HIDALGO COUNTY

DISTRICT CLERK’S OFFICE
Job Title: Assistant Deputy Clerk/Scanner FLSA Status: Non-Exempt
Dept. Code: 090-001 Civil Service Status: Exempt

SECTION I - JOB DESCRIPTION
SUMMARY: The overall purpose and general responsibilities of the job.

Under direct supervision, is responsible for assembly, preparation and optical image scanning of
original legal documents; logs scanning information; batches documents; and performs related duties
as required.

ESSENTIAL DUTIES AND RESPONSIBILTIES:

1. Examines documents to be scanned for legibility and sufficient recording and indexing
information;

Enters type of record, instrument number and recording date;

Adjusts scanning equipment to correct optical settings for exposure, density and resolution;
Scans document and monitors screen image to ensure proper recording;

Maintains a daily log of documents scanned;

Assembles instruments in batches for forwarding to the appropriate section;

May deliver certified mail to United States Post Office;

Petforms related duties as required.
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SECTIONII -JOB UIREME

To petform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are tepresentative 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 EXPERIENCE:

e Graduation from High School ot General Education Development (GED) certificate.
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of general office procedures;

Ability to operate image terminal and basic office equipment;

Ability to perform tepetitive work with a minimal amount of supervision;

Ability to identify missing or incorrect information;

Ability to establish and maintain effective working relationships with co-workers, other
County employees and the general public.



SPECIAL REQUIREMENTS:

Acts in the name of the District Clerk and shall perform all official acts as may be lawfully done and
petformed by such Clerk in person, pursuant to Section 82.005(c) of the Texas Local Government
Code.

PHYSICAL DEMANDS:

Physical requirements include lifting/carrying 5-10 Ibs. frequendy; visual acuity, speech and hearing;
hand and eye coordination and manual dexterity necessary to operate computer keyboard, optical
scanner and basic office equipment. Subject to handling, reaching, walking and long petiods of
sitting to perform the essential functions.

DEPARTMENT JOB REQUIREMENTS: Variations in Job Requirements by department.

SECTION III - JOB DIME

RESPONSIBILITY: Supervision given, accountability, safety, and confidentiality.

Job has impact on work unit operations and the public image. Primary responsibility for the proper
operation of basic and specialized office equipment.

DIFFICULTY: Judgment, initiative and decision-making.
Decisions are made regarding individual wotk priorities.
GUIDANCE: Supervision received and level of independence.

Employee receives direct supervision when performing the essential functions. Well defined
procedures are used when completing work assignments.

WORKING CONDITIONS: Wortking environment and other conditions of employment.
Working conditions are in an office environment.
WORK LOCATION: Hidalgo County Courthouse — District Clerk’s Office

WORK HOURS: Monday — Frday, 40 hours per week



Hidalgo County District Attorney's Office
Job Description

Job Title: Clerk Typist

Exempt: No
Salary Level:
Job Category: Clerical

Summary: This is a position that involves limited independent judgment. Duties
include performing clerical work requiring application of various work methods and
procedures, and familiarity with departmental functions, policies, and practices. Does not
supervise any employees.

Essential Duties and Responsibilities:
Other duties may be assigned.

Make copies of forms

File forms and files

Shred files/documents

Fax documents

Minimal preparation of forms

Minimal answering of phone

Retrieve files from storage

File documents in the District Clerk's Office or County Clerk
May input information into the computer

May act as receptionist or telephone switchboard operator or as a backup for such a
position

May conduct limited research of records for information on criminal or civil records

Merge and edit legal documents in the computer.



Contacts law enforcement agencies, victims and witnesses.
Pull court dockets
Performs tasks as assigned by Supervisor

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 functions.

Computer knowledge:
Must have personal computer knowledge. Ability to learn new computer
software. Must be familiar with MS Windows products. Must type between 35 -

45 words a minute.

Education and/or Experience:
High school diploma or general education degree (GED).

Language Skills:
Ability to read and interpret legal documents

Mathematical Skills:

Ability to work with mathematical concepts such as probability and statistical
inference. Ability to apply concepts such as fractions, percentages, ratios, and
proportions to practical situations.

Reasoning Ability:
Ability to define problem(s), collect data, establish facts, and draw valid
conclusions.

Other Skills and Abilities:
Possess thorough knowledge of all major substantive law areas affecting program
clients.

Possess thorough knowledge and understanding of legal terminology and
procedures required by assigned duties.

Ability to get along well with people, assume responsibility and follow orders.
Ability to function at a high level under stressful conditions.

Ability to maintain confidentiality. Through knowledge of the “unauthorized
practice of law™.



Ability to perform high level analysis of cases and relevant legal materials.

Ability to communicate with persons in the client community. Bilingual ability is
highly desirable.

Knowledge and understanding of the legal problems and needs of the poor.

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

While performing the duties of this job, the employee is regularly required to sit;
use hands and finger, handle or feel objects, tools or controls; reach with hands
and arms; and talk or hear. The employee is occasionally required to stand and
walk.

The employee must occasionally lift and/or move up to 10 Ibs. Specific vision
abilities required by this job include close vision and the ability to adjust focus.

Work Environment: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions
of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

Must have a clear criminal record and must submit to a drug test.



HIDALGO COUNTY
JUVENILE PROBATION DEPARTMENT

Job Title: JCCC MONITOR FLSA Status: Non-Exempt
Dept. Code: 330 Civil Service Status: Exempt
SUMMARY:

Responsible for the Juvenile Court Conference Committee Volunteers and cases
assigned within a specific area. Directly responsible to the Volunteer Coordinator
and Assistant Volunteer Coordinator at all times.

