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HIDALGO COUNTY
ELECTIONS DEPARTMENT
Job Title: Data Processor | FLSA Status: Non-Exempt
Dept. Code: 130-001 Civil Service Status: Non-Exempt

SUMMARY:

Works closely with other data processors in an effort to perform the duties of processing
voter registration questions to the public and election workers. Work is performed under
the immediate direction of the Election Administrator,

ESSENTIAL DUTIES AND RESPONSIBILITIES:
o Interpret and read city and county map boundarles.
» Provide public assistance in responding to telephone calls, questions, and
requests for information.
¢ Regular attendance Is a must.
¢ Ability to work well with others.
¢ Perform such other duties as may be 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 knowledge,
skill and/or ability required. Reasonable accommodations may be made to enable
individuals with disabllities to perform the essentlal duties and responsibllities.

EDUCATION and/or EXPERIENCE .
* High school diploma or general education degree (GED).
o One (1) year experience.
o Computer and data entry skills. -
o Bllingual Is preferred.

CERTIFICTES, LICENSES, REGISTRATIONS:
o None

OTHER SKILLS AND ABILITIES
¢ 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. Reasonable
accommodations may be made to enable individuals with disabliities to perform the
essential functions.

While performing the duties of this job, the employee is required to talk or hear. The
ewployee 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 ams, climb or
balance, stoop or kneel.

The employee must occasionally lift and/or move over twenty-five (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 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 to loud.

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.

e operating assigned equipment.

Maintain mental capacity, which permits:
e making sound decisions and using good judgment.
¢ demonstrating intellectual capabilities.

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. : - -
¢ reading and writing.
¢ operating assigned equipment.

¢ communicating with others.

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

ADDITIONAL DUTIES AND RESPONSIBILITY Approved by CC 3/26/03
o Work closely with Voter registrar to maintain accurate and update voter
registration files.
o Assist the Voter Registrar Assistant with projects assigned by Elections
Administrator. '
o Regular attendance is a must.
o Manual filing of voter registration applications.
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HIDALGO COUNTY
Elections Department
Job Title: Data Processor Il FLSA Status: Non - Exempt
Dept. Code: 130-001 Civil Service Status Non - Exempt
SUMMARY:

Will work closely with Data Processors | & ll to perform the duties of processing voter
registration applications and forms; will work with the public to answer questions and
assist with public requests; will work closely with the Street Indexing Specialist to
correct data entered. Work is performed under the immediate supervision and direction
of the Elections Administrator and Executive Assistant.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Interpret and read city and county map boundaries for proper precinct locations;
Perform street indexing on incorrect data entry such as addresses and precincts;
Knowledgeable of Deputizing Program for public, business and organizations
utilized in Voter Registration process;

Assist the phone bank supervisor as needed during elections;

Assist Election Specialist with mail-in ballots, provisional ballots, overseas
ballots, and other duties as necessary;

Be knowledgeable of election laws and policies;

Assist with all Secretary of State Reports, such as, but not limited to DPS,
cancellations, deceased, and felons;

Assist with presentations and projects as assigned by the Elections Administrator
and/or Executive Assistant;

Maintain accurate and up to date voter registration data and files;

Assist public either by telephone or in person with voter registration application
information and elections information as needed;

Provide public assistance in responding to telephone calls;

Assist public with request information and questions;

Perform manual filing and scanning of voter applications and forms;

Must have good writing and communication skills;

Must be well organized;

Ability to work well with others including contractual entities, department
employees, elected officials, and department heads;

Assist the IT department in the Election's Warehouse in regards to voting
equipment and election supplies;

Perform other duties as may be 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 knowledge,
skill and/or abilities required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential duties and responsibilities.
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EDUCATION and/or EXPERIENCE:

High school diploma or general education degree GED;

Must have excellent computer and data entry skills;

Knowledgeable of Microsoft Office programs such as Word and Excel;
Bilingual is preferred.

OTHER SKILLS AND ABILITIES:

¢ Able to read maps and boundaries and acquire knowledge of county jurisdictional
lines such as county, commissioner, Justice of the Peace, city and school
districts, etc.;

o Ability to read, interpret and accept documents such as public requests;

o Ability to communicate effectively with staff and the public.

ADDITIONAL DUTIES

o During elections, must be available to work extended hours and/or weekends
when necessary;

e Must be able to work under stressful and demanding conditions;

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

¢ Regular attendance punctuality is a must.

CERTIFICATES, LICENSES, REGISTRATIONS:
¢ Employee must have a current valid Texas Motor Vehicle Operator’s License;
¢ Must be able to be insured by the County's insurance carrier.

