SENIOR CRIME ANALYST
GRADE: 14

SUMMARY:

Under general direction, supervises, assigns, reviews, and coordinates the day-to-day
activities of the Crime/Intelligence Analysis Unit including collecting, compiling,
and analyzing data from a variety of sources to identify and evaluate criminal
intelligence, crime series, trends, and patterns; oversees and develops reports on
criminal intelligence, crime series, trends, and patterns; oversees and participates in
preparing crime summaries, statistical reports, spreadsheets, charts, maps, diagram
and graphs; ensures work quality and adherence to established policies and
procedures; and performs the more technical and complex tasks relative to assigned
area of responsibility.

REPRESENTATIVE DUTIES

The following duties are typical for this classification. Incumbents may not perform
all of the listed duties and/or may be required to perform additional or different
duties from those set forth below to address business needs and changing business
practices.

e Plans, prioritizes, assigns, supervises, reviews, and coordinates the day-to-day
activities of the Crime Analysis Unit; sets schedules and provides adequate
staffing for the Crime Analysis Unit.

e Establishes schedules and methods for providing crime analysis and
intelligence gathering services; identifies resource needs; reviews needs with
appropriate management staff; allocates resources accordingly.

e Participates in the selection of assigned staff; provides or coordinates staff
training; works with employees to correct deficiencies.

» Researches, analyzes, and collects data from a variety of sources of identify
and evaluate criminal intelligence, crime series, patterns and trends; prepares
analysis and intervention strategies for findings; interprets and provides
statistical information for department staff members.

e Attends criminal investigations unit and special crime unit briefings to discuss
crime patterns and review current events; updates officers and investigators
and criminal intelligence, crime series, patterns, and trends.

o Develops and prepares crime summaries, statistical reports, spreadsheets,
charts, maps, diagram, graphs and related materials in order to track and
present findings related to criminal activity, patterns, and trends; prepares
predictions based upon previous reported activity and an analysis of typical
behavior patterns.

» Collects, reviews, and analyzes a variety of internal and external reports in
order to determine if offenders can be identified, extra deployment is needed
and if preventive measures are necessary.




Reviews and responds to requests for information related to the Crime
Analysis Unit from other divisions, departments, outside agencies and the
public.

Opversees, reviews, and prepares local, state and federally mandated uniform
crime reports as required; tracks and analyzes crimes as necessary.

Prepares the monthly Management Report for supervisory and management
personnel including retrieving, reviewing, compiling, and writing the
summary of the report. Provides staff assistance to the Special Services
Division, performs special assignments, tasks and projects as assigned;
prepares and presents staff reports and other correspondence as appropriate
and necessary.

Attends and participates in professional group meetings; maintains awareness
of new trends and developments in the field of crime analysis; incorporates
new developments as appropriate into programs.

Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job
and/or be learned within a short period of time in order to successfully perform the
assigned duties.

Knowledge of:

Operations, services, and activities of crime analysis/criminal intelligence
program.

Principles, practices, methodologies and techniques of crime analysis, crime
prevention, link analysis, intelligence gathering, law enforcement and police
records processing.

Principles of supervision, training, and performance evaluation.

Methods and techniques of statistical research and analysis.

Principles of data collection, collation, analysis, and dissemination.
Advanced research techniques including knowledge of how to initiate
research, document findings and recommendations.

Uniform Crime Reporting (UCR).

Ability to:

e Coordinate and direct the day-to-day activities of the Crime
Analysis/Intelligence Unit.

Supervise, organize, and review the work of assigned staff.

Select, train, and evaluate staff.

Perform statistical and Intelligence research and analysis.

Compile and interpret raw data and develop analytical reports.

Track and present findings related to criminal activity, patterns and trends.
Prepare predictions of criminal activity bases upon previous reported
activity and an analysis of typical behavior patterns.

e Prepare extensive reports, maps, charts, graphs and other visual aids.
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COMMUNITY SERVICE SPECIALIST
GRADE: 07

SUMMARY:

Under general supervision, Community Service Specialist is a non-sworn employee.
The primary responsibility is to act as a representative of the Hidalgo County
Sheriff’'s Office.

ESSENTIAL DUTIES AND RESPONSIBILITIES
e Acts as a facilitator, responding to the general public’s inquiries and requests;
e Provides assistance to the general public in a professional and courteous
manner;
Performs Specialized Departmental Duties;
Must be patient and empathetic towards others problems and be able to assist
in the resolution of those problems;
Performs any tasks or assignments as assigned by the Supervisor;
Monitors and assists visitors and may maintain visitors’ list;
Monitoring of surveillance cameras;
Keeps records of incidents and activities during shift;
May be assigned to train new employees;
May be involved in organizing church services, GED classes, substance abuse
classes and fire drills;
e Regular attendance is a must.
e Ability to work well with others.

SUPERVISORY RESPONSIBILITIES
e None

QUALIFICATION REQUIREMENT:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactory. The requirements listed are representative of the knowledge, skill,
and/or ability required. Applicant must pass an oral interview and a background
investigation. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE
e High School Diploma or GED;
e Bilingual is preferred.

