HiparLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: pp's (STATE SUPPLEMENT) 080-010 DATE: ga/23/2010

CURRENT POSITION TITLE: CLERK TYFIST CURRENT SLOT. #: TOO1. TOOZ.T003

REQUESTED POSITION TITLE: CLERK TYPIST
(For new positions or reclassifications)

REQUEST FOR:
] New Position [ Temporary Postion [0 pesition Reclassification® Other EXTENSION OF TEMP POSITI
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
T B & 8.081.00 s 8.091.00" 3= 2427300
Current Budgeted Salary Froposed Budgeted Salary Met Change

Position to be funded from ane of the foliowing:
Current Department Budget [] Annual Budget Cycle [] Wil Require Additional Funds

Other  0-1281-412-00-080-010-0-230

POSITION Type:

Full Time Employee D Part Time Employes EI
Object 113 Object 114

Enter hourly rate for temp, positions
Full Time Ternporary |:] Part Time Temporary 5

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Date Warking Days & Hours Hours Per Week " Duration (2 weeks, 3 months, eic.)
CIVIL SERVICE:

FLSA:
Exempt Exempt I:I
Non-Exempt D Non-Exempt
A ]:]

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

HIDALGD COUNTY Pericrnel Adjustment Request Farm
DEM 2007001 Rt BT 2007




NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and for 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 AVAILABLE IN DEPT, BUDGET E{ ves [ wo

.: é ﬁ;ﬂﬂ PERSONNEL PROCEDURES CUMPLETED [E/vts O wo

BUDGET PROCEDURES COMPLETED TES D ND

4, ~COMMISSIONERS COURT APPROVAL DATE

HIDALGD COUNTY Pergonned Adjustment Reguest Form
DBM 2007001 R 872007




Hidalgo County
Department of Budget & Management

FISCAL NOTE

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

Agenda Item: 21657
To: Commissioner' Court
From: Raul Silguero Jr., Budget Officer
CC Date: Tuesday, June 29, 2010
Summary of request/proposal:
DA'S (STATE SUPPLEMENT):
Approval to extend three (3) temporary full time Clerk Typist positions, slot no.'s TO01, TO0Z, and TO03.
Current Proposed
Fund Position Slot#¥ Obj Grade Step Grade & Step Salary Grade & Step Salary Total Requested
1281 CLERK TYPIST TOO1| 122 = = 0.00 8,091.00 8,091.00
1281 CLERK TYPIST TOO2| 122 - - 0.00 8,091.00 8,091.00
1281 |CLERK TYPIST T003| 122 - - 0.00 8,091.00 8,091.00
TOTAL: 0.00 24,273.00 24,273.00
Budgetary Impact:
INCREASE/DECREASE ACCOUNT (OBJECT)

ACCOUNT NUMBER MNAME AMOUNT
0-1281-412-00-080-010-0- 1232 DA STATE SUPPLEMENT- TEMP P/T EMPLOYEES $4,092.00
0-1281-412-00-080-010-0- 211 DA STATE SUPPLEMENT- HEALTH INSURANCE =
0-1281-412-00-080-010-0- 212 DA STATE SUPPLEMENT- LIFE INSURANCE -
0-1281-412-00-080-010-0- 230 DA STATE SUPPLEMENT- FICA $313.04
0-1281-412-00-080-010-0- 230 DA STATE SUPPLEMENT- RETIREMENT -
0-1281-412-00-080-010-0- 250 DA STATE SUPPLEMENT- UNEMPLOYMENT COME $20.46
0-1281-412-00-080-010-0- 260 DA STATE SUPPLEMENT- WORKER'S COMP -

2010 Budgetary Impact $4,425.50 |
2011 Budgetary Impact: -
Possible Funding Sources: WITHIN DEPT BUDGET.
Budget Office Recommendation: GRANT RENEWAL 08/31/2010. Fiscal year from 09-01-0% to 08-31-10.

