Letter of Transmittal
HIDALGO COUNTY
DEPARTMENT OF BUDGET AND MANAGEMENT

Date:1 |/ ioq

To: Esther Cortez, Human Resources From: Valde Guerra
Director Commissioner Court Executive Officer

~ Attached, please find __1___ original set (s) of an H.R. related agenda item that requires H.R.
- review and approval. Please return original document with corresponding signature of approval.

Al: 13278

C.C. Date: 1-13-09

Dept: Pct. IR&B

Note: Personnel adjustment forms must :be ;t:egiewed and signed by an authorized
" HR representative and returned to Budget & Management Dept. by 11:00 am on
Friday’s for inclusion on the following weeks Commissioners’ Agenda.

Human Resources Dept:

Received By:

Title:

Date: Time:

o Be revie
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Print Agenda Item

Page 1 of 1
Al-13278 17.A1.
Pct. 1 R & B Salary Adjustment/ Position Title Changes
CC REGULAR
Date: 01/13/2009

Submitted By: Mary Ybarra, COMM. PCT #1
Submitted For:  Mary Ybarra

Department: COMM. PCT. #1

Agenda Category: Precinct #1

Information
CAPTION T
Pct. #1 Road & Bridge: VIR S

a. Approval to adjust salary for slot #79, General Foreman (vacant position) by $8,000.00
(inc.).

b. Approval to correct title for slot #82, Personnel Manager (vacant position) to Human
Resources Manager - No Salary Change.

c. Approval of revised salary schedule.

BACKGROUND

Fiscal Impact
FISCAL YEAR: 2009 ACCT. #: 9-1201-431-00-121-005-0-113
FUNDS AVAILABLE Y/N?: Y MATCHING FUNDS Y/N?:

BUDGETARY IMPACT: LT
Funding for the salary adjustment of $8,000.00 for slot no. 79 General Foreman will be
from lapse Pct. 1 R & B salaries and/or unreserved f/b.

Attachments
Link: Pct. 1 R & B Salary Schedule
Link: Pct. 1 R & B Fiscal Note

Sl UER

Form Routing/Status

Route Seq Inbox Approved By Date ' Status
(Originator) Mary Ybarra  01/08/2009 11:45 AM CREATED

1 Budget & Management Veronica Lopez 01/08/2009 01:22 PM APRV

2 lvan Cantu PEND

3 Auditor's Office

4 Purchasing Department

Form Started By: Mary Ybarra Started On: 01/08/2009 11:45 AM

o

http://agenda.hgoco.net/frs/publish/print_ag_. mcmmcﬁn"seq—13278&rev num=0&form=A... 1/9/2009



Hmarco County
Personnel Adjustment Request Form

DATR:
PRECINCT 1 / 121 JANUARY 8, 2008
CURRENT POSITION TITLE CURRANRT KKOT.
GENERAL FOREMAN 005- 079
REQUEISTED POSITION TITLE)
(Per now poaltions ar reciawsificaifons)
ABQUEST POR:
Position O rempoeary Position [0 rostion Racksseston® XX} Otw _INGREASE SALARY
Sarvicn Preftions are submithed to the Owl Service Commiseion.
POSITION SALARY REQUEST)

Salary Amount: s 50,000.00 58,000.00 8.000,00
M =Tl W Nt i

Position i be fundad from one of the Rlowing:

[ Qwrent Depertment udget [ Anma Budget Cyde O WA Require Aditional Funds
O ohe bEY

A0SO Type:

PR Tme Empicyes Part me Employes

Obsect 113 E Cbfect 114 D

Enter houaly 9te for tasrmy. positions

Full Tene Temporary D * Part Tme Temporary D t
Object 121 Object 122 mym‘%mm;xrm o ANt Selery

TRMPORARY POSITEONS:
Shart Do End Dete “Working Owys 8 HOUS, | HoUrsPer Wolk | Duration (2 wedid, 3 ponii, eic)

CIVIL SERVICE: FLSA: o

N [0 e ]

Men-Brempe EX]  ton-Beems [xx

NA D

JUSTIFICATION/PREORITY: mmmnmwmmuumm

ute ¢ dgdyet iy

THIS POSITION REQUIRES A HIGHLY SKII.I.ED INDIVIDUAL, IN WHICH WOULD BE KNOWLEDGABLE

N U NG _EQUIP PERSONNEL AND HATERIA[.S NEEDED FOR PAVING AND OTHER

PROJECTS WITHIN THE PRECINCT. WILL ALSO NEED TO INSURE THAT PROJECTS AND ASSIGNEMNTS

ARE MEETING DEADLINES.

