Hmavco County
Personnel Adjustment Request Form

‘ NAME/N HIDALGO COUNTY PCT. #4

CURRENT POSITION TITLE: OFFICE CLERK / RECEPTIONIST

CURRENT SLOT. #: 007-0052

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
O New position O remporary posiion O3 rosition Rectassification® [7] Other DELETE POSITION _ - .
*Civil Service Positions are submitted to the Civil Service Commission,
POSITION SALARY REQUEST:
Salary Amount:  § 18840 s 0 s -$18640
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
] Current Department Budget (0 Annual Budget Cycte [ Will Require Additional Funds

& one SPULS of finds Ul e, made anailalle -

POSITION Type:

Full Time Employce ! v , Part Time Employce D

Object 113 Object 114
_ . Enter hourly rate for temp positions
Full Time Temporary D Part Time Temporary I: | s .
Object 121 Object 122 Hourty Rate * 2.080 hrs. per year - Annua) Salary
TEMPORARY POSITIONS:
T Swrdate " EndDate. T~ " Working Days & Hows ~ Hours Per Week Duration (2 wecks. 3 months, elc.)
CIVIL SERVICE. FLSA:

Exempt [] Exempt LJ
Non Exempt Non-Exempt [ZI
N/A D

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

R D el Eah 4

-— ——

THE PRECINCT HAS GREATER NEED FOR TRAINED ACCO

UNT$ PAYABLE CLERK HENCE WE ARE PROPOS[NG TO DELETE SAID
POSITION AND CREATE AN UPGRADED ACCTS. PAYABLE CLERK POSITION.

e —

AL gty

Prrsenel Adissnuent Resjuest bonn
03M 22 n* .



NEW POSITION: Brief job description and attach a copy of the new job description.
SEE ATTACHED JOB DESCRIPTION

POSITION RECLASIFICATION: Explain change and /or increase In dutles 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)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

S VD,OH.)./ s/a. g
n:mzmem nm) J v m.g DATE FUNDING AVAILABLE IN DCPT. BUDGET ves  [J no
RESO :s' mccron 3 I ‘ “DATL PERSONNEL PROCEDURLS COMPLLTID B-ves [Jwo
5o ,ba |
mmmrm OFf BUDGE MANA@(:NT DATL BUDGET PROCEDURES COMPLETED E/vrs [ xo
4.~ COMMISSIONERS COURT APPROVAL DATE o

HIDALGO COUNTY
08M 2007-001
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Rewvised: 8/1/2007



HipaLco County
Personnel Adjustment Request Form

HIDALGO COUNTY PCT. #4 OATE: 52000

CURRENT POSITION TITLE: m CURRENT SLOT. #: (J)S% <

REQUESTED POSITION TITLE:  ACCOUNTS PAYABLE CLERK
(For new positions or reclassifications)

REQUEST FOR:

[2] New Position ] temporary Position 0O Pposition Reclassification® (] Other __ .
*Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

Salary Amaount: $ o S §28,000 $ a%; 000 : DD |

Current Budgeted Salary Proposed Budgeted Salary Net Change

Pasition to be funded from one of the following:

Current Depantment Budget [J Annual Budget Cycle (O Will Require Additiona Funds
O oner  (61204.431.00-126.007.0.890) 2009 RAB OTHER - whad Mmm Jrot Dilghd Uk DDSIhd\\ .
v C 4 .
POSITION Type:
Full Time Employee Part Time Employee L—]
Object 113 Cbject 114

Full Time Tel"ml aly Palt |Illl3 Te"'m'aly | | s
D

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

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

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

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

THE PRECINCT NEEDS ADDITION HELP WITH ACCOUNTS PAYABLE. ‘

HIDALGD COUNTY Personncd Adjustroont Roquint § o
1AM 2007-001 Revised: 8772007



NEW POSITION: Brief job description and attach a copy of the riew job description.
SEE ATTACHED JOB DESCRIPTION ’

POSITION RECLASIFICATION: Explain change and /or Increase in dutles 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)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation
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DEPARTMENT Hzaoa DATL FUNDING AVAILABLE IN DEPT. BUDGET ves  [T] no

2 05 30-A
RESOURCEP AIRECTOR DATE PERSONNEL PROCECURES COMPLETED s [Jwo
] . 520 |09
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4. COMMISSIONERS COURT APPROVAL DATE e
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