Hidalgs O, Rudgi CTix

L2




HipaLco County
Personnel Adjustment Request Form

“DEPARTMENT NAME/NUMBER: [Dp's (BAD CHECK) 080-008 DATE: pe2u2010

CURRENT POSITION TITLE: CLERK TYPIST CURRENT SLOT, #: T002

REQUESTED POSITION TITLE: CLERK TYPIST
(For new positions or reclassifications)

REQUEST FOR:

] new Position [ Temporary Position [J eosition Reclassification” Othier EXTENSION OF TEMP POSITI
*Civil Service Positions are submitted to the Civil Service Comemission.

POSITION SALARY REQUEST:

Salary Amount: % 0 $ 13.560.00 $ 13.560.00
Current Budgeted Satary Proposed Budgeted Salary Met Change

Position to be funded fram one of the following:
Current Department Budget [] Annual Budget Cycle O Wil Require Additional Funds

O other  0-1222-412.00-080-006-0-X)X DA Bad Check

POSITION Type:
Full Time Employee D Part Time Employee I:]
Object 113 Object 114
Enter hourly rate for temp. positions

Full Time Temporary D Part Time Temporary ¥
Object 121 Object 122 Hourty 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 Exempt ...

Non-Exempt []  Non-exempt
N/A D

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request 15 essantial)

HIDALGOD COURTY Personnel Adjustment Reguest Form
CBM 2007-001 Revised: &7 2007




MEW POSITION: Brief job description and attach a copy of the new job description.

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

$/25/rs

FUNDING AVAILABLE IN CEPT. BUDGET

PERSOMNMEL PROCEDURES COMPLETED

G/28/70/0

BUDGET PROCEDURES COMPLETED s [Jme

4. COMMISSIONERS COURT APPROVAL DATE
HBDALGD COUNTY Persormiel Adjstmant Fomm
Revised: B7y2007

CiM J007-001




HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: DA's (BAD CHECK) 080-006
CURRENT POSITION TITLE: CLERK TYRIST CURRENT SLOT, #: TO11

REQUESTED POSITION TITLE: CLERK TYPIST
{For new positions or reclassifications)

REQUEST FOR:
O new position O Ttemporary Position [  Position Redlassification® Other EXTENSION OF TEMP POSITI
*Civil Service Positions are submitted to the Civil Service Commission,
POSITION SALARY REQUEST:
Current Budgeted Salary Proposed Budgeted Salary MNet Change

Position to be funded from one of the folowing:
El Current Department Budget D Annual Budget Cycle D Will Reguire Additional Funds

O  oOther  0-1222-412-00-080-006-0-XXX DA Bad Check

POSITION Type:
Full Time Employes D Part Time Employes J:I
Object 113 Object 114
Enter hourly rate for temg. positions

Full Time Temporary E] Part Time Temporary 5
Object 121 Object 122 Hourly Rate * 2,080 hrs, per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Date Waorking Days & Hours Hours Per Wesk Duration {2 weeks, 3 months, atc.)
CIVIL SERVICE: FLSA:

Exempt Emm;pt I:J
Non-Exempt [[]  non-Exempt
NjA !:]

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

HIDALGD COUNTY Persane Adjustrent Request Form
DEH 2007-081 Rugvigod: 8/7/2007




MNEW POSITION: Brief job description and attach a copy of the new b description,

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: Cassification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1 o
FUNDING AVAILABLE TN DEPT. BUDGET dﬂ YEs [ mo
2. /O
TE PERSONMEL PROCEDURES COMPLETED Yes [ wo
. b/2b /B0
DA BUDGET PROCEDURES COMPLETED O [Ow
4, COMMISSIONERS COURT APPROVAL DATE o
HIDALGD COUNTY Personne Adjusimenl Request Form
DBM H007-001 Reviget: 872007




HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: pp's (BAD CHECK) 0B0-006 DATE: paraznio

CURRENT POSITION TITLE: CLERK TYRIST CURRENT SLOT. #:

TO18, TO19, TO21
REQUESTED POSITION TITLE: CLERKTYPIST

(For new positions or reclassifications) T022, T023, T024
REQUEST FOR:
[0 Mew Position [0 Temparary Position (] rosition Reciassification® Other EXTENSION OF TEMP POSITI

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

Salary Amount: $ -0- % 3,500.00 5 $3,600.00 x & = $21,600.00
Current Budgeted Salary Proposed Budgeted Salary et Change

