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GENERAL DESCRIPTION _ 5@
(=]

Under the supervision of the County Commissioner or otliérdes
Director of Construction is responsible for overseeing ﬂ.ﬂdﬁ]ﬁﬁlﬂ&!ﬂ
and/or renovation of storm drainage systems, to include chmdmaﬂﬁg
supervising construction projects. of

The position of the Director of Construction is appointed by @.nd
Cnunty’ Commissioner. %

EXAMPLES OF WORK PERFORMED

Schedules, establishes work priorities, and coordinating drainage maintenance and
construction projects

Directs through subordinate supervisors, such activities constructing, repairing, and/or
replacing storm and water drainage systems

Oversees the repairing and cleaning of drainage wells, storm water lift stations, alum
injection systems, and/or open drainage systems

Reviews plans and specifications relating to storm sewer, ditch and retention/detention
pond maintenance, construction and/or their reconstruction to determine manpower
requirements, and cost of equipment and personnel needed to construct and/or maintain
projects

Estimates costs and recommends modifications as needed using knowledge of construction
principles and regulations pertinent to ditch maintenance operations

Researches drain records to obtain information about drainage ditches such as location of
easements, drain maintenance work performed, and past or present problems

Inspects drainage construction projects in progress to ensure compliance with plans and
specifications

Checks such items as proper grade, placement of pipes, materials used, soil type, joints, and
constructed ditch maintenance activities

Oversees the clearing and grubbing activities including the removal and disposition of roots
stumps, stubs, logs, and other timber occurring within the grubbing limits

Performs other related duties as assigned
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GENERAL QUALIFICATION GUIDELINES

°Q‘m f‘?-*ﬁ’ “&;\I \\ég/ @"u

Four (4) years of experience in the planning, design, a.q%
systems. A Bachelors degree from an accredited r:u]leﬁe\-
management or related field. Two (2) years of experience ay

&

consti cttﬁ;n
or f.}ne( i ar

...5

of education. 0 -
[
o L =
Knowledge, Skills, and Abilities % 3
° Q)

standards mcludmg construction equipment and matenals pémnen\bcnd.ﬂ,s@sm
regulations, and laws affecting assigned projects og e Lwe“"

° S
Ability to effectively supervise the work of others, establish and Hmmtam .eéécﬁge-%kﬂ
relationships with other supervisor staff, employees, outside agencies, and the general public

Skill in designing water, sanitary sewer, and drainage improvement projects

Skill in negotiation of critical and controversial issues with engineers, regulatory agencies,
and/or the other governmerit agencies

atio ificati

- Employee must have a current valid Texas Motor Vehicle Operator’s License
Must be abl:e to be insured by the County’s Insurance Carrier

PHYSICAL DEMANDS:

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

Exposure to dirt, fumes, toxic materials, extreme temperatures, noise, vibrations and high
work places

Pushing, pulling, or lifting equipment or supplies used in surveying and inspecting
construction weighing up to 501bs

Sitting for extended periods of time

Stooping, twisting, or crouching for performance of inspections, surveying and monitoring
construction projects

Required to follow all County and Precinct safety policies and procedures

WORK ENVIRONMENT:
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The work environment characteristics described here are representat&gp:ﬁﬁtﬁ%s%ﬂaﬁ 9,
employee encounter while performing the essential functions of this ﬁé\ T 0
o. 3

: [s]
Q \.//3?'.&
¥ : o Q

The noise level in the work environment is usually moderate;fg
SAFETY REQUIREMENTS: S

Or- 5
. . o ' " o
Maintain physical conditions appropriate to the perfcnnarg&“g'ﬁ as

o
ot

o
s
responsibilities which may include the following: :}E ﬁ%
=]

of = .
e sitting for extended periods of time pis Q‘?

