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Hinarco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: Hidalgo CQunty Health & Human Services Departmant DATE: 11.21.08 -
CURRENT POSITION TITLE: Aseistant TVFC Program Manger CURRENT SLOT. #: 012-G009
REQUESTED POSITION TITLE:

(For naw positions or reclassifications)

REQUEST FOR:
O wnew Podtion (O Temporary Position {J Position Redlassification® Other Dolete
*Civil Service Positions are submitted to the Civll Service Commission.
POSITION SALARY REQUEST:
Salary Amount:  $ ZZl‘i‘-{z. $ -9 $ < ZZ:)‘/Q7
Curtlent Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

0 Current Department Budget | Annuat Budget Cycle D Will Require Additional Funds
D Other
POSITION Type:

Ful) Time Employee D Part Time Employee L—_]
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary | i 5

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 D
Non-Exempt D Non-Exempt D
N/A D

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

In 2007 the Health Dapaniment requested and received a TVFC Program Coardinator Posltion, for the Immunization Grant Program. As & result of the

Immunization expansion the state (DSHS) is requiring the depariment to update the state providar registry. Increase TVFC providers, and increase

educational and oulreach activities in Hidalgo County. Conseguently, our cument four CSA's posiliona will be ¢ross train to update the state widc registry

and increase the community out reach activities in order to meel this requirement.  {Sec aftached for conlinualion of Justificalion)

HIDALGO COUNTY Personne Arfustment Reguast Form
08M 2007-001 Revised: 8/7/2007
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JUSTIFICATION FOR DELETION REQUEST

The current duties performed by the vacant TVFC Asst. Manager position have been
distributed to the Immunization Coordinator and TVFC Manager, thus allowing us to
dclete the 012-G009 position (TVFC Asst. Manager). DSHS has approved the deletion
and distribution of the Asst. TVI'C Manager position.
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NEW POSITION: Ericf job description and attach a copy of the new job description.

PAGE B6/87

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

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

Aftached is the TVFC Azst. Manager Position

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEOT. BUGGET

2

PERSONNEL FROCEDURES COMPLETED YES []n~O
3,

BUDGET PROCEDURES COMPLETED [ YES D NO
4, COMMISSIONERS COURT APPRCVAL DATE

HIBALGO COUNTY
DRM 2007-001

rersornel adjimtment Regquest Form
Revised: 8/7/2007
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HIDALGO COUNTY
HEALTH ADMINISTRATION DEPARTMENT
Job Title: Assistant TVFC Program Manager FLSA Status: Exempt
Dept. Code: 340 Civil Service Status: Non-Exempt

SUMMARY:

Functions under the supervision of the TVFC Program Manager. Assists with the general
management of the TVFC Program. Assists with generating and submitting TVFC reports as
required. Assists with immunization clinics. Communicates vaccine and immunization
recommendations/requirements to medica! professionals and the general public. Assists with

other duties as assigned.

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 knowiedge, skill and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential duties and responsibilities.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
~ Assists with conducting TVFC quality assurance activities to Public Health Clinics and
private providers;
Assists with conducting TVFC enrollments and trainings to all enrolled private providers
Assists with educating public health and private sector physicians and nurses on vaccine
management which includes ordering, receipts, storage, packing, shipping, handling,
administration, schedules, recommendations and requirements;
o Assists with educating the general public with TVFC schedules, recommendations, and
requirements,
» Assists with educating and training on imm Trac registry,
c Assists with other TVFC population based assessments.
o Assists with management of Rabies & PPD dispensing Program;
o Assist with other duties as assigned.

[A]

EDUCATION AND EXPERIENCE:

o High School Diploma or GED plus

¢ Requisite education/experience to perform the duties required (e.g. nursing, public heaith
technician, Administrative technician).

CERTIFICATES, LICENSES, REGISTRATIONS:
o Employee must have proof of a current valid Texas Motor Vehicle Operator's License; must
be able o be insured by County Insurance carrier.

OTHER SKILLS AND ABILITIES:

o Good knowledge of the Immunization Program and the Texas Vaccines for Children Program
(TVFC),

- Considerable knowledge of and ability to interpret agency rules, regulations, policies and

procedures,

Skilled in the use of desk top computer angd software:

Ability to establish and maintain effective working relationships with supervisors, co-workers,

and subordinates;

Ability to communicate effectively both orally and in writing;

Ability to communicate and deal with heaith care praviders and the general public.

