HiparLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: (County Judge's Office Dept. No. 110 DATE: 12/23/09

CURRENT POSITION TITLE: NA CURRENT SLOT. #: T029

REQUESTED POSITION TITLE: Administrative Assistant
(For new positions or reclassifications)

_—_—m———ee—_————————————————
REQUEST FOR:

[ New Position Temporary Position [J rosition Reclassification* ] Other
*Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

Salary Amount: $ 0 $ 48,657.00 $ 48,657.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

(| Current Department Budget D Annual Budget Cyde Will Require Additional Funds
O Other

POSITION Type:

Full Time Employee D Part Time Employee I:, 23.3028

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary Part Time Temporary D $ 48,657.00

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
11110
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE:

FLSA:
Exempt Exempt
Non-Exempt D Non-Exempt D
N/A D

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

One Administrative Assistant has taken leave wilhout pay for a pericd not lo exceed six months.

HIDALGO COUNTY
D&M 2007-001 WMWR%W




NEW POSITION: Brief job description and attach a copy of the new job description.
The temporary Administrative Assistant will provide information and assistance to the general public and make pressntalions and attend meetings

as representative of the Office of the County Judge.

POSITION RECLASIFICATION: Explain change and /or increase in duties 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

1. 12/23/08

DATE FUNDING AVAILABLE IN DEPT. BUDGET 0Oy [Jwo
2,

DATE ~ PERSONNEL PROCEDURES COMPLETED O ves [Jwo
3. 4 1% wq Pl

DATE BUDGET PROCEDURES COMPLETED ] Yes [JNo
4. COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel

DBM 2007-001 Revised: wn;g';n




Hiarco Counry
Personnel Adjustment Request Form

DATE: 12/01/09

" DEPARTMENT NAME/NUMBER. COUNTY JUDGE {110-006)

CURRENT POSITION TITLE: CURRENT SLOT. #: T028

REQUESTED POSITION TITLE: ADMINISTRATIVE AIDE H{TENMPORARY)

{For new positions or reclassifications)

REQUEST FOR:

New Position & Temporary Position E Position Redassification® {} Other

*Civil Service Positions are submitted to the Tl Service Commission,

POSITION SALARY REQUEST:

45 08

ol

o Salary

s
Currenyt Budgeted Salary

$

Gabars A vits
Salary Amount

Proposed Budgete Net Change

Fomtion o be funged from one of the foliowing:

Current Department Budget 7] Annual Budget Cycle 71 Witl Require Additional Funds

Oiher COUNTY WIDE. CONTINGENCY 8-1100-415-00-115-002.0-899

POSITION Type:

]

| $ 46-82607%~

Full Time Employee Part Time Employee [::]

Obiact 113

Object 114

Po—

i

Enter !!{;wi‘f rate for temp, positions

Full Time Temporary } Part Time Temporary ! $ 1BACEGZI X-BO8OTS = $95.060:60
SRS i Lw.wj

Obiect 121 Object 122 Hourly Hate * 2,080 hes, por year = Annual Salary

TEMPORARY POSITIONS:

e 2 e — 40 so<aB o~ b
L had UM e Y2 5

Start Date End Date Norking Days & Hours Hours Per Week Buration {2 weeks, 3 months, 616}

CIVIL SERVICE: FLSA

Exempt Exermpt im ]

r—

Non-Exempt

[7]

i

JUSTIFICATION/PRIORITY: {Explain why this position or adjustment request is essential)
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NEW POSITION: Brief job description and attach a copy of thenew job description.
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POSITION RECLASIFICATION: Explain change and Jor 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

1
DEPARTMENT HEAD DATE FUNDING AVAILABLE IN DEPT, BUDGET e [Jwo
2, P
;«;yﬁgzi\ﬁouncs% wm R DATE PERSUNNEL PROCEDURES COMPLETED 7] ves [Jwo
3, M \( , (V113
DEPARTMENT OF BUCDET & MANRGEMENT (] DATE HUDGET PROCEDURES COMPLETED Ms R
4. COMMISSIONERS COURT APPROVAL DATE
HIGALGO COUNTY Faesonnal Adjustmert Reguest Fam

DEM 2007-001 Revisod: 8/7/2007




