HIDALGO COUNTY

NON-
FLSA STATUS: EXEMPT

DEPARTMENT: | Q| - O RC. QIVIL SERVICE sTATUS: XM

SUMMARY

Oversees all operations of the Community Resource Center (CRC), including scheduling service
provider occupancy and usage, acting as liaison with other agencies, maintaining and promoting
the CRC and its activities.

QUALIFICATION REQUIREMENTS

The CRC Coordinator is given the necassary authority and support to assure the Center
provides/maintains the availability of services and public cutreach at the level it was intended to
achicve. As such, the Coordinator must provide the leadership and catalyst needed to avail the
citizens of the community of the services abtainable through the CRC and sustain maximum
usage and accupancy of the Center through recruitment of temporary and permenent occupsnts
that provide services such es health, educational, and social services to the public.

ESSENTIAL DUTIES AND RESPONSIBILITIES
© Orientate/ train staff, volunteers, and job trainees in protacot for:
l. Auswering talephones
2, Message deliveries
3. Scheduling activities
4. Helping sesvice providers promote and implement community programs
5. Interacting with visitors, service provider staff, fellow staff members, etc.

* Serva as liaison between community residents, service providers, elected officials, CRC
Resident Advisory Committee, and Texas A&M University-Center for Housing and
Urban Development,

¢ Interact with citizens in determining their noeds, resolving obstacies and conflicts, and
soliciting needed services to enhance their quality of life.

e Maintain documented records and files of service agencies using the CRC, services and
promotions made available through the CRC, and number of people served through the
Center. Data compiled will provide detait for tracking and gauging usage of availablc
facilities at the Center.

¢ Compile and submit formal reports to the Administrative Assistant at the Center for
Housing and Urban Development for review by the Dean of the College of Architecture
at Texas A&M University.

* Develop and maintain effective, perpetual public relations and promotionat programs in
collaboration with the Program Coordinator. Maintain public awarenesy of Center
ectivities and services through the public media, i.c. tradio, TV, ncwspaper, and through
interaction with service provider entities and area service clubs.



Host and moderate a needs sssessment focus group made up of members of the CRC
Resident Advisory Committee, service providers, city and county officials, and the
general public on an annual or as needed basis. Submit the findings of the focus group to
the Program Coordinator.

Plan, organize, and hold monthly meetings between health/social scrvices providers and
resldent leaders to address topics and subject matrer appropriste for thess groups.
Evaluate on a schedule basis the effectivencss of provider services and modify focus
quarterly or as deemed ncccssary.

Develops and maintain an informational docurent the effectively communicates to
residents the availability of health, cducation and social services programas that can be
provided at the Center upon citizen request.

EDUCATION and/or EXPERIENCE
Some college hours and/or combinution of college and experience as follows:

Experience in social services, community involvement, service development, and/or
building community capacity and experience in working pattnerships.

QGood organizational skills.

Fluent in English and Spanish.

Effective communicator written and oral, including media intorviews.

Ability to make public presentations in English and Spanish.

Valid Texag Drivers License,

Computer capability,.. WordPerfect, Excel.

Ability to administer effective training and instruction,



HIDALGO COUNTY
COMMUNITY RESOURCE CENTER

JOBTITLE: Maintenance | FLSA STATUS: NON-EXEMPT
DEPARTMENT: | ) - CRC CIVIL SERVICE STATUS: NON EXEMPT
SUMMARY

Perfarm general cleaning lncluding sweeping, mopping, ducting, emptying wastebaskets, snd ashtrays.

ESSENTIAL DUTIES AND RESPONSIBILITIES
o Performs general cleaning, including sweeping, mopping, dusting, emptying
wastebaskets, ashtrays, otc.
o Mows, and trims lawn, pruncs plants and weeds flower beds, waters lawn and flower
beds.
Applies fertilizer and other chemicals
Cleans walls, windows and light fixtures.
Pick up trash.
Regular attendance is a must
Ability to wark well with others.

QUALIFICATION REQUIREMENTS

To perform this job successfully, an {ndividual must be able to perform cach essential duty satisfactorily.
The requirements listed bolow are ropresentative of the knowledge, skill, and/or ability required.
Reasonable accammodations may bo made to enable individuals with disabilities o pezform the easential
duties and responsibilities.

EDUCATION and/or EXPERIENCE
e High School diploma or Geueral Education degree (GED) preferred;
o One year experience.

CERTIFICATES, LICENSES, REGISTRATIONS
) o Must possess a valid Texas Motor Vehicle Operstor's License;
e Must be able to be insured by the County's Insurance carrier.

OTHER SKILLS AND ABILITIES

Ability to operate lawn care equipment.

Ability to operate vacuurm cleanes.

Ability to operate buffing and stripping machines.

Ability to follow written and verbal instructions.

Ability to wotk independently.

Bilingual sbility (Spanish and English) with the ability to converss fluently in both
languages, preferred.
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» Employee may be assigned other duties in addition to those listed; duties may change
according to the changing naeds of the County.

PHYSICAL DEMANDS

The physical demands described bere are representative of those that must be met by an employee to
succossfully perform the cssentlal functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essentisl functions.

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

The employee must occasionally lift and/or move over fiRty (30) pounds. Specific vision sbilities cequired
by this job Includo close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT

The work envitanment cheraoteristies described here are representative of those an employes sucounters
while performing the esseatial fimctions of this job. Reascnable accommodations may be mada to enable
individuals with disabilities to perform Uie essential functiona,

The noise level in the work environment is usually foud.

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

o Sitting for extended periods of time

¢ Operating sssigned equipment

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

Effectively handle work environments and canditions which involve:
» Working closely with others
o Working in a multi-task environment

Maintaln effective sudio-visual discrimination and perception needed for:
» Making observations
¢ Reading and writing
e Opemting assigned equipment
s Communicating with others

ACCIDENT PREVENTION PROGRAM
Required to follow all departments® safety regulations.