Maybe be required to work other than normal hours including weekends and holidays.

o D

(ST BV

SPECIAL INSTRUCTIONS AND/OR REMARKS:
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5 Ability to travel within the county to provide technical assistance and occasional statewide/out
of state travel for training.

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. Reasonable
accommodation may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is reguiarly required to speak and listen.
The emplayee frequently is required to stand, walk: sit, use hands and fingers, handle or feel
objects tools or contrals; reach, climb or balance, bend, stoop and kneel.

The employee must occasionally lift and/or move objects weighing up to 50 pounds. Visual acuity
required by this job includes near and distant vision, depth perception, color perception, and the
ability to adjust focus/vision to equal or be corrected to 20/20.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accormnmodation may
be made to enable individuals with disabilities to perform the essential functions. The noise level
in the work environment is usually low.

IMMUNIZATION/TB SCREENING REQUIREMENTS:

Employees may be required to receive immunizations recommended by the ACIP, ACP, and TDH
based on anticipated disease exposure (e.g. hepalitis B or rabies vaccines) TB skin testing may
required.

SAFETY REQUIREMENTS:
Maintain physical condition appropriate to the performance of assigned duties and

Responsibilities which may include the following:

o sitting for extended periods of time

o frequent standing, bending and reaching

o operating assigned equipment
Maintain mental capacity which permits:
making sound decisions and using good judgment
handling financial affairs effectively and honestly
maintaining confidentiality
demonstrating intellectual capabilities

(4}

< 0D

Effectively handle a wark environment and conditions which involve:
o working closely with others
o working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
s making observations
o reading and writing
o operating assigned equipment
¢ communicating with others

ACCIDENT PREVENTION PROGRAM:
Reguired to follow all department safety regulations.

Revised 04/01



HipaLGo CounTy
Personnel Adjustment Request Form

e —

DATE: 11.15-08

e e
DEPARTMENT NAME/NUMBER: yulth & Human Services Depariment

CURRENT POSITION TITLE: Community Service Aide CURRENT SLOT. #: 012.G010

REQUESTED POSITION TITLE:
(For naw positions or reclassifications)

REQUEST FOR:

D Nenw Poston El Temporary Posbor EI Poston 2wecigssfication® Othes )

*Crvil Service Positions are submutted to the Civil Service Commission.

POSITION SALARY REQUEST:
Salary Amount: $ _&0, ‘f‘f 5 - ov I §25,445.00 $ 5 000 ,09
Currerft Budgeted Salary Proposed Budgeted Salary 7 Net Change

poation to he funded from ane of the following:

r_;‘J Current Department Budget [:] Anneal Budget Cycle m Will Requite Addibonal Funds

D Other

POSITION Type:

Fuil Tene Employre l" Part Yine L mployee . |
Object 13 Object 114

Fnter hourly rate for temp. postons

Fult Tine Temporary ‘ Par. Tune Tempotary | $
Object 121 Object 122 Hourly Rate * 2,080 hrs, per yem' = Annual Salary i

TEMPORARY POSITIONS:

Sart Late T Tind Date " Working Days & Hours Mours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICY L, B B
Exempt l v Exempt [ B
Non-Exempt ' / ] Non-Exemp! [ ' I
NiA Co

JUSTIFICATION/PRIORITY: (I xplan why thie prstion o adiustment request essenbial)

As u result of the Immunzation’s Program expansion the 116 15 requinng the department o update the state pravider registry, increase TVIC

prowiders. and increase educational and autréach activities i Hidalgs County Consequenlly, our current & CSA's positions wilt b crossed trames o

uprdate the stalewide registry and increase the community outreach ackvities, 10 assist in meeting s requierment OSHS has approved the distnbuhon

of excess grant sulary monies among thase & CSA's pusiliuns

HIDA (O3 COUNTY Proscind Adjustrert 3nques Jorm.
0614 2007 Tl Hovnet 80207006




NEW POSITION: friet job descrption and atlach o copy of the new job description

POSITION RECLASIFICATION: bxplain change and jor inceese n duties and respensibility. (Attach new job descnption)

See Altached Job Descnplion

HUMAN RESOURCES: Classitication and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

I

| USDING BVAILABLE 1N OLPL HUDGE !
2

PERSUNNEL PROCEDURES COMMLLITEE [_"__‘l VES L] »a
3.