CERTIFICATES, LICENSES, REGISTRATIONS
e Must have a current valid Texas driver’s license;
e Must be able to be insured by the County’s insurance carrier.

OTHER SKILLS AND ABILITIES




e Knowledge of departmental policies, rules, regulations, instructions;

e Ability to understand and follow instructions;

e Ability to write clear and concise reports and to maintain complete records as
required;

e Ability to establish and maintain effective working relationships with other
county employees, officials, and the public.

e Ability to speak and write in the English language;

Ability to read and interpret documents such as safety rules, operating and

maintenance instructions and procedure manuals;

Ability to write routine reports and correspondence;

Ability to speak effectively before groups of employees or organizations;

Ability to also speak and write in Spanish preferred.

Ability to solve practical problems and deal with a variety of concrete

variables in situations where only limited standardization exists;

e Ability to interpret a variety of instructions furnished in written, oral, diagram
or schedule from.

* 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 stand, walk
and talk or hear. The employee is required to sit; use hands to finger, handle or
feel objects, tools or controls; reach with hands and arms; stoop, kneel, crouch or
crawl.

The employee must regularly lift and/or move up to twenty-five (25) pounds.
Specific vision abilities required by this job include close vision, distance vision,
color 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 is 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 equipment

Maintain mental capacity which permits:
e Making sound decisions and using good judgment




e Maintaining confidentiality
¢ Demonstrating intellectual capabilities

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

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

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




BUDGET MANAGER IT
GRADE: 17
GENERAL DESCRIPTION
Performs highly advanced (senior-level) budget preparation and analysis work; Work
involves planning, organizing, coordinating, and evaluating budgetary activities; and
analyzing and reviewing budget requests. May plan, assign, and/or supervise the work of
others; Works under minimal supervision, with extensive latitude for the use of initiative
and independent judgment.
EXAMPLES OF WORK PERFORMED
Oversees the planning, organizing, coordinating, and evaluating of budgetary activities
Oversees the development of performance and workload measures
Oversees the preparation of budgetary and management reports

Oversees the preparation of financial statements and reports

Coordinates the preparation of budgets to provide management with expenditure data,
trends, and recommendations

Establishes work methods and priorities, and determines methodologies and techniques for
performing budget evaluations

Informs management of budget deviations, problems, and events likely to affect operations;
explains causes; and measures impact on the department’s mission and resources

Analyzes expenditure patterns and makes recommendations on the use of funds
Measures the impact of existing and proposed state and federal legislation

Ensures accuracy and timeliness of submission of the strategic plan, legislative
appropriations requests, and requests for federal funding

Ensures coordination of budgeting procedures, preparation, and reporting

Examines budget estimates for completeness, accuracy, and conformance with procedures
and regulations

May plan, assign, and/or supervise the work of others

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years of experience in budget preparation and analysis, in financial management,
and in performance measurement reporting work; Graduation from an accredited four-year
college or university with major course work in accounting, finance, business or public
administration, or a related field is required.

Knowledge, Skills, and Abilities

Knowledge of accounting, budgetary, and management principles, practices, and
procedures; and of legal restrictions governing allocation of funds

Skill in analyzing financial data

Ability to monitor and report on performance measurement; to analyze management
problems and develop and present alternative solutions; to coordinate the gathering and
analysis of data; and to plan, assign, and/or 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
® 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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PROCUREMENT SPECIALIST

GRADE: 12

GENERAL DESCRIPTION

Performs advanced specialized work in the procurement of services, supplies,
materials, and equipment. In addition, as required, provides oversight over special
projects management support .

MINIMUM QUALIFICATIONS:

An Associates Degree from an accredited college or university in Business
Administration or related field or three (3) years progressively
procurement/warehousing of a variety of supplies and materials and equipment with
two (2) of those years preferably in public procurement; or the equivalent in
education, training, and experience, which would provide the necessary knowledge,
skills and abilities.

SPECIAL REQUIREMENTS:

e Knowledge and understanding of standard administrative management
functions.

e Knowledge and understanding of business methods and markets.

e Knowledge and understanding of purchasing practices and laws relating to
public and governmental purchasing.

e Basic knowledge and understanding of general construction.

Basic knowledge and understanding of project management.

e Knowledge and understanding of standard office procedures, practices, and
equipment, including software programs and web based and internet
applications.

e Basic knowledge and understanding of engineering, architectural, accounting,
and professional consulting services.

e Basic knowledge and understanding of accounting policies, procedures, and

operations of computer system purchasing and accounting interfaces.

Ability to understand and review contracts.

Ability to conduct meetings with the public.

Ability to recognize, analyze, and resolves problems.

Ability to establish and maintain effective working relationships with

associates, vendors, and the general public.

Ability to express ideas clearly and concisely, both orally and in writing.

Ability to organize complex data.

Ability to research, gather, and report data concerning all aspects of

purchasing information.

e Ability to prepare Requests for Proposal and Invitations to Bid; specifications;
evaluations of bids, proposals, and of award protests; contracts and related
documentation and purchase orders.
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