Position to be funded from one of the following:
Current Department Budget [ Annual Budget Cycle O Will Require Additional Funds

O oOther  ©-1222-412-00-080-006-0-XXX DA Bad Check

POSITION Type:

Full Time Employes l:] Part Time Employes D
Object 113 Object 114

Enter hourty rate for temp. positicns

Full Time Temporary I:I Part Time Temporany JI £
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 monthe, etc.)
CIVIL SERVICE: FLSA:
Exernpt 7] eemnt =

Non-Exempt |:| MNon-Exempt
NfA E]

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

HIDALGD COUNTY Persoroel Adprstmant Recuest Form
DEM 2007001 Randsod: BT/ 007




NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and for increase in duties and respansibility. (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

L ‘/ A5 /s0
FUNDING AVAILASLE IN DEPT, BUDGET YES [] wo
2. [0
PERSONMNEL PROCEDURES COMPLETED ves [Jwo
: [22 210 |
DRtz | BUDGET PROCEDURES COMPLETED [E"'V/ m
4, ~ COMMISSIONERS COURT APPROVAL DATE T
COUNTY Personnel Adustment Eeguest Form
R 872007

HIDALED
DBH 2007-001




DEPARTMENT NAME/MUMBER: pa's (BAD CHECK) DBO-008

CURRENT POSITION TITLE: CLERK TYPIST

REQUESTED POSITION TITLE: CLERK TYPIST
(For new positions or reclassifications)

REQUEST FOR:

CJ  mew Position O temporary Position [0 rosition Redassification®
=Civil Service Positions are submitted to the Civil Service Commissicn.

POSITION SALARY REQUEST:

HipaLco County
Personnel Adjustment Request Form

DATE: ga/2a2010

CURRENT SLOT. #: T020

Other EXTENSION OF TEMP POSITI

Saw MHC $ "u' $ ?.1 gauﬂ .s ?.tBE.UG
Current Budgeted Salary Proposed Budgeted Salary MNet Change

Position to be funded from one of the following:

E Current Department Budget {:| Arnual Budget Cycle O Wil Require Additional Funds

L other  0-1222-412-00-080-008-0-XXX DA Bad Check
POSITION Type:
Full Time Employes l:l Part Time Employes I:I
Object 113 Object 114

Enter hourly rate for temp. positions
Full Tme Temporary || Part Time Temposary $
Object 121 Object 122 Hourly Ratz * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
Slart Date End Cate Waorking Days & Hours Hours Per Week Duration (2 weeks, 3 months, atc.)

CIVIL SERVICE: FLSA:

Exempt F_uern.pt D
Non-Exempt [ ] Non-Exempt
N/A [:J

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

HIDALGD COUNTY
DM 3007-001




NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and for 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.

FUNCING AVAILABLE IN DEPT, BUDGET E\/ YES [ mo
&

PERSONMEL PROCEDURES COMPLETED YES ] we
3.

BUDGET PROCEDURES COMPLETED D YES D NO
4, DATE
HEDALGD COUNTY Parsonnel Adpstment Reguest Form

Revised: B7/2007

D 2007-001




Hidalgo County District Attorney's Office
Job Description

Job Title: Clerk Typist

Exempt: No
Salary Level:
Job Category: Clerical

Summary: This is a position that involves limited independent judgment. Duties
include performing clerical work requiring application of various work methods and
procedures, and familiarity with departmental functions, policies, and practices. Does not
supervise any employees.

Essential Duties and Responsibilities:
Other duties may be assigned,

Make copies of forms

File forms and files

Shred files/documents

Fax documents

Minimal preparation of forms

Minimal answering of phone

Retrieve files from storage

File documents in the District Clerk's Office or County Clerk
May input information into the computer

May act as receptionist or telephone switchboard operator or as a backup for such a
position

May conduct limited research of records for information on criminal or civil records

Merge and edit legal documents in the computer.




Contacts law enforcement agencies, victims and witnesses.
Pull court dockets
Performs tasks as assigned by Supervisor

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.

Computer knowledge:

Must have personal computer knowledge. Ability to learn new computer
software. Must be familiar with MS Windows products. Must type between 35 -
45 words a minute.