GULGET PROCEDURES COMPLETEDR YES D [Tl
4. COMMISSIONERS COUR - AVIHUVAI DATE e
HIDALGD COUNTY Persoroel adjustmert Reoued Form

OBM 2307-atHt Ky B 72007




HivaLco County
Personnel Adjustment Request Form

. — I—
Health & Human Services Deparimunt

"

“DEPARTMENT NAME/NUMBER

CURRENT POSITION TITLE: Community Sgrvice Asde CURRENT SLOT, #: 17 Ganl

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

D Newe Postion D Temporary Position D Postion Reclassification® Other )

sCivl Service Pusitions are submitted to the Ciwvil Service Comniss:oit,

POSITION SALARY REQUEST:

- oC ) o2
Salary Amount; $ 0?0 L/L/'b_,___ s S.’.b,-f) Y $ '__5 00 0._,
Current Budgeted Salary Proposed Budgeted Salary ﬁet Change

Post:on to be funded from ang of the following:

] Current Department Budgel ] Annual Budget Cycle O will Require Addihonal Funds

D Ohex o
POSITION Type:

. " r
Full Time Employee V' Part Time Linployee l B
Object 113 Object 114
3 7 Emter houtly rate for temp. pusstions
Full Time Tempotary r ‘ Part Time Temporary | $
Obiect 21 Obex1 127 ) Towrly Rate * 2,080 Iws. per year - Antwua! Saiaty
TEMPORARY POSITIONS:
Start Date ' frd Date “Working Days & Howrs  Hours Per Week Durabion (2 weeks, 3 manths, elc.)

CIVIL SERVICE: R FLSA:

Exempt ] Fxempl ‘j
Nen-Exempl m Non-Exempt D

N/A [
JUSTIFICATION/PRIORITY: {Fxplain why Uus postion ar adjustment request 15 essential)

As a result of the immunization's Prograr expansion, tho s1ate 18 requrring e departinent 1o update the state provider raqistry. increase IVEC

providers, and increase edusational and outreach activities in Hidaigo County Conseguently, ous current 4 CSA'e pasiions will be  cronsad ttaned 1o

update the statewity reqistry ane incrense the community autieach activiias 10 #ss1s0in meelng this reqanrement. DSHS has approved the distnbution

of excuss grant salary monias among these 4 CSA™ posions

:;}l&ﬂ;ﬁ;?lr%'lﬂﬁ Parsune Ad:astmert Regues Foan
1, 2R Reviuvl B f52002




NEW POSITION: Erief jon description ond attach a copy of the new oh descnpien.

POSITION RECLASIFICATION: Fxplamn change and for increase m dubes and responsibilily. (Attach new jab description)

See Attlached Joh Descnplion

ADDITIONAL DUTIES: Expinn reasan for additional dubesand-attach fist of additwonat duttes.

COMMENTS: (Any comments you wish 1o make regarding this reguiest)

BUDGET & MANAGEMENT: Classification and Salary Rewomimendation

/ FUNDING AvaTLABLE TN DEPT PUDGHT

PEICSONNEL 2ROCHIURES COMPLETER

it st T SROCEDURES COMPLETED

4. T COMMISSIONE RS COURT APPRONAL a GATE

HIDALGO COURTY
it 2007-301

|:| WY

Petsorived Adjustmet Hmuest For
Rivvinned #/02007
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Hiparco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: ¢alih & Human Services Depastment DATE: 11.18.08

CURRENT POSITION TITLE: Community Sarvice Aide CURRENT SLOT. #: 012.GD12

REQUESTED POSITION TITLE:
{For new positions or reclassifications)

REQUEST FOR:

D New Postion |7,] Temparary Posibon D Positon Reclassification® Other o

«Civit Serviae Positions are submitted to the Civil Serviae Commissiorn.

