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HIDALGO COUNTY

DEPARTMENT OF BUDGET AND MANAGEMENT

Date: Friday, January 21, 2011

To: Esther Cortez, Human Resources
Director
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Commissioner Court Executive Officer
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Al-24608 11.A.
Request for salary increases

CC REGULAR

Date: 01/25/2011

Submitted By: Rosie Cantu, BUDGET & MANAGEMENT
Submitted For:  139th District Court

Department: BUDGET & MANAGEMENT

Agenda Category: District Courts

Information
CAPTION

139th District Court (1100):
1. Approval of the following salary increases, effective next full pay period 01/31/2011:

Slot No. Position Title Current Salary Proposed Salary Total Increase
002 Court Coordinator $56,000.00 $58,510.00 $2,510.00
003 Bailiff/ Interpreter $40,870.00 $43,380.00 $2,510.00
004 Assistant Court Coordinator $53,500.00 $56,010.00 $2,510.00

Total Increase $7,530.00

2. Approval of 2011 intradepartmental transfer.
3. Approval of revised salary schedule.

BACKGROUND

Fiscal Impact
FISCAL YEAR: 2011 ACCT. #: 1-1100-412-00-003-001-0-890
FUNDS AVAILABLE Y/N?: YES MATCHING FUNDS Y/N?:

BUDGETARY IMPACT:
$10,085.85 available funds in object code 890 from 2011 budget as of 01/21/2011.

Attachments
Link: revised salary schedule
Link: intradept transfer
Link: fiscal note

Route Seq Inbox Approved By Date Status
Rosie Cantu 12/28/2010 03:11 PM CREATED

1 Rosalinda Cantu (Originator) PEND

2 Budget & Management

3 Auditor's Office

4 Purchasing Department

Form Started By: Rosie Cantu Started On: 12/28/2010 03:11 PM

http://agenda.hgoco.net/frs/publish/print_ag memo.cfm?seq=24608&rev_num=0&form=...  1/21/2011
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HiparLco COunTY
Personnel Adjustment Request Form

e PARTMENT NAME/NUMBER: g Dratrict Cowt /005 t 1202202010

CURRENT SLOT, #: 0002

CURRENT POSITION TITLE: Count Sovrdinater

REQUESTED POSITION TITLE:
(Fer new pusitions or reclassifications)

REQUEST FOR: A :
[} New position ] Temporary Position T Positon Resiassification™ (7] Ctner A LR RN A AR
*Cril Service Posivons are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Ampunt:  # 56§.000.00 $ 58.510,00 3 2,510
Current Budgeted Salary Propoted Budgeted Sakary Net Change

Position 10 be funded from one of the following:

[[]  Curent Department Budget [ Annual Budget Cyde [ Wil Require Acrional Funds
[ oter —

POSITION Type:

Fuli Time Empigyee part Time Empioyse 1:] 4

Object 113 Objact 119

- Enter hourly rate for temp, posiions
fub Time Temporary | | Pars Time Temgorary M

Object 121 Object 122 Hipurly Rate = 2,080 hrs. per year » Annusal Salary
TEMPORARY POSITIONS:
“"Start Date EnG Date Working Days & HBUE Hours per week Duranan (2 weaks, 3 meniths, atc.)
CIVIL SERVICE: s RUSA:
Exampt [ Exernpt D
Non-Exempt i Non-Exempt,
WA L

usnmﬂomrmmv (Explain why this pesition or adjustment request is essential) .
..... r:o % @_u_d_p bordinator D@s.—‘rlon t ’;‘2&ng.-.Ci‘.z_*:pu_h_éaxlant.:...... i
e T3 T mateam orts e

HIEALGO COUNTY Persannel Adjusiment Asgquas Farm
LEM 2007001 Revisoo. B 21207




HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  1{39th District Court/ 003 DATE: 12/22/2010

CURRENT POSITION TITLE: Court Coordinator CURRENT SLOT. #: 0002

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

] Mew Position ] Temporary Position [] Position Reclassification® Other -X,L\_CU \4 J, I"\C { k@ S(f_,
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ 56,000.00 $ 58,510.00 $ 2,510
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

] Current Department Budget [J Annual Budget Cycle ] Will Require Additional Funds
L] other i

POSITION Type:

