Personnel Adjustment Request Form

E 123'10

DEPARTMENT NAME/NUMBER: Enter department Name DATE: Enter Date

Hidalgo County Precinct #3/123 March 8, 2010

CURRENT POSITION TITLE: Enter position Title CURRENT SLOT. #: Enter current
001-035, 001-036, 001-
037

REQUESTED POSITION TITLE: Enter New Position Title
(For new positions or reclassifications)

Maintenance I
ﬁ
REQUEST FOR:

!f New Position D Temporary Position D Position Reclassification* Other

*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:

Salary Amount:  $ $ $ 28,000.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget D Annual Budget Cycle WiH Require Additional Funds
¥ pdwisgd Laad Torves snoslit |io
D Other
POSITION Type:

Full Time Employee lzl Part Time Employee D
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary Part Time Temporary $

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

Exempt [:l ! RECEI\/ED
Non-Exempt IZ] Non-Exempt |Z| MAR 19 2010
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential) Human Resourc 5

Employees needed for the new landfill substation located on 107 & Tomgill Rd.

Hiavrco County A1 20 LH,LF

HIDALGO COUNTY Personnel Adjustment Request Form
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NEW POSITION: Brief job description and attach a copy of the new job description.

Serves as general maintenance for Precinct Lanfill/collection stations. Loads material, trash, brush, etc., onto truck. May sometime unload the same.

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

1. K f"\aQW/.L 3-F-A40/0

DEPARTMENT HEAD DATE FUNDING AVAILABLE IN DEPT. BUDGET ] Yes [ no
ziﬂmaﬁ%ﬂw/m 03-14-19

HUMAN RESOURCES DIRECTOR + U DATE PERSONNEL PROCEDURES COMPLETED [ Yes [] no

DEPARTMENT OF BUDGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED [] Yes [JnNo
4., COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 12/4/2007




HIDALGO COUNTY
SANITATION/LANDFILL

Job Title: ~ Maintenance I FLSA Status: Non-Exempt
Department: | 4| — |24 Civil Service Status: Non-Exempt
SUMMARY

Serves as general maintenance for Precincts landfill/collection stations. This is aresponsible 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, and drainage clearing.

ESSENTIAL DUTIES AND RESPONSIBILITIES

° Loads material, trash, brush, etc., onto truck. May sometime unload the same.
o Assists in cleaning equipment, hand tools and truck.
o May perform minor repairs to the tools, equipment and truck.
. Cuts high grass or weeds and picks up brush along County right-of-way.
o Maintains shop area clean on daily basis.
May operate chainsaw to clear right of way.
J 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
J High School diploma or General Education degree (GED) preferred.

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

OTHER SKILLS AND ABILITIES

° Must have basic knowledge of hand tools associated with manual labor and the minor repair
of the equipment.

o Employees working in the installation of signs may use ajackhammer, pole hole digger, hole
auger, air compressor, etc., but all employees will be trained on the job to handle such tools.

° Ability to read and interpret documents such as safety rules, maintenance instructions and

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

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

o 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.

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 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
encounters 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:

. 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
. working in a multi-task environment
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