* operating assigned equipment % a

o o

Maintain mental capacity which permits:

» making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment 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

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations

e« 5 & 8 9
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DIRECTOR OF SANITATION

GRADE: 11

GENERAL DESCRIPTION

Performs senior-level sanitation work: Work involves directing and supervising operations
of the county sanitation department; Will supervise the technical, administrative, and
clerical staff to ensure the efficient and effective collection of solid waste throughout the
county,

EXAMPLES OF WORK PERFORMED

Planning, organizing, directing, controlling, inspecting and evaluating the work of
sanitation staff and department

Develops plans and procedures for responding to complaints
Prepares written reports on departmental operations

Conducts ficld inspections and reviews reports of activities to determine present effectiveness
and efficiency of operations and to develop more effective and efficient procedures

Keeps informed of the latest developments in waste collection technology

Plans and recommends the purchase of new equipment for better efficiency and
effectiveness

[nvestigates work-related accidents and submits injury reports; confers with the county
Safety officer

Implements training and safety measures for all staff
Prepares and submits written reports as required
Reviews employee personnel related docurments
Assists in budget preparation for the department

Assures good relations with the public through delivery of service and prompt handling of
special requests

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education
Five (5) years experience in waste collection and disposal with supervisory experience,
Graduation from an accredited four-year college or university with Bachelor's Degree in

Public or Business Administration; Experience and education may be substituted for one
another.

Knowledge, Skills, and Abilities

Knowledge of methods of management, administration, and effective supervisory
techniques as related to a county-wide waste collection operation

Ability to mterpret and enforce county and departmental rules, regulations, codes, policies,
and procedures and to evaluate their effectiveness

Excellent verbal and written communication
Ability to train staff

Knowledge in inventory control and procurement
Supervisory skills a must

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 find, 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 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.

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:
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e sitting for extended periods of time
¢ standing for extended periods of time
¢ operating assigned equipment

Maintain mental capacity which permits:

* making sound decisions and using good judgment
e 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

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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GRADE: 05

GENERAL DESCRIPTION O

oo®

Performs complex (journey-level) clerical work in areas Sﬁ:_d}_}
control, statistics, employment, human resources, purchasing, |arid'
involves compiling and tabulating data, checking documéntsfor ag ,
ducum_ents and/or stock and inventory, and maintaining files! Works
supervision with moderate latitude for the use of initiative%i:d inde -

CogoQ

EXAMPLES OF WORK PERFORMED RN =
-
= o
s@?&%mfé 00°"

(=]
a
Produces and proofs correspondence, reports, purchase orders, su?lﬁng;’i?
vouchers, records, and other related forms P03 % voo

Answers inquiries regarding procedures and policies, assists the public and staff in filling out
forms, and assembles and mails information packets

Posts information to agency records and modifies forms or records

Assembles, organizes, and tabulates data; and may compile and tabulate data, and prepare
charts, graphs, and tables

Maintains files, materials, and supplies

Opens, stamps, classifies, sorts, and routes mail, and maintains records on postage,
registered mail, and packages

Performs data entry, retrieval, and data searches

Receives, stores, and issues stock items

May perform arithmetic computations

May maintain office schedules and appointments

May perform back-up receptionist or telephone switchboard duties

May receive and forward payments to the appropriate agency staff

May screen applicants, administer employment tests, and assist in orienting employees
May arrange the scheduling, transfer, and display of surplus property

May make arrangements for repairs and services
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] ' ali d liance with specificatign %o
May inspect merchandise for quality and comp! p i ?}iﬁ Y @ ,55\’ D%o

o,
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May deliver or pick up documents, supplies, equipment, or magana.is)
o

Performs related work as assigned Do@
2

GENERAL QUALIFICATION GUIDELINES ;f};%:}
s

Experience and Education ‘; _

u . * \ = g
Two to Three (2-3) years experience in clerical work. Graduation P%m senigr 2
high school or equivalent is generally preferred. Vocational training.s ferted: rie

g 3
and education may be substituted for one another. i -
o
o L = o
. aga s Qa ; o
Knowledge, Skills, and Abilities ol EXAS o0
0o oaoo®

Knowledge of business or program terminology, office procedures, spelling, punctuation,
grammar, and arithmetic; of warehousing procedures; of purchasing policies and
procedures; of records administration and maintenance techniques and procedures; and of
state purchasing policies and procedures

Skill in using a personal computer and office equipment
MS Word and Excel

Ability to make arithmetic computations; to prepare and maintain records, files, and
reports; and to transfer stock from one location to another

May require a valid driver’s license

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 find, 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 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.
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The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS: 0
o

Maintain physical conditions appropriate to the perfnrmax;gi:[:‘: f

responsibilities which may include the following: o

=]
: . . o]
* sitting for extended periods of time g
* operating assigned equipment 4
of
Maintain mental capacity which permits: S

* making sound decisions and using good judgment °,
* demonstrating intellectual capabilities

s
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

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department's
safety regulations
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DIRECTOR OF ROAD AND BRIDGE

GRADE: 14
GENERAL DESCRIPTION

Responsible management, administration, and supervision involved in the planning,
scheduling, and directing of various public works projects concerned with the construction
and maintenance of county roads and bridges.