Full Time Employee Part Time Employee I:l

Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary l:l 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 Exempt D
Non-Exempt D Non-Exempt
N/A D

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

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007




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

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

PRI Al DATE FUNDING AVAILABLE IN DEPT, BUDGET

flU E?OU?\]CES D1 CTO# DATE § 5 PERSONNEL PROCEDURES COMPLETED
N D = 718[ 0

L&)

DEPARTMENT OF BUDGET & MANAGEMENT DATE | BUDGET PROCEDURES COMPLETED

[] Yes [] no
[] ves [] no

-

WES |:| NC

4, COMMISSIONERS COURT APPROVALS DATE

HIDALGO COUNTY
CBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007
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Hiparco County
Personnel Adjustment Request Form

1%2&0?0 g

=25t Dlotric) Gourt£ 003

CURRENT POSITTON TITLE: Balif/interpreter CURRENT SLOT, #: 0003

REQUESTED POSITION TITLE:
[Fot new positions or n-;laadﬂuﬁum}

REQUEST FOR: N R

[ PTTTAS '\‘ R
7] New Position [T Temporary Position [ pesition Redlassification® 7] Oter L IXXCVN R ERT L0
*Civil Service Positions are submitted o the Givit Service Commission.

POSITION SALARY REQUEST:
s 40,870.00 s 43,350.00 B 2510

Salary Amount: -
Current Budgsted Salary Proposed Budgeted Salary Net Change

Position te be funded from one of the follgwing:

2l Current Dapartment Bucget B Annual Budget Cycle & Wil Require Additioral Funds
C otwr

POSITION Type:

Fuil Time Employer part Time Employese | i

CObgect 113 Object 114

Erter hourly rate for tamp, positions
#ull Tine Temparary D Part Time Temporary D L]

Gbject 121 Object 122 Tiourly Rabe * 2,080 hrs. per year = Annual Salary -
TEMPORARY POSTTIONS:
Start Dawe End Data Warking Days & Hours Haurs Per Week Durntion (2 weeks, 3 manths, etc.)
CIVIL SERVICE: FLSA:
- A
Exempt P Exempt Sl
pMaon-Exempt 1 Non-Exampt !

N/A )

ﬁomPRIORITY (Explaln why this position or adjustment request s essential}

\F Dosthon ’+?)T>E§Vr[‘n Ewu\al.eff\“}b
\(\(’ ‘S)‘Y{C:t (":D\_JYHS' B

AIDALGE CEUNTY Prerstanrre] Adbustrent Request
o 2ha7-001 Revised: 8772007




HiparLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: 130th District Court / 003 DATE: 12/22/2010

CURRENT POSITION TITLE: Bailiff/Interpreter CURRENT SLOT. #: 0003

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

[] New Position [] Temporary Position [ ] Pposition Reclassification* [+] Other < )—F\*!.\{.;" \ ‘\&.‘ \\ \C \‘ {y(i (j’\_)

*Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

$ 40,870.00 $ 43,380.00 $ 2,510
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount:

Position to be funded from one of the following:

Current Department Budget [] Annual Budget Cycle O Will Require Additional Funds

Ed Other

POSITION Type:

Full Time Employee Part Time Employee I:l

Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary I:l Part Time Temporary D $
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 Exempt
Non-Exempt [:I Non-Exempt I:l
N/A D

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

HIDALGO COUNTY Personnel Adjustment Request Form
DEBM 2007-001 Revised: B/7/2007




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

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

\ s
/ N
¢ 7 \
| =7

1.

{
REPARTMENT HEAD / 1 DATE FUNDING AVAILABLE IN DEPT. BUDGET [] Yes [ no
2. _— X /
MO RE,SOUUicEﬁRE;:TOR DATE | PERSONNEL PROCEDURES COMPLETED [] ves [[] no
T -
DEPARTMENT OF BUDGET & MAWAGEMENT pATE( | BUDGET PROCEDURES COMPLETED DY/ES,7 [] no
. ]
\\_
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007




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

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

/ 3
1.
BEPARTMENT HEAD [ \ DATE FUNDING AVAILABLE IN DEPT, BUDGET [] Yes [ no
2. 2 ! Il
AU ES{}URCES Etfetd}rom; ) DATE | PERSONNEL PROCEDURES COMPLETED [] yes [ no
0 by AL
3 Ay _Z|IO[D1 _
DEPARTMENT OF BUDGET & MANJIGF\MENTO DATE | BUDGET PROCEDURES COMPLETED [W¥s [N
4, ~ COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007
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HmaLco County
Personnel Adjustment Request Form

