HmaLco County
Personnel Adjustment Request Form

Health & Human Services Department April 2, 2008
CURRENT POSITION TITLE: Enter position Title CURRENT SLOT. #: Enter current
N/A N/A

Proposed slot 001-030

REQUESTED POSITION TITLE: Enter New Position Title
{For new positions or redassifications)

Billing Specialist

I.'i{ New Position ] Temporary Position 0]  Posttion Reclassification* [7] Other
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ 0 s 23,839.00 s 23,839.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

[:] Current Department Budget |‘_‘i Annual Budget Cyde m’ Wiil Require Additional Funds
D COther
POSITION Type:

Full Time Employee E] Part Time Employee l:l
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary D $

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt I:' Exempt I:I
Non-Exempt E Non-Exempt EI
N/A D

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

Our department receives an average of 2,163 invoices each week. We have 6 F/T billing spedialist that process an average of 1,492 invoices each

Week. We have a weekly shortfall of 671 invoices. We are in need of 2 additional billing specialists so that we can keep up with the demand of the

Providers that invoice Hidalgo County. See attached Claim Processing Analysis,




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

Receive, evaluate and process provider medical bills for Hidalgo County residents participating in programs administered by the Human Services Dept.

Assist county resident’s, and service providers in identifying other financial resources available and make appropriate referrals.

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

N/A

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

N/A

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Ciassification and Salary Recommendation

. ' ‘ D#(g [og

DEPARTMENT H ATE FUNDING AVAILABLE IN DEPT. BUDGET D YES [E/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



Hipavco County
Personnel Adjustment Request Form

Health & Human Services Department April 2, 2008
CURRENT POSITION TITLE: Enter position Title CURRENT SLOT. #: Enter current
N/A N/A
Proposed slot 001-031

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

Billing Specialist
REQUEST FOR:
New Position D Temporary Position D Position Redassification* D Other
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
D Current Department Budget D Annual Budget Cyde E_)r Will Require Additional Funds
U Other
POSITION Type:

Full Time Employee I_T_' Part Time Employee l:l
Object 113 Object 114
Enter houriy rate for temp. positions

Full Time Temporary D Part Time Temporary D $

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt D Exempt I:l
Non-Exempt E Non-Exempt I_T_J
N/A D

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

Our department receives an average of 2,163 invoices each week. We have 6 F/T billing specialist that process an average of 1,492 invoices each

Week. We have a weekly shortfall of 671 invoices. We are in need of 2 additionai billing specialists so that we can keep up with the demand of the

Providers that invoice Hidalgo County. See attached Claim Processing Analysis,




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

Receive, evaluate and process provider medical bills for Hidalgo County residents participating in programs administered by the Human Services Dept.

Assist county resident’s, and service providers in identifying other financial resources available and make appropriate referrals.

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

N/A

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

N/A_ -

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

o lad 4/2/08

DEPARTMENT H DATE FUNDING AVAILABLE IN DEPFT. BUDGET D YES Iﬁlﬁ
2.

HUMAN RESOURCES DIRECTOR DATE PERSONNEL PROCEDURES COMPLETED D YES D NC
3.

DEPARTMENT OF BUDGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED D YES D NO

4, COMMISSIONERS COURT APPROVAL DATE



HiparLco County
Personnel Adjustment Request Form

'DEPARTMENT NAME/NUMBER: Enter department Name . DATE Enter

Health & Human Services Department April 2, 2008
CURRENT POSITION TITLE: Enter position Title CURRENT SLOT. #: Enter current
N/A N/A
Proposed slot 001-032

REQUESTED POSITION TITLE: Enter New Position Title
(For new positions or redassifications}

Eligibility Clerk

New Position [ Temporary Position [  position Reclassification* [] Cther
*Civil Service Positions are submitted to the Civil Service Cornmission,
POSITION SALARY REQUEST:
Salary Amount: ¢ O s 21,840.00 s 21,840.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

D Current Department Budget D Annual Budget Cyde E( Will Require Additional Funds

1 Other
POSITION Type:

Fult Time Employee IZ] Part Time Employee D
Object 113 - Object 114

Enter hourly rate for temp. positions

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

TEMPORARY POSITIONS:
Start Date End Date Working Days & Hours - | Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE:

FLSA:
Exempt El Exempt D
Non-Exempt [x]  Non-Bxempt [x]
N/A D

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

Our department has eligibility staff at four health clinics (Westaco, Edinburg, Mission & McAllen). We have ane clerk for each dinic. The clerks are

Responsible for pre-screening applicants, issuing appointments, and assisting the public with questions. We are in need of one clerk to assist when

the clinic clerk is out and to assist the Eligibility Specialist with clerical duties.




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

Responsible for pre-screening applicants, issuing appointments, assisting the public with questions and assist with derical tasks,

Assist with funeral, transportation, lodging and meal services.

Other duties as assigned.

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

_N/A

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

N/A

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

HUMAN RESOURCES: Qassification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1.%4%%@&24@_1{@@

FUNDING AVAILABLE IN DEPT. BUDGET D YES NO

2.
HUMAN RESOURCES DIRECTOR DATE PERSONNEL PROCEDURES COMPLETED D YES D NO

3.
DEPARTMENT OF BUDGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED [:] YES D NO

4, COMMISSIONERS COURT APPROVAL DATE