Under the supervision of the County Commissioner or other designated supervisor, the
Director of Construction is responsible for overseeing and managing the reconstruction
and/or renovation of storm drainage systems, to include coordinating, scheduling, and
supervising construction projects.

The position of the Director of Construction is appointed by and serves at the will of the
County Commissioner.

EXAMPLES OF WORK PERFORMED

Plans, coordinates, assigns, and supervises employees engaged in road, bridge, and drainage
construction and maintenance activities.

Coordinates construction and maintenance activities with other service groups and with
other state and local agencies.

Conducts studies and develops new methods for improving road, bridge, and drainage
construction and maintenance activities.

Responsible for work being completed in accordance with established schedules. Makes
periodic and special inspections of road, bridge and drainage maintenance and construction
projects.

Supervises the scheduling and coordination of manpower and equipment for public works
projects.

Designs and implements measures for work standardization procedures.

Establishes and directs training programs to instruct employees in schedule utilization, work
and safety methods.

Prepares and administers operating budget. Conducts staff meetings to plan and coordinate
activities of subordinate units.

Performs related work as required.
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Bachelor's degree in Civil Engineering, Construction Management, Public
Administration or related field, and five (5) years of experience in public works
engineering and management in road construction and maintenance,

A comparable amount of education, training, or experience may be substituted for the
minimum qualifications.

Knowledge, Skills, and Abilities

Knowledge of the principles and techniques of planning, management and scheduling as
they relate to civil engineering and public works projects. Knowledge of the methods,
materials and equipment common to road, bridge, and drainage construction. Knowledge of
civil engineering practices as they pertain to road, bridge, and drainage construction and
maintenance.

Ability to plan and supervise the work of supervisors, equipment operators, skilled and
unskilled laborers in public works construction and maintenance activities. Ability to
tactfully and effectively deal with the public, employees, and elected and appointed
officials. Ability to analyze, evaluate, recommend, and present long range public works
plans and programs.

Ability to effectively supervise the work of others, establish and maintain effective work
relationships with other supervisor staff, employees, outside agencies, and the general public

Skill in negotiation of critical and controversial issues with engineers, regulatory agencies,
and/or the other government agencies

Registration, Certification, or Licensure

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:

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

Exposure to dirt, fumes, toxic materials, extreme temperatures, noise, vibrations and high
work places

Pushing, pulling, or lifting equipment or supplies used in surveying and inspecting
construction weighing up to 501bs
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Sitting for extended periods of time

Stooping, twisting, or crouching for performance of inspections, surveying and monitoring
construction projects

Required to follow all County and Precinct safety policies and procedures
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.
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
s operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment 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

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations

. & & @& @
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HEA T
GRADE: 05 aé‘@
o
GENERAL DESCRIPTION NS

specialized operation of heavy and light equipment used fq%regpqm

construction programs; May train others; Works under ggneral su;

latitude for the use of initiative and independent judgment=" \ 5
o

EXAMPLES OF WORK PERFORMED o

2 e g
Operates a variety of types of gasoline and diesel equipment anddight and-heavy.eq 'I:nmtr:nt{;.ﬂnl
involved in construction and maintenance projects, such as gradem?bgék]ﬁs&{m’ht%xggcu

i 4 o

Ba

loaders, forklifts, dump trucks, or related equipment ®00% 600

Prepares daily reports and logs related to quantities of materials used, types of equipment,
work hours, and project status

Performs routine and preventive vehicle and equipment maintenance and repair to ensure
proper operating conditions

Performs general maintenance/manual labor as required
Performs traffic control set up on job sites to ensure safe working environments
Reports and/or repairs malfunctions on light and heavy equipment

May work on the reconstruction or rehabilitation of streets, surface maintenance, traffic
control, or drainage zones

May assist during emergency situations such as floods, severe weather, and accidents

May be required to read and interpret blueprints, drawings, and specifications for road or
other construction

May lead crew at job sites to ensure a safe working environment and provide on-site
supervision of crew task performance