NAM!.’NUMRER_ 139(!‘\ tli!irlr:t Gwﬂ r’003 —— DATE:

DEPARTMENT
CURKRENT POSITION TITLE: Assistant Courl Coordinatar CURRENT SLOT. #: C004
REQUESTED POSITION

(For new positians or raclasﬁﬂmhoﬂs)

REGUEST FOR:
[} New Position 1 Temporary Pesiton [0 easttion Reclagsification® [7] Other 1 \-_-»"{\ f'\‘ Lh VLY (-* )(

Arivil Service Positions are submitted to the Civil Service Comiission.
POSITION SALARY REQUEST:

Salary Amount: 58,500.00 $ 56.070.00 % 2510
Current Budgated Salary Propoded Buogeted Salary Net Change

Position tp e funded from one of the following:

=] Current Department Budget M Annual Budgat Cycle 1 will Reaulre Additional Funds
-] Sther

POSITION Type:

Ell Time Emplayee  |Y Part Time Employee D

Object 113 Oupect 114

Enter hourty rate for temp. positions

Pl Time Teporary || Part Time Temporary 7] s

Chyect 121 Diyject 122 Hourty Rate * 2,080 hes. per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Dato Working Days & Hours Hours Per Weefk Duration (2 weeks, 3 months, etc.;
CIVIL SERVICE: r FLSA!

Exempt L gxempt [ _|
Non-Exempt L___E Non-Exermpt |. 7 i

NIA D

Ju mﬂowmom (Explain why this position or agiustment request (5 essential}

v (?mfdmmgrﬁ on—1e

u:»rEf\ 5‘HAPFT)1 Fvict (adts..

HIDALEE COUNTY Presorne Adjuanant Jequt Fom
DB 07001 Revitog: 8/7/3007

Bai b mm—— i tn—



HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: {30th District Court / 003 DATE: 12/22/2010

CURRENT POSITION TITLE: Assistant Court Coordinator CURRENT SLOT. #: 0004

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR: P I
3 ( ( i @
(] New Position [J Temporary Position (] Position Reclassification* Other « X \X\ lk{l NV (()(

*Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

$ 53,500.00 $ 56,010.00 $ 2,510
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount:

Position to be funded from one of the following:

Current Department Budget [] Annual Budget Cycle ] Will Require Additional Funds

D Other

POSITION Type:

Full Time Employee Part Time Employee l:l

Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary I:l Part Time Temporary D $
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 [ v | Exempt |
Non-Exempt I:] Non-Exempt v

N/A D

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

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007




HIDALGO COUNTY

DISTRICT COURT
Job Title:  Court Coardinator FLBA Status: |||\ Exempt
Dept. Code: (DD |- DO Civil Service Status:  Exempt

SUMMARY:

Under general direction of District Court Judge in performing administrative
duties such as directly supervising Assisiant Court Coordinator, Court Reporter
and Baillif and interviews, hires and trains empioyees. Also, plans, assigns and
directs work; appraises performance; rewards snd discipiines empioyees and
addresses complaints and resolves problems.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

* 0

May schedules court hearings and prepare court orders;
Mayaﬂnndduﬂyoourthnringowmmtnooncmgn;

May makes daily docket entries (from court hearings) on court flles;

May arranges for substitute court reporters;
mymmnawrhtyofquewonsﬂumtrnpubnc.vhtobphmoandiorh
person. Asaists the public directly when possible and refers them to another
office if appropriate;

May maekea arangements for Judge to attend seminars such as registration
for saminar and hotel and airline reservations;

May acts as [laison between Judge and counsel;

May take diatation and prepares correspondancs to counsel;

May review files and makes sure cese Is set for = hearing, trial, etc. (makes
sure case is moving along smocthly);

May interview, hire, fire, and train employess with Judge's approval

May plan, assign and direct work;

May appralees performance and rewards and discipliines employees;

May address employees’ complaints and resolves problems;

May be responsible for assisting the jury system, requesting juries, including
axcusing juror when they are assigned to court,

