CLAIMS INVESTIGATOR I

GRADE: 11

GENERAL DESCRIPTION

Performs (entry-level) claims investigator work; under general dlrectwn works in assisting
Claims Investigator II to investigate and process claims against the ceunty and makes

recommendation to eliminate and deter future claims.

EXAMPLES OF WORK PERFORMED

Assists in providing advice on making a claim and the processes,involved

Assists in investigating claims of property damage and personal injuryinvolvingithe'county
of Hidalgo

Assists in investigating reports of premise defects, damages or other potential hazards
Assists in recommending settlement with claimants or legal representatives

Identify and advise appropriate department of problems or situations which present
potential liability to county

Assists in gaining information from other professionals, such as the police and medical and
technical staff

Respond to inquiries on the proper procedures to file a claim
Assist in processing claims and maintains status files

May travel within a working day (to meet clients) is frequent
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two (1) year of experience with investigations related to claims of property damage,
personal injury, liability, etc. Associates Degree in Business or related field. Bachelors
Degree preferred. Two (2) years of experience maybe substituted for one (1) year of
education.

Knowledge, Skills, and Abilities

Knowledge of investigative techniques
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Knowledge of insurance industry practices and procedures
Good numeracy and literacy skills

Initiative and the ability to adapt quickly to different situations
Skill in preparing and maintaining case files

Ability to use tact and diplomacy in all communications
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 > a

While performing the duties of this job, the employee is regularly requtred to'talkiorhear
The employee frequently is required to stand. The employee is occasionally fequired 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

Maintain mental capacity which permits:

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

Effectively handle a work environment and conditions which involve:

e working closely with others
e working in a multi-task environment
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Maintain effective audio-visual discrimination and perception needed for:

* making observations

e reading and writing

e operating assigned equipment
e communication with others

L )

required to follow the Hidalgo County Accident Preventi
safety regulations o L\
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Hidalgo County

Department of Budget & Management

FISCAL NOTE

«Fiscal 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: Commissioner' Court
From: Sergio Cruz, Budget Officer
CC Date: Tuesday, May 17, 2011 Agenda Item: 26638
Summary of request/proposal:
DBM - W/C DIVISION (2202):
Approval to create the following full time position:
CURRENT PROPOSED
Salary/ Salary/ Total
Fund Position Slot# Obj| G | S Allowance Allowance Requested
2202 |Claims InvestigatorI 0012) 113 | 11| 1 0.00 40,078.00 40,078.00
TOTAL 0.00 40,078.00 40,078.00
Budgetary Impact:
INCREASE/DECREASE ACCOUNT (OBIJECT)

ACCOUNT NUMBER NAME AMOUNT
1-2202-419-50-115-065-0- 113 (DBM - W/C DIVISION- REG F/T EMPLOYEES $25,279.97
1-2202-419-50-115-065-0- 211 |[DBM - W/C DIVISION- HEALTH INSURANCE $2,270.77
1-2202-419-50-115-065-0- 212 |([DBM - W/C DIVISION- LIFE INSURANCE $17.03
1-2202-419-50-115-065-0- 220 |[DBM - W/C DIVISION- FICA $1,933.92
1-2202-419-50-115-065-0- 230 |[DBM - W/C DIVISION- RETIREMENT $2,426.88
1-2202-419-50-115-065-0- 250 |[DBM - W/C DIVISION- UNEMPLOYMENT COMP $126.40
1-2202-419-50-115-065-0- 260 J_DBM - W/C DIVISION- WORKER'S COMP $0.00

|
2011 Budgetary Impact| $32,054.97
2012 Budgetary Impact: $50,818.85
Possible Funding Sources: APPROPRIATION FROM FUND (2202) BALANCE

Budget Office Recommendation:

Hidalgs Ca. Budget Ofice

LATIS




DATE: May 12, 2011 20 1 1

DEPARTMENT HEAD:  Sergio Cruz, Budget Officer Appropriation

DEPARTMENT NAME: DBM for WORKERS COMP DIVISION

ACCOUNT NUMBER: 1- 2202-419-50-115-065-0-XXX

toy EXA.S..°....

