Hmavco County
Personnel Adjustment Request Form

DEPARTMENT HA.ME,*HHMHEH: PCT NO. 2- R&B {122_@}51 DATE: 0B/25/2010

CURRENT POSITION TITLE: MAINTEMANCE | CURRENT SLOT. #: TO058

REQUESTED POSITION TITLE: MAINTENANCE |
(For new positions or reclassifications)

REQUEST FOR:
]  new Position ] Temporary Position [0  Position Redassification* Other EXTEN. OF TEMP POSITION
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Ealary Amount: 5 s, 0 5 18,760.00 s 18,780.00
Current Budgeted Salary Proposed Budgeted Salary Met Change
Fosition to be funded fram one of the following:
Current Department Budget [0 Annual Budget Cycle D Will Require Additional Funds

Other  LAPSED FUNDING

POSITION Type:

Full Time Employee I:I Part Time Employes D
Object 113 Chject 114

Enter hourly rate for temp. positions

Full Time Temporary Part Time Temporary [:I 5
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, atc.)

CIVIL SERVICE: FLSA:

Exempt E Exempt D
Non-Exempt []  mon-eeempt
N/A D

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
Empioyes will be conducting general type of mainienance work within the Pracinct. Maintain shop area clean on daily basis; Assist in cleaning equipmant

hand teals and trucks. Manual labor position involves with mainlenance of County roads and righl-of-ways.

HIDALGD COUNTY Perscninel Adjostment Recuest Form
oM 2007601 Revigac: 773007




NEW POSITION: Brief job description and attach a copy of the new job description.
SEE 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: (lassification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

061252010

FUNDING AVAILABLE IN DEPT, BUDGET

PERSONMEL PROCEDURES COMPLETED

Glze/781¢

BUDGET PROCEDURES COMPLETED

[ Yes [Ow

Eé.[‘_"]m

DATE

HIDALGD COUNTY
DAM 2007-001

Personngl Agjustment Recquest Form
Revisec: &77/2007




Hinarco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: pcT NO. 2- R&E (122-008) DATE: gg/25/2010

CURRENT POSITION TITLE: ENGINEERING TECHNICIAN 1l CURRENT SLOT. #: TO79

REQUESTED POSITION TITLE: ENGINEERING TECHMICIAMN I
(For new positions or reclassifications)

REQUEST FOR:
O] New position (2] Temporary Position [0 position Reclassification® Other EXTEN. OF TEMP POSITION
*Civll Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
SekEE 0 s 39,083.00 s 39.083.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:
Current Department Budget E] Annual Budget Cycle ] Will Require Additional Furds

Other LAPSED SALARIES

POSITION Type:

Full Time Empiloyee I:I Part Time Employes I:I
Object 113 Chject 114

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

Object 121 Chject 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 E"“!“‘-F'* I:]
Non-Exempt []  mon-Bxempt
NiA |:|

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
Enginearing Technician will parform complex responsible cn civil engineering wark for suppor of the dapartments aclivities/projects and other

types of work that include drainage projects.

HIDALGO COUNTY Personnal Adjustment Request Form
DEM 2007-001 Rnviseds Bf7r007




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

POSITION RECLASIFICATION: Explain change and for increasa in duties and responsibility, (Attach new job description)

COMMENTS: (Any comments you wish t0 make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

BUDGET PROCEDURES COMPLETED

'n=5 ] mo

Yes [] wno

D/?és 0] *o

HIDALGD COUNTY
DEM 2007001

Parsannal Afjustment Request Form
Revised: §/7/2007




HIDALGO COUNTY

ROAD & BRIDGE

PAVED/UNPAVED
JOB TITLE: Maintenance [ FLSA STATUS: NON-EXEMPT
DEPARTMENT: 122 CIVIL SERVICE STATUSES: EXEMPT

SUMMARY

Serves as general maintenance for the Precinct. This is a responsible 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, road patch work, and drainage clearing.

ESSENTIAL DUTIES AND RESPONSIBILITIES
¢ [Loads material, trash, brush, etc., onto truck. May sometime unload the same.
Assist in cleaning equipment, hand tools, and truck.
May perform minor repairs to the tools, equipment, and truck.
Cut high grass or weeds and picks up brush along County right-of-way,
Maintain shop area clean on daily basis.
May patch County Roads.
May operate chainsaw to clear right-of-ways.
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
+ High School diploma or GED;
e Experience in masonry and cement work.

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

OTHER SKILLS AND ABILITIES

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




¢ Employee working in the installation of signs may use a jackhammer, pole-hole digger,
hole-auger, air compressor, etc., but all employees will be trained on the job to handle
such tools.

e Ability to read and interpret documents such as safety rules, maintenance instructions and
procedure manual.

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

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

e 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.

e 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
encounter while performing the essential functions of this job.

Must be able to perform heavy manual labor outdoors, within a five (35) 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;

s Sitting for extended periods of time
s Operating assigned equipment

Maintain mental capacity which permits:
¢ Making sound decisions and using good judgment
e Demonstrating intellectual capabilities




Effectively handle work environments 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

Reading and writing
Operating assigned equipment
Communicating with others

ACCIDENT PREVENTION PROGRAM
Required to follow all departments’ safety regulations




HIDALGO COUNTY

ROAD & BRIDGE

PAVED/UNPAVED
JOB TITLE: Engineering Technician I1 FLSA STATUS: NON-EXEMPT
DEPARTMENT: 122 CIVIL SERVICE STATUSES: EXEMPT

JOB SUMMARY

Under direction, the Engineering Technician II performs complex responsible sub-professional
civil engineering work in support of the department activities; and other related work as required.
Supervisor provides occasional instructions; advice, answer questions when necessary, and
reviews work occasionally upon completion. A registered professional Engineer or Designer
supervises design activity. Employee must have ability to perform effectively with little
supervision in various work situations having deviations and irregularities; must be able to
interpret engineering field data and incorporate such data into design plans; ability to plan and
supervise the work of lower level aides.