May arrange for aubstitute court reporter and bailiffs as required;

May maintain awareness of new developmenta in court administration,
nationally and locally and maintain special materiaie and files relating to
records, rules of procedure and other items related to court aotivity;

May sdminister and maintain the department's budget;

May work oloeely with the Sheriff's Department with regard to jall iist status
and/or requesting inmates;

May perform clerical work, (l.e. answering telephone, taking meesages,
assisting the general public with any questions, dictation, transoribing,
shorthand, typing, scheduling meetings, in-office filing, eto.);




May keep the Judge's parsonal calendar up to date;
Maypﬂfurmudminivtraﬂvowommmmmmfordudgoandm
any other staff member and complying with deadlines;

* May superviee the purchasing requisition forms, authorize purchases, review
time sheets, and keep personnel files of employees up to dats;

¢ May answer a variety of questions from the public. Assists them directly when
possible and/or refars them to another office, if appropriate;
May supervise the inventory of suppiies and equipment for the court:
May schedule meetings with and for the Judge and any other task assigned
by tha Judge;

* When requested, may perform various taske (Research-case law, Rules,
assists with speeches for certain topics, atc.)

¢ Reguler attendance

s (et aiong with co-workers

SUPERVISORY RESPONSIBILITIES:

Diractly superviees Assistant Court Coordinator, Court Reporter and Baliff.
Responsibiilies Include interviewing, hiring, and training employees; planning,
assigning, and directing work; appraising performance; rewarding and
disciplining employees; addressing complaints and resolving problems.

QUALIFICATION REQUIREMENTS:

To perform this job sucoessfully, an individual must be able to perform each
essential duty safisfactorily. The requirements listed are representative of the
knowledge, skill and/or ability required. Reasonable sccommodations may be
made to enable individuals with disabilities 1o perform the essantial duties and
responsibiiities.

EDUCATION AND EXPERIENCE:
e High School Dipioma or GED
» Three (3) years of administrative exparience in the criminal justice or the
legal system.
e Must have good computer skiils.
* Bilingual is preferred (English/Spanish)

CERTIFICATES, LICENSES, REGISTRATIONS:
¢ None

OTHER SKILLS AND ABILITIES:
° Embyumuybouamedauwduﬁuinaddﬁontommlhhdand
duties may change accerding to changing needs of department,




PHYSICAL DEMANDS:

The physical demandes described here are representative of those that must be
met by an employee to succeasfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabliities
to perform the essential functions.

While performing the dutiea of this job, the employee Is regularly required to talk
or hear. The employse frequently is required to stand. The employee is
occasionally required to walk; sit; use hands to finger, handle, or feel objects,
toole, ar controls; reach with hands and arms.

The employee must occaslanally iift and/or move over 28 pounds. Specific vision
abilities required by this job inciude ciose vision, depth perception, and the abliity
to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics describad here are representative of those
an smployee encounter while performing the essential functions of thia job.
Reasonable accommodations may be made to enable individuals with disabilities
to parform the essential functions.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:
Maintain physical conditions appropriate to the performance of assigned duties
and respansibilities, which may include the following:

o gitting for axtended periods of time

* operating assigned office equipment

Maintain mental capacity, which permits:
* meaking sound decisions and using good judgment
* maintsining confidentiality
= demonstrating Intellectual capabilities

Effectively handle a work environment and conditions, which involve:
» working closely with others
¢ working in a muiti-task environment

Maintain sffective audio-visual discrimination and perception needed for:
o making observations
e reading and writing
¢ operating assigned equipment
» communicating with others

ACCIDENT PREVENTION PROGRAM:
Required to folow all department’s safety regulations.




HIDALGO COUNTY

DISTRICT COURT
Job Title:  Bailiff - Interpreter “FLSA Status: |\ ||| Exempt
Dept. Code: 001- 008 Civil Service Status: Exempt

SUMMARY:

The Balliff Is in charge of courtroom security and procedures, overseeing the
maintenance of juries and witnesses, assisting judge, coordinator and District
Clerk's office with courtroom clerical duties and acts as Spanish transiator for the

court.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

-

e & & @

Provides for the protection of the Judge during working hours.
Ensures judge’s safety against violent defendants and disgruntied
spectators.