.... YLl

Contact Person: Rosie Cantu Ph# (956) 292-7025 ext. 5408

SUBJECT: Budget Amendments (increase (decrease)) in accordance with Local Government Code, Chapter
111, § 111.070, Item C (2).

Honorable Commissioners' Court of Hidalgo County:

I would like to request the following Budget Amendments (increase (decrease)) in accordance with Local Government Code, Chapter 111, § 111.070,
Item C (2).
INCREASE ACCOUNT ACCOUNT (OBJECT)

NUMBER(S) NAME AMOUNT
1-2202-419-50-115-065-0-113  IDBM - W/C DIVISION- REG F/T EMPLOYEES 2527997
1-2202-419-50-115-065-0-211 [[DBM - W/C DIVISION- HEALTH INSURANCE 2,270.77
1-2202-419-50-115-065-0-212  |[DBM - W/C DIVISION- LIFE INSURANCE 17.03
1-2202-419-50-115-065-0-220 |[DBM - W/C DIVISION- FICA 1,933.92
1-2202-419-50-115-065-0-230 |IDBM - W/C DIVISION- RETIREMENT 2,426.88
1-2202-419-50-115-065-0-250 |IDBM - W/C DIVISION- UNEMPLOYMENT COMP. 126.40

TOTAL BUDGET INCREASE (DECREASE)| 32,054.97

REASON: TO APPROPRIATE FUNDS TO COVER THE SALARIES AND RELATED FRINGE BENEFIT EXPENDITURES
OF ONE (1) NEW PROPOSED POSITION (CLAIMS INVESTIGATOR I). THE SALARIES AND FRINGE
BENEFITS HAVE BEEN PRORATED.

DEPARTMENT HEAD SIGNATURE

APPROVED COMMISSIONERS' COURT DATE ATTEST COUNTY CLERK



HIDALGO COUNTY
COMMISSIONER COURT
2011 SALARY SCHEDULE

1-2202-419-50-115-065-0 Al - 26638

DBM - W/C DIVISION

2011 2011 Other Allowances 2011
Slot Obj GRADE & APPROVED ACTUAL ACTUAL
GRADE STEP kb ’ ks e o ekl
# Code ROSTHON THLE STEP BUDGETED SALARY i AR em A Pl L AT TOTAL
SALARY SALARY ! < i fisich COMPENSATION
| | | . | | | o
8| 113_|CLAIMS INVESTIGATOR I Lo L | sterrod s sterenod  seood s sy so0o  sooq $47.167.00
WC SPECIALISTII | n | 3 |_I-.i....“.$vmm».c.mm L E—— q,m%m_:s _soo0  seom  so00 $0.00]
|wespECIALISTI | 9 | v | ..ﬁm.,.u.mcam .. 534300.00. sa004 S0 E.EW.. . TS S $1478009
WC SPECIALISTI : SR 1| 83436000 $3436000  $34360 ca issoon. . maga oS 5000 3000 334:960:00
" PROPOSED: NEW POSITION "

i | ey I | T i [ I I |
| | | | | | |
| 0012 | CLAIMS INVESTIGATOR 1 11 1 | $40,078.00 mg.m_qm.eom £0.00 $0.00/ 00 $0.00
| 001 | S4007800,  $40078.00|  $0.00 0.00
| |
TOTAL| 519842000 $19842900  S115467.0 $116,907.00

Approval to create one (1) full time Claims Investigator I position, slot no. 012.
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ACCOUNTANT IV

GRADE: 14
GENERAL DESCRIPTION

Employee performs complex accounting work. Work involves preparing and overseeing the
preparation of financial statements, records, and reports. May specialize in some phase of
accounting work such as federal funds accounting; property and equipment control, cost,
payroll, or bond servicing. May assign and/or supervise the'work of others Employee ©
works under limited supervision with moderate latitude for the use of'i mmatwe and =
independent judgment. : e