QUALIFICATIN 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.

ESSENTIAL DUTIES and RESPONSIBILITIES:

e Responsible for completing and submitting, in a timely manner, all the
necessary forms and proper documentation related to any cases and/or
the program.

¢ Responsible for finding locations for any and all related activities to the
program (i.e. conferences, monthly/bi monthly committee meetings,
volunteer trainings, community service sites, etc.)

o Responsible for working with the chair/co chair of the committee assigned
within the specific area in developing the agenda for the monthly/bi
monthly committee meeting. Also preparing the necessary information (i.e.
sign in sheets, documentation logs, etc.) for any and all activities/meetings
related to the program.

o Responsible for attending all staff meetings and trainings assigned to by
the immediate supervisor.

o Responsible for disseminating any and all information to the volunteers
and community.

e Promote a positive image of the department in the community and
maintain a high level of professionalism and moral character at all times.

¢ Work in harmony with all departmental staff and perform any and all duties
as assigned to insure the efficient operation of the program.

e Ensure that all cases assigned are kept up to date with the proper
documentation and in order.

o Assist the staff within the program and department when necessary or
assigned by the immediate supervisor.

¢ Preferably be bilingual.



o Wear the appropriate attire that will convey a professional demeanor
which is acceptable for an appearance in the office and community at all
times.

CERTIFICATES, LICENSES, REGISTRATIONS:
e Employees must have proof of a current valid Texas motor vehicle
operator's license.
o Must be able to be insured by County's insurance carrier.

OTHER INFORMATION:

15 hrs/wk (mostly in the evenings)

Submit 3 references letters (by individuals not related to you)
Submit a finger print card.

Agree to a criminal history background check.

Agree to a sex offender registration check.

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

While performing the duties of this job, the employee is regularly required to talk
or hear. The employee frequently is required to stand. The employee is
occasionally required to walk; sit; use hands to finger, handle, or feel objects,
tools, or controls; reach with hands and arms; climb or balance; stoop, kneel,
crouch, or crawl; and taste or smell.

The employee must occasionally lift and/or move over 25 pounds. Specific
vision abilities required by this job include close vision, depth perception, and the
ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those
an employee encounter while performing the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties
and responsibilities, which may include the following:

e sitting for extended periods of time

e operating assigned equipment



Maintain mental capacity, which permits:

e making sound decisions and using good judgment
handling financial affairs effectively and honestly
maintaining confidentiality
demonstrating intellectual capabilities

Effectively handle a work environment and conditions, which involve:
e working closely with others
¢ 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 others

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



HIDALGO COUNTY

ROAD & BRIDGE

PAVED/UNPAVED
JOB TITLE: Maintenance | FLSA STATUS: NON-EXEMPT
DEPARTMENT: 122 CIVIL SERVICE STATUSES: NON EXEMPT

SUMMARY

Serves as general maintenance for the Precinct. This is a responsible position that may involve
minimal instruction or supervision. This is an unskilled manual labor position involved with
maintenance of County roads and right-of-way, or servicing an operation such as brush
collection, road patch work, and drainage clearing.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Loads material, trash, brush, etc., onto truck. May sometime unload the same.
Assist in cleaning equipment, hand tools, and truck.

May perform minor repairs to the tools, equipment, and truck.

Cut high grass or weeds and picks up brush along County right-of-way.
Maintain shop area clean on daily basis.

May patch County Roads.

May operate chainsaw to clear right-of-ways.

Regular attendance is a must.

Ability to work well with others.

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 functions.

EDUCATION and/or EXPERIENCE
e High School diploma or GED;
e Experience in masonry and cement work.

CERTIFICATES, LICENSES, REGISTRATIONS
e Must possess valid Texas Motor Vehicle Operator’s License
e Must be able to be insured by the County’s insurance carrier.

OTHER SKILLS AND ABILITIES .
e Must have basic knowledge of hand tools associated with manual labor and the minor
repair of the equipment.



¢ Employee working in the installation of signs may use a jackhammer, pole-hole digger,
hole-auger, air compressor, etc., but all employees will be trained on the job to handle
such tools.

e Ability to read and interpret documents such as safety rules, maintenance instructions and
procedure manual.

e Bilingual ability (Spanish and English) with the ability to converse fluently in both
languages, preferred.

e Ability to calculate figures and amounts such as simple addition, subtraction,
multiplication, and division in all units of measure.

e Ability to solve simple and common sense problems and interpret simple instructions
furnished in written, oral, diagram or schedule form.
Ability to understand, follow and give oral and written instructions.

Employee may be assigned other duties in addition to those listed; duties may change
according to the changing needs of the County.

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 performing the duties of this job, the employee 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 fifty (50) pounds. Specific vision abilities
required by this job include close vision, depth perception and the ability to adjust focus.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee
encounter while performing the essential functions of this job.

Must be able to perform heavy manual labor outdoors, within a five (5) day forty (40) hour
week, with exposure to hazards and conditions involving extremes of heat and cold.

The noise level in the work environment is usually loud.

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

o Sitting for extended periods of time
¢ Operating assigned equipment

Maintain mental capacity which permits:
¢ Making sound decisions and using good judgment
¢ Demonstrating intellectual capabilities



Effectively handle work environments and conditions which involve:
¢ 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

¢ Communicating with others

ACCIDENT PREVENTION PROGRAM
Required to follow all departments’ safety regulations