Escorts persons found in contempt of court from the courtroom and
holds them in custody until picked up by a deputy sheriff;

May transport prisoners to and from courtroom; -

May perform security watch of prisoner(s) within the courtroom;
Maintains order in the courtroom;

May supply copies of jury lists and other resources to Judge and
counsel;

Instructs spectators, prospective |
conduct in the courtroom;

Escorts jurors to and from jury box and insures that all parties and
counsel involved in a case are present before the proceedings begin;
Meets with other bailiffs periodically regarding courthouse safety and
May conduct appropriate follow-up activities with defendants, including
taking fingerprints, making copies of invoices, agreements and
judgments and escorting defendants to jail;

Assures that the courtroom is open and prepared for court sessions;
Calls caseas to be tried and calls witnesses to the stand;

Acts as an escort to juries in deliberation and stands watch outsida jury
room during deliberation;

Provides jurors with certificate of service.

May pull court files for moming docket call and files away files after
moming docket;

May assist judge with docket entries in court files;

May assist court coordinator by noting future hearings set during
moming dooket call;

urors and jurors regarding their

May supply coples nf]uryﬁsuandoﬂmmoumstonwjudge;




« May asaist District Clerk's office by signing up defendants for piea
bargains, stamp filing court documents and certifies court orders;

« May complete and review various court-related forms, assuring that the
documents are complete, i e., dates filled in, all necessary signatures
obtained in appropriate places, efc.

« May conduct appropriate follow-up activities with defendants, including
taking fingerprints, making copies of invoices, agreements and
judgments and escorting defendants to jail

« The bailiff acts as the court's official transiator;

e The balliff interprets for Spanish speaking defendants, withesses, and
will transiate documents in Spanish.

« Regular attendance

« Get along with co-workers

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each

essential duty satisfactorily. The requirements listed are representative of the
e, skill and/or ability required, Reasonable accommodations may be

made to enable individuals with dieabilities to perform the essential duties and

responsibilities.

EDUCATION AND EXPERIENCE:

« High school dipioma or general education degree (GED);

« At least 21 years of age with at least two {2) years experience in a
courtroom, a court's clerk's office, or a law enforcement agency; or

« Any equivalent combination of experience and training which provides the
required knowledge, skills and abilities

« Must have good computer skills

e Must be Bilingual (English/Spanish)

CERTIFICATES, LICENSES, REGISTRATIONS:
« May be required to be TCLEOSE certified.
« May be required to be bondable.

OTHER SKILLS AND ABILITIES:
« Employee may be assigned other duties in addition to those listed and
duties may change according to changing needs of department.

PHYSICAL DEMANDS:

The physical demands described here are representative of thase that must he
met by an employee to successfully parform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities
to parform the essential functions.

While performing the duties of this job, the employee is regularly required to talk
or hear. The empioyaoﬂ-equonﬂyismqulmdtoahw. The employee is




occasionally required to walk; sit; use hands to finger, handle, or feel objects,
tools, or controls; reach with hands and arms; stoop, kneel, and crouch.

The employee must occasionally lift and/or move over 50 pounds. Specific vision
abilities required by this job include close vision, depth peroeption, 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.
Reasonable accommodations may be made 1o enable individuals with disabilities
1o perform the essential functions.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:
« Maintain physical conditions appropriate to the parformance of assigned
duties and responsibilities, which may include the following:
« sitting for extended periads of time
« operating assigned office eaquipment

Maintain mental capacity, which permits:
« making sound decisions and using good judgment
« maintaining confidentiality
« demonstrating intellectual capabliities

Effectively handle a work environment and conditions, which invoive:
« working closely with others
« working in @ 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 department’s safety regulations.




HIDALGO COUNTY

DISTRICT COURT
Job Title: Assistant Court Coordinator FLSA Status: Non- Exempt
Dept. Code: 003 Civil Service Status: Exempt

SUMMARY:

Under general direction of District Court/ County Court At Law Judge and Court
Coordinator in performing duties such as answering telephone, preparing and
maintaining the department budget, ordering supplies and preparing purchase
requisitions, and preparing time sheets for each employee within the department
and acts as Spanish translator for the court.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Primary employee to answer telephone calls and assist individuals and/or
redirect call to appropriate department, if necessary;

o Clerical work, (i.e., answering telephone, taking messages, assisting the
general public with any questions, scheduling meetings, in-office filing,
etc.);

e May assist Court Coordinator in scheduling court hearings;