May train others
Ability to work effectively and cooperatively with other crewmembers

Performs other duties as assigned
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GENERAL QUALIFICATION GUIDELINES 00°4 : 2::\“0
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Experience and Education o N @- S0
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Two (2) years of related experience. Graduation from a hlﬂ;;ﬂ%bﬂ f o
generally preferred. Experience and education may be sulls d W *y o
PE— =l =

% 2 - i @g
Knowledge of construction maintenance, repair, and Dper@n ofhig @ 2
equipment, including vehicles %.; AW 0

a

Ability to maintain records of materials, supplies, time, and {i'.ugrk P
effectively with the public; and to train others o

2 e - o°
a ! |
Regi i ificati i °°£’ Xi%*co“ﬂ
May be required to be licensed in a specialty area
May require a valid Texas driver’s license and/ or commercial driver’s license

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 find, 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 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.

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:
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sitting for extended periods of time
¢ standing for extended periods of time
® pperating assigned equipment b,

Maintain mental capacity which permits: ;’Q s
S 7
¢ making sound decisions and using good judgme tgé.lq Eﬂ'g
* demonstrating intellectual capabilities o ;:jﬂ
o 5 g
Effectively handle a work environment and conditions whtiE:‘,ﬁﬁ V. 1.! @ o
-] o
w o
+ working closely with others ‘0 o

¢ working in a multi-task environment

4 4
4]
Maintain effective audio-visual discrimination and perception necde&d'g\ E Xﬁ 3 0?

Yoo coo?
making observations
reading and writing
operating assigned equipment
communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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GENERAL DESCRIPTION ;Q |

Y

Performs complex (_]ﬂumey-level) building maintenance , girk Work involves|
maintaining and repairing buildings, utility systems, andtsrat-lnn eqmpment; ﬁpera.qu 7l
motorized equipment; requisitioning material and supphas “and ﬂ@{l :
train others; Works under general supervision, with mad&m@i& fo

initiative and independent judgment. °

OOGQOD'UGQ

EXAMPLES OF WORK PERFORMED %

L+

00 ]J.,
Performs maintenance and repair work such as plumbing, painting. S‘{E & E:‘;
conditioning, and mechanical _ 900 p00?

Performs carpentry work such as the installation, alteration, repair, and maintenance of
buildings, doors, windows, wood fixtures, and furniture

Performs gas and electric work such as welding, brazing, and soldering on ferrous and non-
ferrous metals to repair, maintain, or fabricate parts and equipment

Performs inspections of equipment, operating machinery, systems, and building accessories
and appliances to ensure proper maintenance and repair

Heats, treats, tempers, and sharpens tools.
Repairs electronic equipment
Calculates material and labor costs and orders parts and supplies

Maintains and repairs electrical outlets, control panels, switches, fixtures and accessories;
replaces and reseats brushes on motors; and splices wires and cables

May assist with the maintenance and repair of machinery, eqﬁipment, systems, or
- Ccomponents

May maintain records on work orders or projects

May maintain a workshop for the repair, alteration, refinishing, and construction of
furniture, fixtures, and equipment

May operate fire-fighting or life-saving equipment as required
May train others

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES 2T Y O L0

2
Experience and Education 0‘,0@@{3 & "} e

Three to five (3-5) years of experience in building mamtenancé@p Ie ition’)
from a standard senior high school or equivalent, supplemenqﬁ,ed b}' *J tippal I:rauung Arh;
designated trade, is generally preferred. Experience and eﬁ@éamn  Be subsututecl foru Y '

one another, |G
=\
. ) p— JE::” SN\

Knowledge of the repair, maintenance, and operation of bl.uldmgs ele&om
carpentry; of building materials and plurnhmg and electrical ﬁxrurgs of weld

and techniques; and of fire and safety regulations ? X &%

Ability to work from drawings, diagrams, sketches, or blueprints; to eszunate tﬂa’te?laﬁ to
apply proper methods, techniques, and procedures in the maintenance and repair of
buildings, and related equipment; to perform maintenance; to follow instructions; and to
train others

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 find, 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 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.