EXAMPLES OF WORK PERFORMED

Prepares financial statements, budgets, vouchers, and payrolls submitted:b'y."the agency
Prepares technical reports on estimates, cost data, and budget limits

Prepares monthly status analyses of funds and expenditures

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

Maintains and/or oversees the maintenance of systems and controls necessary to provide
accurate accounts of expenditures and budget balances for agency programs

Reviews various records, reports, applications, and contracts

May instruct staff on the maintenance of accounting records on expenditures and revenue
collected, the positing of general ledgers, and the posting of journals

May approve and sign expense accounts and purchase vouchers submitted for payment
May assist in planning accounting and clerical work procedures

May direct the maintenance of accounting records on receipts and disbursements

May allocate tax revenues to the appropriate funds

May assign and/or 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 demonstrated expenence in accounnng, governmental accounting,
or commercial accounting, including supervisory experiencey Graduation from an ;
accredited four-year college or university with major course work in accounting or finance
with 15 hours of accounting courses.

Knowledge, Skills, and Abilities

Knowledge of the agency'’s fiscal program; of governmental accounting; of budget cor
methods, policies, and procedures; and of laws and regulations pertaining to ﬁnancnal
operations

Ability to interpret and apply accounting theory, to plan and coordinate financial programs,
to plan procedures and coordinate accounting operations, to interpret laws and regulations,
and to assign and/or supervise the work of others

Knowledge in 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:

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
® 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:

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

Maintain effective audio-visual discrimination and perception neéded fof:" ;

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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Hidalgo County

Department of Budget & Management
FISCAL NOTE

*Fiscal 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: Commissioner' Court
From: Sergio Cruz, Budget Officer
CC Date: Tuesday, May 17, 2011 Agenda Item: 26638

Summary of request/proposal:
HEALTH BENEFITS ADM (2201):
Approval to create the following full time position:

CURRENT PROPOSED
Salary/ Salary/ Total
Fund Position Slot# Obj| G | S Allowance G| S Allowance Requested
2201 |Accountant IV 0012{113 ]| 14| 1 0.00 = = 50,487.00 50,487.00
TOTAL 0.00 50,487.00 50,487.00
Budgetary Impact:
INCREASE/DECREASE ACCOUNT (OBJECT)

ACCOUNT NUMBER NAME AMOUNT
1-2201-415-00-115-009-0- 113 (HEALTH BENEFITS ADM- REG F/T EMPLOYEES $31,845.65
1-2201-415-00-115-009-0- 211 |[HEALTH BENEFITS ADM- HEALTH INSURANCE $2,270.77
1-2201-415-00-115-009-0- 212 |HEALTH BENEFITS ADM- LIFE INSURANCE $17.03
1-2201-415-00-115-009-0- 220 |HEALTH BENEFITS ADM- FICA $2,436.19
1-2201-415-00-115-009-0- 230 |HEALTH BENEFITS ADM- RETIREMENT $3,057.18
1-2201-415-00-115-009-0- 250 |HEALTH BENEFITS ADM- UNEMPLOYMENT COMP $159.23
1-2201-415-00-115-009-0- 260 |HEALTH BENEFITS ADM- WORKER'S COMP $0.00

|
2011 Budgetary Impact| _ $39,786.05
2012 Budgetary Impact: $63,075.45
Possible Funding Sources: APPROPRIATION FROM FUND (2201) BALANCE

Budget Office Recommendation:

Hidalgs Co. Budget Office
21078



DATE: May 12, 2011

DEPARTMENT HEAD:

Sergio Cruz, Budget Officer

2011

Appropriation

DEPARTMENT NAME:

DBM for DBM- HEALTH BENEFITS ADM

ACCOUNT NUMBER:

1-2201-415-00-115-009-0-XXX

Contact Person: Rosie Cantu Ph#

(956) 292-7025 ext. 5408

& 5,
2 &

L o®
SUBJECT: Budget Amendments (increase (decrease)) in accordance with Local Government Code, Chapter
111, § 111.070, Item C (2).