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 regularly required to talk or
hear. The employee frequently is required to stand. The employee is occasionally
required to walk; sit; use hands to 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 thirty-five (35) 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.

The noise level in the work environment is usually moderate.
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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;

e Operating assigned equipment.

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

Effectively handle a work environment and conditions which involve:
o Working closely with others;
¢ Working in a multi-task environment.

Maintain effective audio-visual discrimination and perception needed for:
¢ Making observations;
¢ Reading and writing;
¢ Operating assigned equipment;
» Communicating with others.

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ safety regulations.
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HIDALGO COUNTY
Elections Department
Job Title: Street Indexing Specialist FLSA Status: Non - Exempt
DeptNo:  130-001 Civil Service Status: Non-Exempt

SUMMARY:

Performs a variety of functions which follow established procedures and which may
require some judgment and specialized subject knowledge such as advanced
technological understanding of various programs and resources.

ESSENTIAL DUTIES AND RESPONSIBILITES:
o Ability to work with comma delimited and other file formats such as csv;

Extensive knowledge of Microsoft Office Suite (Excel, Access)SQL,;

Computer and Network Troubleshooting: Hp Print Servers;;

Ability to troubleshoot and repair printers or scanners;

Knowledge of ArcGis Desktop; (geocoding), (gps);

Act as a technical advisor regarding standard or innovative elements for IT and

GIS technology transfer;

o Assist in the determination of IT and GIS standards for Depariment, and any
required modifications;

» Work closely with city and school officials on their boundaries to prepare on GIS
System;

o Experience with plotter, printing in various sizes; laser and dot matrix printers and
have knowledge of jurisdictional lines and outliers;

o Requires training of office staff on new technology and procedures to help in
improving accuracy of voter registration entries;

o Work closely with the Voter Registration Department and generate and upload
daily reports to the Secretary of State;

¢ Check State Validation listings, errors, rejects, plus DPS downloads and have
knowledge of converting into database format which then requires Geo-coding;

o Work in a multi-task environment;
Fulfill public information requests such as but not limited to voter lists and maps
of jurisdictions, cities, schools, etc;

¢ Prepare and print all polling location maps for poll workers during elections and
have knowledge of special maps such as split precincts, and overlapping
boundaries;

e Must be able to work overtime when required;

e Must be flexible and available if assigned to perform other department duties for
cross training;

e Must have good judgment, be courteous, cooperative, maintain a good
attendance record and be properly dressed for the job;

e Must be able to perform consistently and effectively under extreme pressure;

o Must be observant of rules and safety procedures;
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o Working hours may vary, especially during elections;
o Ability to work well with others;
¢ Regular attendance is a must.

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

o Bachelor of Science degree and/or commensurate experience in information
technology (IT);

¢ Geographical information system (GIS) technology preferred;

e Must have at least three (3) years experience in computer field or at least one (1)
year experience in an Elections Department;

¢ Knowledge of industry standard hardware and software preferred;

o Bilingual is preferred.

CERTIFICATES, LICENSES, REGISTRATIONS
¢ Employee must have a current valid Texas Motor Vehicle Operator's License;

OTHER SKILLS AND ABILITIES

o Ability to read and interpret document such as safety rules, operating and
maintenance instructions and procedures manuals.

o Ability to fill out reports and answer correspondence.
Ability to speak effectively before groups of customers and employees.

o Ability to add, subtract, multiply and divide in all units of measure using whole
numbers, common fractions and decimals.
Ability to compute rate, ration and percent to draw and interpret bar graphs.

e Ability to apply common sense understanding to carry out instructions furnished
in written, oral or diagram form.

¢ Ability to deal with problems involving several concrete variables.

o 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 twenty-five (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 encounters while performing the essential 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;

o operating assigned equipment;

Maintain mental capacity, which permits:
¢ making sound decisions and using good judgment;
o demonstrating intellectual capabilities;

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

Maintain effective audio-visual discrimination and perception needed for:
making observations;

reading and writing;

operating assigned equipment;

communicating with others;

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ safety regulations;
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ADMINISTRATIVE ASSISTANT IIT

GRADE: 08

GENERAL DESCRIPTION

Employee performs complex administrative support or technical program assistance work.
Work involves disseminating information, maintaining filing systems, and performing
internal administrative support work. Employee may supervise the work of others and may
train others. Employee works under general supervision with moderate latitude for the use
of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Prepares, interprets, and disseminates information concerning agency programs and
procedures

Prepares, edits, and distributes correspondence, reports, studies, forms, and documents
Participates in the planning and execution of an agency program

