o




[image: image5.jpg]Maintain effective audio-visual discrimination and perception needed for:
e making observations
e reading and writing
e operating assigned equipment
e communicating with others

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ safety regulations.
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