POSITION SALARY REQUEST:

P - ‘ﬁ
Salary Amount: s RD, Y45, R $25.44500 $ '_5, 000.
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from e of the foltovany.
Curremt Department Budget D Annual Budge! Cycle [] Will Require Additional Funds
l:-] Cther L ) - i
POSITION Type:
Full Tane Employee r/ Parl time Employee | -
Object 113 Obiject 114
Enter howrly rate for lamp. postions
Full Time Temporary [ Part Tume Temporary | | $ B
Object 121 Object 127 Hourly Rate » 2,080 hrs, per year = Annual Salary
TEMPORARY POSITIONS:
Stant Date " Fnd Date ) Waorking Days & Hours “Hours Per Week Duration (2'u’r’eékg.viﬁohtﬁhs.;k..)
CiviL SERVICE: HSA:

" =
Exempt I I Exermpt '
Non-Exempt |

Non-Cxempt

JUSTIFICATION/PRIORITY: {Cxplain why this posiion or adjustment request i essential)

As a resull of the Immunizalion's Program expuansion the stale is requinng the depunimant o update the stale provider registry incieana TVFC

providers: and increase educational and oulreact activities in Hittalgo County  Consequently, our turient 4 CSA's posstions will e crossed trained 1o

update the statewide regizty and increasy the community oulrech netvikes, to assist in meeting this requirernent DSHS has approved the distnhutinn

of axcess grant salary manes among these 4 CSA's positions

SIDALGO COURTY Persariel Adjustined Roguet form
ORM 2007 A1 Revsed: §7:2007




NEW POSITION: Haet jah descopbon and attach a copy of the new job desciption.

POSITION RECLASIFICATION: Lxplan change and Jor increase in duties and responsibility. (Attach news job descrption)

See Altached Jah Descnplion

1 <o
FUSDING AVAILAGE TR DEPT DGH!
PERSOMNNEL PROCEDURES COMA PTED
4 0
SUESGET MRECFDURES COMPLETED I" ES [] Hii
3 naTE o
HIDALGO COUNTY Personme Mfusrer: Recoest Fom

AM 2007-00
i 01 Fewsad: BV2007




HivaLco County
Personnel Adjustment Request Form

DATE: 11.16.08

CURRENT POSITION TITLE: Community Seruice Aude CURRENT SLOT. #: 012-G013

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

D New Pogbon D Temporary Pestion !‘l Poston Rix lassification® E Other

+Civil Service Posiions are submitted to the Civit Service Commission.

POSTTION SALARY REQUEST:

s 04455 s s g 5000,F

Satary Amount: 1 . . . .
Current’ Budyeted Salary Proposed Budgeted Salary Net Change

Position to be funded trom one of the followirg:

E’J Current Department Budget D Arnuat Budget Cycle D Wil Require Addibonat =unds

D Othaet

POSITION Type:
Full Time Employee ' v/ Part Time tmployee I o . o
Object 313 Object 114
. Enter hourly rate for temp, postions
Full Tane Temporary | . Part Tume Temporary I l 4
Object 121 ’ Object 122 tourly Rate * 2,080 hrs. per year — Annual Saary

TEMPORARY POSITIONS:

".%l-.iri Date End Date \'v'&kmq Disys & Hou:'; o " Hours Per Week Dumlﬁm (? weeks, 3 manths, cic.)
CIVIL SERYICE: 1 FLSA:
Exempt . txempt [ i

Non-Exempt :,/-J Non-Exempt l__J
N/A [—)

JUSTIFICATION/PRIORITY: (Explan why this position or adjustinent request is essenlial)

As i fesull of the Immunwzation's Program expansion the state s reguirnng the department fa update the slate provirdesr Teqistry. increase TVFC

providers ang ncrease educational and autreach actvbies in Hidalgo County.  Consequently. our current 4 CSA'S postions, vall be crossed rained to

updote the stilewide QISR and increase the: community AUrRAch ackvilies, 1o assist n maeting this roquierent OSHS has aparoved the distnbution

of excess grant salary monies amung these 4 CSA's pastinns

IDALGT COUNTY sesscinel AJLAtmert Kegrest Faer
03N U760 Arvrpal. 807 007




NEW POSITION: Hiel o tesuripon and attach a copy of the new b description.

POSITION RECLASIFICATION: Explain change and Jor ingrease in duties and responsibility. (Attach new job descnpuon)

See Altached Job Descnplion

ADDITIONAL DUTIES: =xplom reason lor additional-duties and attach hist-of addibonal duties.