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

* standing for extended periods of time
* operating assigned equipment
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Maintain mental capacity which permits: >

R o
making sound decisions and using good judgment an © ) ¢ $ f"u
* demonstrating intellectual capabilities o @ PLETL AN, o,
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Effectively handle a work environment and conditions wiich uﬁ'qﬁl : g\ Q
. [« H s, 5 d
P 1P R
working closely with others 0 i @g
. : i 5 Q] 4 : i)
* working in a multi-task environment o Wi g _ o
T\ NG % ik
Maintain effective audio-visual discrimination and percepti}:én needed;;‘_ > / 2 S L.
* making observations %, G o
L I‘Eaﬁmg a.nd Wl‘ltlng uoon =?\'E % uon
 operating assigned equipment ®000gLNLE 25007
* communication with others
[ ]
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required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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GRADE: 02 o‘*‘i}%

GENERAL DESCRIPTION o"gy.

r"\\“\f >
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o h e
Operate complex, specialized heavy construction Equipme?gt_@ml g
and construction of County roads. f e

)

EXAMPLES OF WORK PERFORMED e

QOQ‘I’.‘IQ

- . " a a - " & o
Performs road maintenance or construction related duties while ﬁpcgratuéf‘eqmpmﬂn
]
o

= o°
o nuﬂf:X Iﬁﬁ%ua“oa

Transports equipment and supplies to and from the job site S0 5 pao?

Ensures/implements and maintains traffic control standards at work site; inspects and
manages precinct sign inventory and replacement

Performs routine maintenance on equipment or trucks and reports needed repairs
Maintains job site safety standards

May develop work schedules, evaluate lower level employees and prioritize jobs

May order supplies

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

E ; i Educati

High School Diploma, GED or equivalent experience. Minimum of two (2) years related

experience. Must have a valid driver’s license and may be required to have a Texas Class
“A" CDL license within six (6) months of hire.

nowledge, Skills, and Abiliti

Advanced knowledge of equipment operation and maintenance, skilled in using specialized
heavy equipment in the prescribed manner

Ability to perform multiple tasks simultaneously
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Ability to communicate effectivel i ' )
ty ate effectively, and to train others GDPU al (U} Jb%%
Tira , . ; S o
May require interaction with other departmental SUPETVISOrs & d Pes , c_:-r;per Co @o
agencies and staff, outside vendors or other professionals angd un ify; .state au:tl:g‘étﬁl -éﬂ
agencies fg) ‘f}*&l- = %
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PHYSICAL DEMANDS: ofx]/ Rl
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O

walk; sit; use hands to find, handle, or feel objects, tools or contfolg; re%m;ﬂl-handsiand o0
arms; climb or balance; stoop and kneel. Sog¥ ff: A AT, 0®°
P00g go0?®

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.

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
standing 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 a work environment and conditions which involve:

* working closely with others
* working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

* making observations
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ADMINISTRATIVE ASSISTANT IV

GRADE: 10

GENERAL DESCRIPTION

Employee performs advanced (senior-level) 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 limited supervision with considerable
latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Performs complex technical assistance work for an agency program

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

Prepares, edits, and distributes correspondence, reports, studies, forms, and documents

Responds to inquiries regarding technical program or administrative regulations, policies,
and procedures

Coordinates meetings, conferences, and seminars

Develops administrative and technical policies and procedures

Develops, coordinates, and maintains record keeping and filing systems

May assist in the implementation of program planning

May assist in compiling and analyzing data, making calculations, and preparing reports

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

May research technical and policy issues
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
Three to five (3-5) years of experience in administrative support work in a government
setting. Graduation from an accredited four-year college or university with major course

work in a related field is generally preferred. Two (2) years of experience maybe substituted
for one (1) year of education.

Enowledge, Skills, and Abilities

Knowledge of office practices and administrative procedures

Skill in the use of standard office equipment and software

Ability to implement new systems and procedures and to evaluate their effectiveness, to
communicate effectively, to effectively interpret programs and plans, to train others, and to
supervise the work of others

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 find, 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 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.