Education and/or Experience:
High school diploma or general education degree (GED).

Language Skills:
Ability to read and interpret legal documents

Mathematical Skills:

Ability to work with mathematical concepts such as probability and statistical
inference. Ability to apply concepts such as fractions, percentages, ratios, and
proportions to practical situations.

Reasoning Ability:
Ability to define problem(s), collect data, establish facts, and draw valid
conclusions.

Other Skills and Abilities:
Possess thorough knowledge of all major substantive law areas affecting program

clients.

Possess thorough knowledge and understanding of legal terminology and
procedures required by assigned duties.

Ability to get along well with people, assume responsibility and follow orders.
Ability to function at a high level under stressful conditions.

Ability to maintain confidentiality. Through knowledge of the “unauthorized
practice of law™.




Ability to perform high level analysis of cases and relevant legal materials.

Ability to communicate with persons in the client community. Bilingual ability is
highly desirable.

Knowledge and understanding of the legal problems and needs of the poor.

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 disabilities to
perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit;
use hands and finger, handle or feel objects, tools or controls; reach with hands
and arms; and talk or hear. The emplovee is occasionally required to stand and
walk.

The employee must occasionally lift and/or move up to 10 Ibs. Specific vision
abilities required by this job include close vision 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.

Must have a clear criminal record and must submit to a drug test.




Hidalgo County

Department of Budget & Management
FISCAL NOTE

*Fiscal notes are prepared by the Department of Budger & Management to present the budgetary impact of reguests by departments/affices or of new proposals
that were nor approved during the budger process.

Agenda Item: 21657

To: Commissioner' Court

From: Raul Silguero Jr., Budget Officer

CC Date: Tuesday, June 29, 2010

Summary of request/proposal:

DA's (BAD CHECK):

Approval to extend nine(?) temporary full time Clerk Typist positions, slot no.'s TO09, T011, TOIE-T024.

Current Proposed
Fund Position Slot# Obj Grade Step Grade & Step Salary Grade B Step Salary Total Requested
1232 CLERK TYPIST TOOS | 122 = - 0.00 13,560.00 13,560.00
1222 CLERK TYPIST TO11 | 122 - - 0.00 8,091.00 8,091.00
1222 CLERK TYPIST TO1l8| 122 = = 0.00 3,600.00 3,600.00
1222 CLERK TYPIST TO19| 122 - - 0.00 3,600.00 3,600.00
1222 CLERK TYPIST T020( 122 = = 0.00 7,192.00 7,192.00
1222 |CLERK TYPIST TO21| 122 - - 0.00 3,600.00 3,600.00
1222 CLERK TYPIST T022 | 122 - - 0.00 2,600.00 3,600.00
1222 CLERK TYPIST TOZ3 | 122 - - 0.00 3,600.00 3,600.00
1222 CLERK TYPIST TO24 | 122 - - 0.00 3,600.00 3,600.00
TOTAL: 0.00 50,443.00 50,443.00
Budgetary Ilmpact:
INCREASE/DECREASE ACCOUNT (OBJECT)

ACCOUNT NUMBER MNAME AMOUNT
0-1222-412-00-080-006-0- 122 DA BAD CK-- TEMP P/T EMPLOYEES $25,511.40
0-1222-412-00-080-006-0- 211 DA BAD CK-- HEALTH INSURANCE -
0-1222-412-00-080-006-0- 212 DA BAD CK-- LIFE INSURANCE -
0-1222-412-00-080-006-0- 220 DA BAD CK-- FICA %$1,951.62
0-1222-412-00-080-006-0- 230 DA BAD CK-- RETIREMENT -
0-1222-412-00-080-006-0- 250 DA BAD CK-- UNEMPLOYMENT COMEF $127.56
0-1222-412-00-080-006-0- 260 DA BAD CK-- WORKER'S COMP =

2010 Budgetary Impact %27,590.58

2011 Budgetary Impact: NfA

Possible Funding Sources:  WITHIN DEPT BUDGET.

Budget Office Recommendation: FUNDS TO COVER COST ALREADY IN PLACE.

Vataigs U Hesiged (e

LAhE