HIDALGO COUNTY
2007001 ovans 01772007




il WRMUR IS e

S edgat St

mmwwmmm.md&uﬁ‘ﬁm
N/A R

WWMMMWMWMWNM(MMﬂW)
N/A

mmmmhwummmmndmumdm
N/A

COMMENTS: (Any comments you wish to Muke regarding this recuest)

__TH1S POSITION WILL ALSO WORK CLOSELY WITH THE DIRECOR OF OPERATIONS TO FOLLOW UP

_ON CITIZENS COMPLAINTS AND MAKING SURE, ggugg‘onngg ARE COMPLETED ON A TIMELY MANNER.

HUMAN RESOURCES: Cassification and Salary Racommend stion

SUDEET & MANAGSENENT: Canffication and Seiary Recommendation

.wu
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HIDALGO COUNTY

ROAD & BRIDGE
PAVED/UNPAVED
e et —— - ;,;‘:i....:_;l._',.._.4,_._..,*-4_.,......A__,‘...,.._ e ——m
Job Title: ~ General Foreman .~ "= =i FLSA Status: Non-Exempt
YT e
DeptNo: 121~ CivilService Status: Exempt

SUMMARY:
Supervises the daily activities of county work crews involved in road and bridge
construction, mowing, road sign maintenance, paving, and patching.

ES§ENTIAL DUTIES AND RESPONSIBILITES:
e Assigns, monitors, and evaluates daily the work of all field crews under
. supervision to ensure that proper policies and procedures are being followed:
that work and safety standards are being maintained and that schedules are
, being met.
‘s Closely supervises that the beginning of each project assigned and ensures that
each crew member has a clear understanding of his or her long range
. assignment on the project and the project deadlines.
Trains new employees in their duties and in equipment operation as needed.
Follows up on calls and complaints from citizens.
Ability to operate all county vehicles/machinery for set operations.
Surveys roads for potential hazards and,oversees responses to those problems.
May maintain time records for all crew'mémbers supervised and submit
necessary information for payroll'and lekyg.purposes.
Carries out policies and applicable laws. .~
Responsibilities include interviewing, hiring and training employees, planning,
assigning, and directing work, appraising performance, rewarding and
disciplining employees, addressing complaints, and resolving problems.
e Regular attendance is a must.
¢ Get along with co-workers.

* e wR®

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;

EDUCATION and/or EXPERIENCE
/s High School Diploma or general education degree (GED).
%4 Bilingual preferred.
€ 'Four years of experience in construction and repair of roads, bridges, and
‘ drainage structures at least one yeagg&qghi;h involved supervision; or
¢ Any equivalent combination pﬁe@qﬁgn&g and training which provides the
required knowledge, skills, and ability,,, ... -
N

<



CERTIFICATES, LICENSES, REGISTRATIONS
te Employee must have a current valid Texas Motor Vehicle Operator’s License,
¢ Must be able to be insured by the County's Insurance carrier:
TR
OTHER SKILLS AND ABILITIES
o Employee may be assigned other duties in addition to those listed; duties may
change according to the changing needs of the County.
«\ Knowledge of effective supervisory principles and practices.
f* Thorough knowledge of the methods, practices, equipment, and materials used
in the construction, and maintenance, of rgadways and/or bridges.
Ability to communicate effectwely. TESpEcklly orally, with persons of varying
" educational backgrounds. ' Wy
Ability to maintain complete and accurate records.
Ability to operate a variety of equipment in road work.
Ability to perform strenuous work outdoors.
Ability to establish and maintain effective working relationships with other county
employees and the general public.

..‘,..

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 performmg the duties of this job, the gmployee 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 (50) pounds. Specific vision
abilities required by this job include close vision, depth perception, and the ability to
adjust focus; .,
WORK ENVIRONMENT: el it

The work environment characteristics descnbed here are representative of those an
employee encounters while performing the egséntial functions of this job;

The noise level in the work environment is usually moderate;

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

¢ sitting for extended periods of time;

e operating assigned equipment;

Maintain mental capacity which permits: .
e making sound decisions and using godo_jﬁﬁdgment;
o demonstrating intellectual capabilities;

2
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Effectively handle a work environment and conditions which involve:
o working closely with others,
e working in a multi-task environment;

Maintain effective audio-visual discrimination and perception needed for:
* making observations;
e reading and writing;
e operating assigned equipment,
e communicating with athers;