Honorable Commissioners' Court of Hidalgo County:

I would like to request the following Budget Amendments (increase (decrease)) in accordance with Local Government Code, Chapter 111, § 111.070,

Item C (2).

INCREASE ACCOUNT ACCOUNT (OBJECT)
NUMBER(S) NAME AMOUNT

1-2201-415-00-115-009-0-113 [|[HEALTH BENEFITS ADM |REG F/T EMPLOYEES 31,845.65
1-2201-415-00-115-009-0-211 |HEALTH BENEFITS ADM |HEALTH INSURANCE 2,270.77
1-2201-415-00-115-009-0-212 |HEALTH BENEFITS ADM  |LIFE INSURANCE 17.03
1-2201-415-00-115-009-0-220 [[HEALTH BENEFITS ADM [FICA 2,436.19
1-2201-415-00-115-009-0-230 |[HEALTH BENEFITS ADM |RETIREMENT 3,057.18
1-2201-415-00-115-009-0-250 {HEALTH BENEFITS ADM |[UNEMPLOYMENT COMP. 159.23

TOTAL BUDGET INCREASE (DECREASE) 39,786.05

REASON:

TO APPROPRIATE FUNDS TO COVER THE SALARIES AND RELATED FRINGE BENEFIT EXPENDITURES
OF ONE (1) NEW PROPOSED POSITION (ACCOUNTANT IV). THE SALARIES AND FRINGE BENEFITS
HAVE BEEN PRORATED,

DEPARTMENT HEAD SIGNATURE

APPROVED COMMISSIONERS' COURT

DATE

ATTEST COUNTY CLERK




HIDALGO COUNTY
COMMISSIONER COURT
2011 SALARY SCHEDULE

1-2201-415-00-115-009-0 Al - 26638

HEALTH BENEFITS ADM

2011 2011 Other Allowances 2011
GRADE & APPROVED ACTUAL ACTUAL
POSITION TITLE GRADE  STEP : : | S S
STEP BUDGETED SALARY nge | ; hisb TOTAL
SALARY SALARY : i COMPENSATION
| 1 | |
0007 | 113 |ADMINISTRATIVE ASSISTANT II | s 6 | $32,051.0 $32,051.00 $32,051.00 $0.00 $0.00/ $0.00/ $32,051.00
= _— _ ] L) : E-L UL L : : iy
| | | | . | |
0008 | 113 |DIRECTOR EMPL BNFTS DIVISION s $68,687.00 $68,687.00 _S68.687.00  sse000 o s000 50,00 _suoo $69.,227.00
_ _ _ [ _ ” _ _
0009 | 113 [CLERKIV | 7 $30,489.00 $30,489.00 $30,489.00 $420.00 $0.00¢ 50.00| $0.00 $0.00, $30,909.00
[ are] T e F | — 1" %W % g L Bl ¢ bt
| | | | | | |
Do POMNSIRATIVEASSISTANTL | 6 | 1 | o700 727600 serss200  son s s sood sood $21.552.00
[ 0011 | 113 |EMPLOYEE BENEFITS SPECIALIST Il Y 3| $42,884.0( $42,884.00 $42,884.00 $900.00 $0.00 $0.00 $0.00/ $43,784.00
- ! ! 5 : i i e 3 e O i A 1. A L LSS e
| | | | | | | |
_ _ m PROPOSED: NEWPOSITION _ [ _ | _
| | | | | | | | |
] * | | | | | |
O — - | |
| 0012 | | ACCOUNTANT 1V 14 | $50,487.00 $50,487.00 i e Ui $0.00
TOTAL|  ss18740 $251,874.00 $203,523.00

Approval to create one (1) full time Accountant IV position, slot no. 012,
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