Develops, coordinates, and maintains record keeping and filing systems

Responds to inquiries regarding rules, regulations, policies, and procedures

Coordinates meetings, conferences, and seminars

Assists in the development of administrative or technical assistance policies and procedures
May coordinate work between organizational units of the agency

May assist in compiling and analyzing data, making calculations, and preparing reports
May assist in the preparation of presentations for administrative hearings

May research, compose, design, or edit agency publications such as brochures, forms, and
manuals

May develop training materials
May train others
May supervise the work of others

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to three (2-3) years of experience in administrative support work. Graduation from a
Junior college with an Associate’s degree in administrative support preferred. Experience
and education may be substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of office practices and administrative procedures

Skill in standard office equipment and software

Ability to implement administrative procedures and to evaluate their effectiveness; to

interpret rules, regulations, policies, and procedures; to communicate effectively, to train
others; and to supervise the work of others

Page 2 of 2
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EXECUTIVE ASSISTANT 1
GRADE: 13
GENERAL DESCRIPTION
Performs highly advanced (senior-level) professional assistance work for an executive; Work
involves coordinating or overseeing high level administrative operations of the County or
department. May plan, assign, and/or supervise the work of others; Works under minimal
supervision with extensive latitude for the use of initiative and independent judgment.
EXAMPLES OF WORK PERFORMED
Provides administrative and technical assistance to a County executive
Plans, prepares, or oversees the preparation of periodic and special reports
Interprets policies and procedures and makes administrative decisions
Develops administrative procedures, standards, and methods
Oversees the preparation of manuals and publications
Oversees the review and evaluation of work content for the purpose of developing effective
administrative practices and formulating policies that may contribute to the improvement of
public services provided by the County
Coordinates work with other governmental agencies and private organizations
Advises the County’s executive on administrative matters within the department or county
May assist the executive with general human resource management actions
May assist in budget preparation
May plan, assign, and/or supervise the work of others
May plan and coordinate special and administrative assignments and programs
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three (3) years related experience. Graduation from an accredited four-year college or
university with major course work in business administration or a related field is generally
preferred. Experience and education may be substituted for one another.
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Knowledge, Skills, and Abilities

Knowledge of accepted business practices and procedures involved in providing services and
of applicable rules, regulations, and policies, as well as related legislative and legal practices
and procedures

Ability to communicate effectively, and to handle high level administrative issues, to assign
and/or supervise the work of others

Ability to analyze and solve work related problems
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ELECTIONS PROJECT COORDINATOR

GENERAL DESCRIPTION

Provide intermediate-level PC technical support for all Election Department employees
and remote sites. Coordinate the order, receipt, inventory, assembly, integration, check-
out, delivery and installation of personal computer related hardware and software.

EXAMPLES OF WORK PERFORMED

Provides intermediate-level PC technical support for all Election Department employees
and remote sites for both hardware and software

Coordinates ordering, receiving, inventory, assembly, integration, check-out, delivery and
installation of personal computer related hardware and software

Monitors and manipulates computer setup options for routine computer operations

Maintains accurate computer inventory and location of all computer software and
hardware including peripherals; Task includes installing and de-installing systems and
maintaining accurate software licensing and information

Works with the Repository Administrator to coordinate software and hardware inventory
for the Election Department

Coordinates orders for needed computer equipment; Ensures that all equipment is ordered
by purchase orders and verifies delivery dates; Ensures that equipment is delivered in
good condition and contacts vendor(s) to resolve any problems (delivery, equipment, etc.)
and/or coordinates delivery schedule and destination of computer hardware and software

Verifies hardware and software shipments against Election Department purchase orders
and inspects equipment upon arrival

Assembles hardware and/or software components, performs hardware/software
integration to provide a stand-alone computer system, and ensures it is operating as it is
designed and operates properly

Configures and installs PCs and related software and set up and configure network
connections to file servers, application servers and the Internet

Coordinates deliveries and installation of equipment to user installations and performs
tests to ensure the system is operating properly, de-installs equipment and provides
replacement system as required



Works with vendors to resolve non-functioning equipment problems arranging for
replacements and/or exchanges

Supervise and train co-workers and assistants on daily duties and during projects
Performs all other related duties as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Associate Degree in Computer related field. Four (4) years of related experience. Good
understanding and knowledge of computer systems is required with knowledge of
mainframe systems, related software, business principles and procedures preferred.

Knowledge, SKills, and Abilities

Good understanding and knowledge of computer systems is required

Ability to work independently or as part of a team, good oral and written communication
skills, strong analytical and organizational skills, ability to solve problems quickly and
completely and coordinate activities simultaneously