HUMAN RESOQURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classilication anc Salary Recommendation

1, ( af
¥ FURDIHG AVAILABLE IN DEIFT HURGHD
: 280
i (X1 CSONNE L BROCERURES COMPLETED
S (|7 |"u£5
180T RUBGET PROCEILRES COMPILETED

4 TCOMMISSIONIRS COU oAl [

HIDALGD [T Y Pepsonned Adustmart Recuest For
Rewised By7 2007

DBM 207021




HIDALGO COUNTY
HEALTH ADMINISTRATION DEPARTMENT

Job Title: C—o;\mumty Service Aide FLSA Status: Non-Exempt
Dept. Code: 340 o ____Civil Service Status: Non-Exempt
SUMMARY:

Performs duties under the supervision of the TVFC Program Coordinator & DON. Conducls
assigned mmunization audits in assigned childcare facilities, Head Start Centers, and Private &
Public Schools. Assists with annual assessments (CASA) as assigned. Assists with investigation
of vaccine-preventable disease and other Immunization tasks as assigned. Assists with TVFC
consumer information activities. Assists In updating the state wide immunization registry as
assigned. Assisls with (mmunization clinics Assists with other duties as assigned.
QUALIFICATION REQUIREMENTS:

To perform this job successfully, an indwidual must be able to perform each essential duly
satisfactonly The requirements listed below are representative of the knowledge, skill andfor
ability required Reasonable accommodations may be made to enable ndviduals with disabiities
to perform the essential duties and responsibililies

ESSENTIAL DUTIES AND RESPONSIBILITIES:

o Conducts assigned immunization audits in assigned child care taciiies and schools

~ Assists with chnic assessments software apphications (CASA) as assigned

.~ Assists with investigation of vaccnné-&éuentéble diseases and suspeclted Hept B

infections 1n pregnant women wiy

~ Assists with follow-up on the non-reactive rubella reterrals

o Assisls with TVFC consumer information activities.

o Assisls in updating the state wide immunization registry by using a vanety of established
methods to parents/provides I.e., phone, fax. face to face. Also, will resolve questionable
matches in Imm Trac
Assists LVN with service delivery activities
Assists with other TVFC program tasks as assigned
Performs other duties assigned.

C

o«

EDUCATION AND EXPERIENCE:
& High School Diploma or GED
o Technical school certificate or expefence \n similar work

CERTIFICATES, LICENSES, REGISTRATIONS:
o Employee must have proof of a current vahid Texas Motor Vehicle Operalor's License,
o Must be able to be insured by County Insurance carrier

OTHER SKILLS AND ABILITIES:

o Biingual English-Spanish required

< Able to perform duties in assigned areas

o Maybe be required to work other than normal or scheduled hours including weekends and

holidays

PHYSICAL DEMANDS: L e
The physical demands described here are represenlative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodation may be made to enable individuals with disabilities to perform the essential
functions




While performing the duties of this job, the employee 1S reguiarly required to speak and listen

The employee frequently is required to stand, walk, sil, use hands and fingers, handle or feel
objects lools or controls: reach, climb or balance. pend. stoop and kneel

The employee must occasionally lift and/or move objects weighing up to 25 pounds. Visual acuity
required by this job includes near and distant vision. depth perception, color perception, and the
ability to adjust focustvision to equal or be corrected to 20/20.

WORK ENVIRONMENT:

The work environment charactenstics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodation may
be made lo enable indwiduals with disabilities to perform the essential functions The noise level
in the work environment is usually low '

IMMUNIZATION/TB SCREENING REQUIREMENTS:

Employees may be required to receive immunizations recommended by the ACIP. ACP. and TDH
pased on anticipated disease exposure {(e.g hepatitis B or rabies vaccines) TB skin testing may
required

SAFETY REQUIREMENTS:
Maintain physical condition appropriate to the performance of assigned duties and

Responsibilities which may include the following:
o sitting for extended penods of time
o frequent standing. bending and reaching
o operating assigned equipment
Maintain mental capacity which permits:
o making sound decisions and using good judgment
o handling financial affairs effectively and honestly
< maintaining confidentiality
o demonstrating intellectual capabilities

Effectively handle a work environment and condiions which involve
~ working closely with others
o working in a multi-task enwironment

Maintain effective audio-visual discnmination and perception needed for
o making observations N
» reading and wnting Tt Bl
. operating assigned equipment
o commumicaling with others

ACCIDENT PREVENTION PROGRAM:
Required to follow all department safety regulations




