HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: CQUNTY CLERK. RECORD ARCHIVE DATE: 12/21/09
CURRENT POSITION TITLE: OEPUTY CLERK (TEMPORARY) CURRENT SLOT. #: T009
REQUESTED POSITION TITLE:

(For new positions or redassifications)

REQUEST FOR:
J New Position {3 Temporary Position [J rposition Reclassification® Other EXTENSION OF TEMP POSITI

*Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:
Salary Amount: $ -0- $ 20,800.00 $ 20,800.00
Current Budgeted Salary Proposed Budgeted Salary — Net Change
Position to be funded from one of the foliowing:
0 Current Department Budget [0 Annual Budget Cyde (] Will Require Additional Funds

Other FUND BALANCE (FUND 1100)- RECORD ARCHIVE ACCT 9-1100-415-40-180-002-0-XXX

POSITION Type:
Full Time Employee { : ] Part Time Employee D $10.00
Object 113 Object 114
Enter hourly rate for temp. positions
Full Time Temporary Part Time Temporary D $  10.00 x 2,080.00 = $20,800.00
Object 121 VU Object 122 Hourty Rate * 2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS:

01/01/2010 07/01/2010 8AM -5PM 40 BMTHS

Start Date End Date Waorking Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt Exempt D
Non-Exempt [(]  tonExemot
N/A D

CATION/ PRIORI!‘Y: (Explain why this position or adjustment request is esscntial)
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NEW POSITION: Brief job description and attach a copy of the new job description.

SRR ARG 5

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLF IN DEPT, BUDGET
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HIDALGO COUNTY
COUNTY CLERK’S OFFICE

Job Title: Deputy Clerk — C-Fé’m p) FSLA Status: Non-Exempt
Department: 180 Civil Service Status: -Exempt
SUMMARY

Performs a variety of clerical functions which follow established procedures and which may
require some judgment and assistance to defendants, attorney, the general public and/or fellow
staff. Most work procedures are pre-established and on the job training is provided. The County
Clerk may set new procedures and/or changes as needed and deputy Clerks are expected to adjust
to any changes implemented.

ESSENTIAL DUTIES AND RESPONSIBILITIES

* Ability to type correspondence and other documents and materials using a typewriter and/or
processing software.

® Performs general clerical duties as required, including filing, indexing and recording, making
copies, sorting, stuffing and mailing documents.

* Ability to assist the public in person or by telephone, convey messages, make telephone calls,
faxes and distribute mail.

® Proofreads records and conducts research as needed on property records and on every
document available for public review in the County Clerk’s Office.

® Assists the public by answering questions on all real, personal and criminal correspondence.
Must have good communication skills.

® Must be flexible and available, if assigned to perform other duties in other departments which
may include any of the following: Deed records, Civil, Probate, Collections, Marriage,
Accounting, Criminal, Vital Statistics, Assumed Name Records and Commissioner’s Court.
Must be able to work overtime when required.

Ability to work well with others including vendors, fellow employees, elected officials and
department heads.

Must be able to accept and follow written and/or oral instructions.
Must be willing and able to follow all Civil Service rules.
Regular and timely attendance is a must.

Performs such other duties as may be assigned.

QUALIFICATION REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential function
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 functions.




EDUCATION and/or EXPERIENCE

® High school diploma or general education degree (GED) with typing courses, plus a minimum
of one (1) year of responsible clerical work experience, preferably with governmental entity;

® Any equivalent combination of experience and training which provided the required
knowledge, skills and abilities. :
* Bilingual is preferred.

OTHER SKILLS AND ABILITIES

* Ability to read, interpret and accept documents such as safety rules, operating and
maintenance instructions and procedure manuals.

* Ability to fill out reports and answer routing correspondence. Ability to speak effectively to
the public.

* Ability to add, subtract, multiply and divide in all units of measure, using whole numbers,
common fractions and decimals.

® 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 in standardized situations.
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 and duties of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions and job duties.

While performing the duties of this Job, the employee is requires to stand, sit, and use his/her
hands. The employee may be required to handle or feel objects, tools, or controls, and to talk and
listen extensively. The employee is required to reach with hands and arms, climb or balance,
stoop or kneel.

The employee must occasionally lift and/or move up to thirty- five (35) pounds. Specific vision
abilities required by this job include close vision and the ability to focus and read standard font
characters.

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.

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

* sitting for extended periods of time

®  operating assigned equipment.




Hidalgo County

Department of Budget & Management
FISCAL NOTE

*Fiscal notes are prepared by the Department of Budget & Management to present the budgetary impact of requests by departments/offices or of new proposals
that were not approved during the budget process.

To: Commissioner' Court
From: Raul Silguero Jr., Budget Officer
CC Dat Tuesday, December 29, 2009 Agenda Item: 19085

Summary of request/proposal:

The County Clerk's Office is requesting approval extend one (1) temporary full-time Deputy Clerk position, slot #
T009, budgeted hourly rate $10.00. Position requested for County Clerk Record Archive program. Position (s) will
be effective January 01, 2009.

Total
Current Adjustment/

Budgeted Adjustment/ Salary Salary

Fund Current Position New Position Slot# Obj Salary Requested Requested
1100 = DEPUTY CLERK T009 [121 $0.00 $20,800.00 $20,800.00
TOTAL $20,800.00
Budgetary Impact:
INCREASE/DECREASE ACCOUNT (OBJECT)

ACCOUNT NUMBER NAME AMOUNT
0-1100-415-40-180-002-0- 121 | CO CLK REC. ARCH.- TEMP F/T EMPLOYEES $10,360.15
0-1100-415-40-180-002-0- 211 (CO CLK REC. ARCH.- HEALTH INSURANCE -
0-1100-415-40-180-002-0- 212 (CO CLK REC. ARCH.- LIFE INSURANCE -
0-1100-415-40-180-002-0- 220 [CO CLK REC. ARCH.- FICA $792.55
0-1100-415-40-180-002-0- 230 CO CLK REC. ARCH.- RETIREMENT $934.49
0-1100-415-40-180-002-0- 250 [CO CLK REC. ARCH.- UNEMPLOYMENT COMP -
0-1100-415-40-180-002-0- 260 (CO CLK REC. ARCH.- WORKER'S COMP -

2010 Budgetary Impact $12,087.19

2011 Budgetary Impact: N/A

Possible Funding Sources FUND 1100 (FUND BALANCE)

Budget Office Recommendation:

Hidalgo Co. Budget Office
2/3/2008