‘

A9vic

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

BRI

Approved 2001




Hmarco County
Personnel Adjustment Request Form

) .‘.-7-‘. j - “ R N
PRECINCT 1 L lm/08/2009

HM CURRART ROT.
'S h“? N G -
’:l.m. L7 R e sowess Mg o 00G5-0082.
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FORITION KALARY REQUEST

Amsunts 65,000.00 -Q- Py ~0-
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RX)  Cavomt Oepavtment Buiger 0 mnﬂnm [J YW Regsre axttonet Ands

O ove

POSITION Typm
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SUSTIVICATION/PRICAITYS (Explsin why thiy poesion UMM Is essantiel)

TI0 BETTER SERVE THE PRECINCT PERSONHEL BY HANAGINC » OVERSEEING ADMINISTRATION OF

HIRING, RETENTION, TERMINATION, PERSONNEL RECOR‘DSL LEGAL COMPLIANCE AND LONG~TERM
STAFFING STRATEGIES.
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NTW POBITTON: Sirief Iob description and sitach a copy of the aw 156 déscription.

SETS POLICIES FOR HIRING AND OVERSEES ADHERENCE TO EEQC AND AFFIRMATIVE ACTION

PROGRAMS AND DIVERSITY GOALS SET BY THE COUNTY.

PORITION RECLASTIRCATION: Exriain changs nd /or Incresse /n duties and resporsibiity. (Aliach new Job doscription)

ER T G AS NIRC

N/A ) fruas 48,

ADOETIONAL DUTEES: Expisin rewson for additional duties and attach st of sdciionat duties.
N/A

COMMNENTS: (Any comments you wish to make reperding this raqtest)

THIS_POSITION WILL ALSQ KEEP ABREAST OW_EN_GW*
Coretie ob Tlle. onpy . Sl Rewms He gime,

PR
!

HUMAN AESOURCES: Chnaification and Salary Recommendatdon
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BUDENT & MANASENENT: Coaficanion end Selary Recommendadon-
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Human Resources Manager

DEPARTMENT: PRECINCT 1 R a'B (Y /U J&_\_) FLSA STATUS: NON-EXEMPT

DEPARTMENT NO: 121

CIVIL SERVICE STATUS : NON-EXMPT

ESSENTIAL FUNCTIONS:

1.

2

n

ADDITIONAL RESPONSIBILITIE b. i

1

:JJ F\J

Under the direction of the Assistant {o the'President, develops and administers various
human resources plans and procedures for all company personnel.

Plans, organizes, and controls all activities of the department. Participates in developing
department goals, objectives, and systems wnth Assistant to the President, and recommends
necessary changes.

Implements and annually updates compensation program; rewrites yob descriptions as
necessary, conducts annual salary surveys and develops merit pool (salary budget), analyzcs
compensation; monitors performance evaluation program and revises as pecessary.
Develops, recommends. and implements personrel policies and procedures: prepares and
maintains handbook on policies and procedures; performs benefits administration to include
claims resolution, change reporting, approving invoices for payment, annual re-evaluation ol
policies for cost effectiveness, information activities program, and cash flow for said
program.

Develops and maintains affirmative action program, files EEO-1 annually: ma:ntains other
records, reports, and logs to conform to EEO regulations.

Conducts recruitment effort for all exempt-and nonexempt personnel, students, and
temporary employees, conducts new-employee orientations; monitors career pathing
program, employee relations counseling, outplacement counscling, and exit interviewing.
writes and places advertisements.

Participates in administrative staff meetings and attends other meetings, such as seminars
Evaluates reports, decisions, and results of department in relation to established goals
Recommends new approaches, policies, and procedures Lo effect continual improvements in
efficiency of department and services pgrqumed

o all cone

ws e

Establishes and maintains department records and reports

Maintains company organization charts and employee directory.

Performs other incidental and related duties as required and assigned.

EDUCATION AND EXPERIENCE:
EEquivalent to appropriate four-year college program,




JOR PREREQUISITES: Ci

Three (3) to four (4) years' personnel experience  Strong verbal and written commurmncation
skills. Good organizational skills. Familianity with applicable state and federal regulations
Pcrsonal leadership skills.

INDEPENDENT ACTION:

Responsible for centerwide human rescurces planning and development. Unusual personnel
problems, decisions involving a high doliar impact referred to supervisor.

SUPFRVISORY RESPONSIBILITY:
Provides functional guidance for administrative Su_ggort nceds.