May assist Court Coordinator in making daily docket entries (from court
hearings) on court files;
May assist with the use of the respective jury room;

e May answer a variety of questions from the public, via telephone and/or in
person. Assists the public directly when possible and refers them to
another office if appropriate;

e May prepare, maintains and administers the department budget;

May order necessary equipment and supplies for the department,
including preparing purchase requisitions;

May maintain and prepares time sheets;

May maintain inventory of equipment and supplies in department;

May maintain filing within the department;

Knowledge of automated court system;

May act as back-up for Bailiff in obtaining files for daily docket;

Acts as the court’s official translator;

Interprets for Spanish speaking defendants, witnesses, and will translate
documents in Spanish.

Regular attendance

e Get along with co-workers

QUALIFICATION REQUIREMENTS:
To perform this job successfully, an individual must be able to perform each
essential duty satisfactorily. The requirements listed are representative of the




knowledge, skill and/or ability required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential duties and
responsibilities.

EDUCATION AND EXPERIENCE:
e High School diploma or GED
e One year administration experience in the legal system
e Must have good computer skills.
e Bilingual is preferred (English/Spanish)

CERTIFICATIONS, LICENSES, REGISTRATIONS:
e None

OTHER SKILLS AND ABILITIES:
e Employee may be assigned other duties in addition to those listed and
duties may change according to changing needs of department.

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 talk
or hear. The employee frequently is required to stand. The employee is
occasionally required to walk; sit; use hands to finger, handle, or feel objects,
tools, or controls; reach with hands and arms.

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.
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.

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




e operating assigned office equipment

Maintain mental capacity, which permits:
e making sound decisions and using good judgment
e maintaining confidentiality
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions, which involve:
e working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
e making observations
e reading and writing
e operating assigned equipment
e communicating with others

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ safety regulations.




Hidalgo County

Department of Budget & Management
FISCAL NOTE

sFiscal notes are prepared by the Department of Budget & Management to present the budgetary impact of requests by departments/offices or of new proposals that were not
approved during the budget process.

To:
From:

CC Date: Tuesday, February 22, 2011

Commissioner' Court

Raul Silguero Jr., Budget Officer

Summary of request/proposal:
139TH DC (1100):
Approval of the following salary increases, effective next full pay period:.

Agenda Item: 24608

Current Budgeted  Requested Budgeted Total Adjustment
Fund Position Slot# Obj G S Salary/ Allowance Salary/ Allowance Requested
1100 |COURT COORDINATOR 002 | 113 = - 56,000.00 58,510.00 2,510.00
1100 BAILIFF/INTERP 003 | 113 " - 40,870.00 43,380.00 2,510.00
1100 |ASST CRT COOR 004 | 113 - - 53,500.00 56,010.00 2,510.00
TOTAL 150,370.00 157,900.00 7,530.00
Budgetary Impact:
INCREASE/DECREASE ACCOUNT (OBIECT)

ACCOUNT NUMBER NAME AMOUNT
1-1100-412-00-003-001-0- 113 139TH DC- REG F/T EMPLOYEES $6,371.54
1-1100-412-00-003-001-0- 211 139TH DC- HEALTH INSURANCE $0.00
1-1100-412-00-003-001-0- 212 139TH DC- LIFE INSURANCE $0.00
1-1100-412-00-003-001-0- 220 139TH DC- FICA $487.42
1-1100-412-00-003-001-0- 230 139TH DC- RETIREMENT $611.67
1-1100-412-00-003-001-0- 250 139TH DC- UNEMPLOYMENT COMP $31.86
1-1100-412-00-003-001-0- 260 139TH DC- WORKER'S COMP $0.00

2011 Budgetary Impacy $7,502.49
2012 Budgetary Impact: $8,866.58

Possible Funding Sources:

OBJ CODE 890

Budget Office Recommendation:

WITHIN DEPT BUDGET. INTRADEPT TRANSFER.