ESSENTIAL DUTIES AND RESPONSIBILITIES

¢ Performs calculations and drafting for design work; includes production of quantity
summaries, hydraulic studies, roadway design plans, utility studies, right-of-way maps,
traffic control, Lighting/signal plans.

e Uses AutoCAD software to prepare & draft engineering plans and profiles; draw charts
on statistical data, and update & revise storm, water and base maps and other maps such
as beard maps, annexation maps, master atlas and address maps.

e May use Civil/Survey, Earthworks, Design, DTM, COGO, and other interactive graphics
design programs.

e Provides information to the public regarding utilities, easements, fences, right-of-way
addresses and flood zones.

Learns additional automated design tools

s Prepares and drafis engineering plans and profiles, both computerized and free hand.
May review own work and work done by others in the section for drafting and calculation
CITOTS.

e Performs surveys and field work such as inspecting; prepares filed notes; designing of
presentation maps for other departments.

¢ Works on the reproduction of plans; record keeping of plans. May file and make copies;
updates and arranges filing system.

e Information research for other departments, including utilities, right-of-way, structural,

architectural, and mechanical information.

Writes general notes, specifications, and special provisions.

May attend specialized design schools.

May schedule, coordinate and prepare plans and documents for public hearings.
Ability to work well with others




ESSENTIAL DUTIES AND RESPONSIBILITIES (cont.)
e Regular 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 duty
satisfactorily. These 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. Must have background knowledge of using
AUTOCAD software and preparation of design plans. Knowledge of other equipment use
includes printers and plotters, calculator, drafting tools, copier, surveying instrument, and
measuring equipment. Must also have some background knowledge on Subdivision Rules and
Regulations and preparation of Subdivision plans.

EDUCATION and/or EXPERIENCE
e High School diploma and an Associate Degree from a Technical Institute, CAD
intermediate level certification and 4 years experience in Computer Aided Drafting and
Civil Engineering design.

CERTIFICATES, LICENSES, REGISTRATIONS
e Employee must have proof of a current valid Texas Motor Vehicle Operators license and
current liability insurance.
e Must be able to be insured by the County’s insurance carrier.

OTHER SKILLS AND ABILITIES
s 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. 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 required to talk or hear. The employee is
required to stand. The employee is required to walk; 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 twenty-five (25) pounds. Specific vision
abilities required by this job include close vision, distance vision, peripheral 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.




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;

o Sitting for extended periods of time
s Operating assigned equipment

Maintain mental capacity which permits:

s Making sound decisions and using good judgment
Handling financial affairs effectively and honestly
Maintaining confidentiality
Demonstrating intellectual capabilities

Effectively handle work environments and conditions which involve:
*  Working closely with others
s Working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
« Making observations
e Reading and writing
s Operating assigned equipment
¢ Communicating with others

ACCIDENT PREVENTION PROGRAM
Required to follow all departments’ safety regulations




Hidalgo County

Department of Budget & Management
FISCAL NOTE

*Fiscal notes are prepared by the Department af Budget & Management to present the budgetary impact of requests by departmeniséoffices or of new proposals
that were not approved during the budger process,
Agenda ltemn: 21657

To: Commissioner' Court
From: Raul Silguero Jr., Budget Officer
CC Date: Tuesday, June 29, 2010

Summary of request/proposal:

PCT. NO. 2

Approval to extend one (1) temporary full time Maintenance 1 position, slot no. T05% and one (1) temporary full time Engineering Technician 11 position, slot
no. TOT9,

Current Proposed
Fund Position Slot#¥ Obj Grade Step Grade & Step Salary Grade & Step Salary Total Requested
1200 MANITENAMNCE I TO59 )| 121 - - 0.00 19,760.00 19, 760.00
1200 ENGINEERING TECHNICIAN I] TO79 | 121 - - 0.00 39,083.00 39,083.00
TOTAL: 0.00 58,843.00 58,843.00
Budgetary lmpact:
INCREASE/DECREASE ACCOUNT (OBJECT)

ACCOUNT MUMBER MAME AMOUNT
0-1200-431-00-122-006-0- 121 PCT.2 P/U RD- TEMP F/T EMPLOYEES $29,759.68
0-1200-431-00-122-006-0- 211 PCT.2 P/U RD- HEALTH INSURANCE =
0-1200-431-00-122-006-0- 212 PCT.2 P/U RD- LIFE INSURANCE -
0-1200-431-00-122-006-0- 220 PCT.2 P/U RD- FICA $2,276.62
0-1200-431-00-122-006-0- 230 PCT.2 PfU RD- RETIREMENT -
0-1200-431-00-122-006-0- 250 PCT.2 P/U RD- UNEMPLOYMENT COME| £148.80
0-1200-431-00-122-006-0- 260 PCT.2 P/U RD- WORKER'S COMP -

2010 Budgetary Impact $32,185.10 |

2011 Budgetary Impact: N/A

Possible Funding Sources: WITHIN DEPT BUDGET- INTRADEPT TRANSFER

Budget Office Recommendation:

Hataigs 1. et (e
L