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
s operating assigned equipment
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Maintain mental capacity which permits:

* making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment 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

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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CLERKI
GRADE: 01
GENERAL DESCRIPTION
Performs (entry-level) clerical work in areas such as bookkeeping, mventory control,
statistics, employment, human resources, purchasing, or accounting; Work involves
compiling and tabulating data, checking documents for accuracy, transporting documents,
and maintaining files; Works under close supervision with minimal latitude for the use of
mnitiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Produces and proofs correspondence, reports, purchase orders, summaries, manuals,
vouchers, records, and other related forms

Reviews completed forms for signatures and proper entries
Provides information to the public by mail or telephone

Receives shipments and supplies, inspects for damage, and checks for correct quantity and
quality

Assembles, organizes, and tabulates data; may perform data entry and retrieval
Files and maintains forms, records, and reports
Opens and distributes incoming mail and prepares mail-outs

Delivers documents, supplies, or other items; takes deposits to the bank; and runs errands as
appropriate

May maintain office schedules and appointments

May perform back-up receptionist or telephone switchboard duties
May assist in conducting physical inventory

May receive and count cash

May make arrangements for repairs and services

May assemble and pack shipments, contact transportation companies to arrange for
shipping, and assist in loading trucks

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education
Six (6) months of experience with clerical operations: Graduation from a standard senior

high school or equivalent is generally preferred. Experience and education may be
substituted for one another,

Knowledge, Skills, and Abilities

Knowledge of office procedures and of spelling, grammar, punctuation, and arithmetic
Skill in using personal computers and office equipment

Ability to prepare and maintain records, files, and reports

Registration, Certification, or Licensure

May require a valid driver's license

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 find, 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 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.

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
s operating assigned equipment
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Maintain mental capacity which permits:

* making sound decisions and using good judgment
e 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

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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GENERAL DESCRIPTION & (;3‘
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Employee will perform moderately complex accounting W@ﬁ ?JH
financial statements, records, documents, or reports. Emplpyee ma:
phase of accounting work such as federal funds accounting;iprope
control, cost, payroll, or bond servicing. Employee works ﬁhder\gé'n\
moderate latitude for the use of initiative and independent jifdgment ang?
work of others. % =%

EXAMPLES OF WORK PERFORMED g . ?“
Prepares and/or oversees the preparation of financial statements with schedules and exhibits

Prepares and/or oversees the preparation of technical reports on estimates, cost data, and
budget items

Prepares and posts various vouchers and audits them for accuracy
Prepares monthly status analyses of funds and expenditures
Prepares various reports on federal grants, regulations, and statistics, as required

Maintains adequate records of expenditures, funds, appropriations, and expenses, as well as
of revenue collected and deposited

Assists in planning procedures and regulations to control the disbursement of allocated
funds and in preparing letters of instruction, manual revisions, and related forms as
necessary

Serves as a consultant on accounting matters to administrative, supervisory, or technical
staff, and assists agency administrators in applying financial data to the resolution of
administrative or operating problems

Provides technical assistance to technical and lower-level accounting staff in clarifying
operating problems, such as the allocation of income or expenses; cost accounting
procedures; the closing, correcting, or adjusting of journal entries; and the preparation of
special exhibits and schedules

Recommends improvements, adaptations, or revisions to the accounting system and
accompanying procedures

May train staff on the maintenance of accounting records on expenditures and revenue
collected, the posting of general ledgers, and the posting of journals
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May supervise the work of others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES
E . 1 Educati

with a Bachelor’s in Business Administration with major mﬁ;ewa
Finance with 15 hours of accounting courses. Na

Knowledge. Skills, and Abiliti

Knowledge of accounting principles and procedures; of budget controls; and of purchasing
methods and procedures

Knowledge of MS Word, Excel and 10-key calculator

Ability, to perform complex accounting transactions, to interpret laws and regulations, to
interpret and apply accounting theory, and to supervise the work of others

Knowledge of Uniform Grants Management Standards (UGMS) and GAAP

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 find, 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 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.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:
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Maintain physical conditions appropriate to the performance of aSsign t‘?d ties-a ﬁb 000
responsibilities which may include the following; c‘ﬁ@‘\) ! @’oﬁ
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sitting for extended periods of time ;Q}; o %
* operating assigned equipment o - D\ F %
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Maintain mental capacity which permits: o 4 -
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making sound decisions and using good judgment ‘Eﬂ @g
® demonstrating intellectual capabilities % b
4]
Q GD
Effectively handle a work environment and conditions which inyolve: o
=]
@ iy s o®
working closely with others o ﬂffgl XAEQ 00°
* working in a multi-task environment SRy

Maintain effective audio-visual discrimination and perception needed for:

making observations

reading and writing

operating assigned equipment
communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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