Hidalgs Ce. Budgee Office

ERBITH




INTRADEPARTMENTAL TRANSFER REQUEST

DATE: February 18, 2011

DEPARTMENT Raul Silguero, Jr., Budget Officer

HEAD:

DEPARTMENT Department of Budget & Management for 139TH DC

NAME:

ACCOUNT

NUMBER: 1-1100-412-00-003-001-0-XXX
SUBJECT: Intradepartmental transfer(s)

Contact: Rosie Cantu

Ph#: 292-7025 ext 5408

Honorable Commissioners' Court of Hidalgo County:

2011

Transfer

.oooc..
.
0

."TY

| submit for your consideration the following Intradepartmental transfer(s) (increase/decrease) in accordance with Local Government Code, Chapter

111, 111.070, Item C (2).

FROM TO
R -
Object Code escription Object Code Description Amount

890 OTHER 113 REG F/T EMPLOYEES $ 6,371.54
890 OTHER 220 FICA $ 487.42
890 OTHER 230 RETIREMENT $ 611.67
890 OTHER 250 UNEMPLOYMENT s 31.86

$ 7,502.49

REASON:

Court Coordinator position, slot #004, [ncreases pending CC approval. REF: 24608

DEPARTMENT HEAD SIGNATURE

APPROVED COMMISSIONERS' COURT

Form DBM-201

DATE

Transfer to fund salary increases for Court Coordinator position slot #002, Bailiff/ Interpreter position, slot #003, and Assistant

ATTEST COUNTY CLERK
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Run Date 12/28/10 04:39 PM Hidalgo County Page No 1

For 01/01/11 - 01/31/12 Expenditure Summary Report REEEEALh
periods 01 - 13 Standard Report Format 1001 - Standard Report Spec
Adjusted ¥-T-D Period Y-T-D Available Percent
Account No/Description Budget Encumb Expended Expended Balance Used
1-1100-412-00-003-001-0-111 139TH DC-OFFICIALS 15,000.00 .00 .00 .00 15,000.00 .00
1-1100-412-00-003-001-0-113 139TH DC-REG F/T EMPLOYEES 229,410.00 .00 .00 .00 229,410.00 .00
1-1100-412-00-003-001-0-115 139TH DC-LONGEVITY FAY 3,420.00 .00 .00 .00 3,420.00 .00
1-1100-412-00-003-001-0-116 139TH DC-INTERPRETER PAY 6,000.00 .00 .00 .00 6,000.00 .00
1-1100-412-00-003-001-0-118 139TH DC-AUTO ALLOWANCE 10,373.00 .00 .00 .00 10,373.00 .00
1-1100-412-00-003-001-0-211 139TH DC-HEALTH INSURANCE 18,000.00 .00 .00 .00 18,000.00 .00
1-1100-412-00-003-001-0-212 139TH DC-LIFE INSURANCE 135.00 .00 .00 .00 135.00 .00
1-1100-412-00-003-001-0-220 139TH DC-FICA 20,211.00 .00 .00 .00 20,211.00 .00
1-1100-412-00-C03-001-0-230 139TH DC-RETIREMENT 25,364.00 .00 .00 .00 25,364.00 .00
1-1100-412-00-003-001-0-250 139TH DC-UNEMPLOYMENT COMP 1,195.00 .00 .00 .00 1,195.00 .00
1-1100-412-00-003-001-0-343 139TH DC-LAUNDRY & DRY CLERANING 200.00 .00 .00 .00 200.00 .00
1-1100-412-00-003-001-0-350 139TH DC-OTHER SERVICES 500.00 .00 .00 .00 500.00 .00
1-1100-412-00-003-001-0-432 139TH DC-EQUIP&VEH R&M SRV 1,000.00 .00 .00 .00 1,000.00 .00
1-1100-412-00-003-001-0-442 139TH DC-EQUIP & VEHICLE RENTALS 500.00 .00 .00 .00 500.00 .00
1-1100-412-00-003-001-0-523 139TH DC-PUBLIC OFFICIAL INSURANCE 1,600.00 .00 .00 .00 1,600.00 .00
1-1100-412-00-003-001-0-523 139TH DC-SURETY & NOTARY BONDS 150.00 .00 .00 .00 150.00 .00
1-1100-412-00-003-001-0-531 139TH DC-TELEPHONE 1,500.00 .00 .00 .00 1,500.00 .00
1-1100-412-00-003-001-0-535 139TH DC-POSTAGE 2,700.00 .00 .00 .00 2,700.00 .00
1-1100-412-00-003-001-0-550 139TH DC-PRINTING & BINDING 500.00 .00 .00 .00 500.00 .00
1-1100-412-00-003-001-0-583 139TH DC-TRAVEL OUT OF COUNTY 6,456.15 .00 .00 .00 6,456.15 .00
1-1100-412-00-003-001-0-584 139TH DC-REGISTRATION FEES 4,500.00 .00 .00 .00 4,500.00 .00
1-1100-412-00-003-001-0-601 139TH DC-OFFICE & COMPUTER SUPPLIES 2,800.00 .00 .00 .00 2,800.00 .00
1-1200-412-00-003-001-0-604 139TH DC-MEDICAL & LAB SUPPL 150.00 .00 .00 .00 150.00 .00
1-1100-412-00-003-001-0-605 139TH DC-CLOTHING AND UNIFORMS 200.00 .00 .00 .00 200.00 .00
1-1100-412-00-003-001-0-607 139TH DC-HOUSEHOLD & JANITORIAL SUPPLIES 150.00 .00 .00 .00 150.00 .00
1-1100-412-00-003-001-0-611 139TH DC-POLICE SUPPLIES 60.00 .00 .00 .00 60.00 .00
1-1100-412-00-003-001-0-630 139TH DC-FOOD 1,500.00 .00 .00 .00 1,500.00 .00
1-1100-412-00-003-001-0-631 139TH DC-BOTTLED WATER 350.00 .00 .00 .00 350.00 .00
1-1100-412-00-003-001-0-640 139TH DC-REFERENCE MATERIALS 1,000.00 .00 .00 .00 1,000.00 .00
1-1100-412-00-003-001-0-661 139TH DC-MINOR OFFICE FURN & EQUIPMENT 1,000.00 .00 .00 .00 1,000.00 .00
1-1100-412-00-003-001-0-665 139TH DC-MINOR COMPUTER EQUIPMENT 400.00 .00 .00 .00 400.00 .00
1-1100-412-0C-003-001-0-667 139TH DC-MINOR SOFTWARE 300.00 .00 .00 .00 300.00 .00
1-1100-412-00-003-001-0-671 139TH DC-BLDG&OTHR STRUC R&M SUPPL 600.00 .00 .00 .00 600.00 .00
1-1100-412-00-003-001-0-745 139TH DC-COMPUTER EQUIPMENT 1,350.00 .00 .00 .00 1,350.00 .00
1-1100-412-00-003-001-0-780 139TH DC-CAPITAL LERSES 1,690.00 .00 .00 .00 1,690.00 .00
1-1100-412-00-003-001-0-810 139TH DC-DUES & MEMBERSHIPS 500.00 .00 .00 .00 500.00 .00
1-1100-412-00-003-001-0-831 139TH DC-COURT COSTS & INVESTIGRTION 2,000.00 .00 .00 .00 2,000.00 .00

1-1100-412-00-003-001-0-855 139TH DC-LATE FEES, PENALTIES & FIN CHRG 150.00 .00 .00 .00 150.00 .00




Run Date 12/28/10 04:39 PM

Hidalgo County

Expenditure Summary Report

Page No 2

FJEXS01A

For 01/01/11 = 01/31/12
periods 01 - 13 Standard Report Format 1001 - Standard Report Spec
Adjusted ¥-T-D Period Y-T-D Available Percent
Account No/Description Budget Encumb Expended Expended Balance Used
1-1100-412-00-003-001-0-8390 139TH DC-OTHER 10,085.85 .00 .00 .00 10,085.85 .00
373,000.00 .00 .00 .00 373,000.00 .00

001




05/28/10 12:55 pm

Account Mo §i-1100-412-00-003-001-0-850

vj Accounting Period 5 1 7 Period

W ¥TD

Acct. Year 1 Previous Year Info. 1 Description  139TH DC-OTHER
............. S umma;q; I Budgets liopen Encurnhnéncres .
Period COriginal Budget Adjusted Budget Encumbrance Actual AvaillRec/Bal
ol 10,085.85 10,085.85 0o 0o 10,08585 - |
Y¥T1D 10,085.85 10,085.85 0o 0o 1008585
PRE o0 00 0o .00 0o
TOT 10,085.85 10,085.85 i} 0o 10,085.85




