GRADE: 07

GENERAL DESCRIPTION

TS

the moving of specialized heavy construction equipment
construction of County roads.

Q2

EXAMPLES OF WORK PERFORMED

Reads bill of lading to determine assignment
Fastens chain or binders to secure load on trailer during transit

Loads or unloads, or assists in loading and unloading truck

Works as member of two-person team driving tractor with sleeper bunk behind cab
Services truck with oil, fuel, and radiator fluid to maintain tractor-trailer

Obtains proper signatures or authorization for deliver and/or services

Inventories and inspects goods to be moved

Wraps goods using pads, packing paper, and containers, and secures load to trailer wall
using straps

Gives directions to helper in packing and moving goods to trailer

Drives tractor-trailer combination, applying knowledge of commercial driving regulations,
to transport and deliver products, livestock, or materials, usually over long distance

Maneuvers truck into loading or unioading position, following signals from loading crew as
needed

Drives truck to weigh station before and after loading, and along route to document weight
and conform to state regulations

Maintains driver log according to 1.C.C. regulations
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GENERAL QUALIFICATION GUIDELINES

o \ /
Experience and Edncation o A
SO
High School Diploma, GED or equivalent experience. Fourcif,gj: ) )
experience. Must have and maintain a valid driver’s li d 3 :{
license. > o
Knowledge, Skills, and Abilitics e Ng Q)%
y
K . o 7 | Qs
Advanced lmowledge of equipment operation and mameenaﬁce skilled in gLy ingspeg igiizl)s e
heavy equipment in the prescribed manner o. ] e = °,,°
o PPN s
Ability to perform multiple tasks simultaneously %o, . Yy F % . o
° >

Ability to communicate effectively, and to train others

May require interaction with other departmental supervisors and peers, other County
agencies and staff, outside vendors or other professionals and community, state or federal

agencies
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
o standing for extended periods of time
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e operating assigned equipment

Maintain mental capacity which permits: o
©

¢ making sound decisions and using good judgment ;eér/

o demonstrating intellectual capabilities o

Effectively handle a work environment and conditions w

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

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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MAINTENANCE 1 0 \
GRADE: 01
GENERAL DESCRIPTION

operating motorized equipment; Works under close su per '9.
the use of initiative and independent judgment. o

EXAMPLES OF WORK PERFORMED

Performs maintenance and repair work such as plumbing, siding, cafpent

painting, electrical, mechanical, refrigeration, ventilation, or heatihg, . E AS . 02’
%0035 000

May assist with the maintenance and repair of machinery, equipment, systems, or

components

May maintain and repair laundry machines, kitchen equipment, boilers, and boiler feed
pumps

May mow grass, edge walks and curbs, and trim shrubbery

May repair and upholster furniture

May construct and repair equipment

May perform inspections of operating machinery, equipment, and systems
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES
Experience and Education

Experience in building maintenance and repair work; Graduation from a standard senior
high school or equivalent is generally preferred.

Knowledge of the repair, maintenance, and operation of buildings and electrical systems
Skill in the use of tools and equipment

Ability to perform maintenance, to follow instructions, and to interpret drawings and
diagrams
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PHYSICAL DEMANDS:

00000
© % / 209

00 S -y .‘ilr A\
The physical demands described here are representative of those upiﬁngﬁe det by-dnf
employee to successfully perform the essential functions of this % .

frly Teq A
The employee frequently is required to stand. The employeejistecdasiQie 7
walk; sit; use hands to find, handle, or feel objects, tools or §pptrg B \r=%
arms; climb or balance; stoop and kneel. = Q:
(]
The employee must occasionally lift and/or move over 25 pé c °
required by this job include close vision, depth perception, aijll th e
L J
WORK ENVIRONMENT: o
[}
The work environment characteristics described here are represent;ﬂvqoﬁ % . .e°°

employee encounter while performing the essential functions of this job.° © 0’3 £ eee®
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:

¢ gitting for extended periods of time
standing for extended periods of time
e 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:

¢ 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

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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GRADE: 03 o
GENERAL DESCRIPTION PP~

o 3
Performs routine (journey-level) building mamwnam;ﬁdﬁ: ieto:
involves maintaining and repairing buildings, utility :
operating motorized equipment; May train others; Wo: ] -53;:; dera
limited latitude for the use of initiative and independentjudg

EXAMPLES OF WORK PERFORMED

Performs maintenance and repair work such as plumbing, m#ponry, weldifip
painting, electrical, mechanical, refrigeration, ventilation, or he?mpg ? Ex
o Py °

%00 8009

Maintains records on work orders or projects

May assist with the maintenance and repair of machinery, equipment, systems, or
components

May construct and repair equipment

May perform inspections of operating machinery, equipment, and systems
May make repairs to telephone systems and install wiring for new installations
May train others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Twao to three (2-3) years of experience in building maintenance and repair work; Graduation
from a standard senior high school or equivalent is generally preferred.

Knowledge of the repair, maintenance, and operation of buildings and electrical systems
Skill in the use of tools and equipment

Ability to perform maintenance; to follow instructions; to work from drawings, diagrams, or
sketches; and to train others

PHYSICAL DEMANDS: ".Y."Y"b. }(.\
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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:

e sitting for extended periods of time
o standing for extended periods of time
¢ operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
o demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e 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
communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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HIDALGO COUNTY
ROAD AND BRIDGE DEPARTMENT

Job Title: Paving Supervisor FLSA Status: Non-Exempt
Dept. No: 121-124 Clivil Service Status: Non-Exempt
SUMMARY:

This position is under the direction of the County Commissioner. The Road and Bridge
Supervisor coordinates activities and personnel of the Hidalgo County Road and Bridge workers.
This position requires thorough knowledge of management and supervisory procedures and,
maintenance and operation of light and heavy equipment.

QUALIFICATIONS AND REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential day
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 duties and responsibilities.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

o Schedule and coordinate equipment repair and maintenance
Coordinate personnel schedules
Insure that equipment and operational records are kept up to date
Operate and maintain heavy equipment as deemed necessary
Supervise activities of field workers
Coordinate and schedule road and bridge activities
Report to County Commissioner
Perform any other duties as assigned

0000000

EDUCATION AND EXPERIENCE:
o High School Diploma and GED/and/or
o Ten years experience in light and heavy equipment maintenance, operation and
supervision.
o Knowledge of Road and Bridge procedures and responsibilities
o Ability to repair and maintain light and heavy equipment
o Bilingual

CERTIFICATES, LICENSES, REGISTRATION:
o Employee must have proof of a current valid Texas Motor Vehicle Operator’s License
o Must be able to be insured by County Insurance Carrier

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 and 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 handle, or feel objects, tools, or controls; reach with hands and arms; climb or balance;
stoop, kneel, crouch, or crawl; and taste or smell.




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;

o sitting for extended periods of time

o operating assigned equipment

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

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

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

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




CREW LEADER1

GENERAL DESCRIPTION

f
Provide management of the day-to-day operanons of the ¢
oversight of the work production, quantity and quality of 3G}
work assignments, assign hours and work locations. This posi
evaluate employees. Handles difficult problems, may devg&g
curriculum, monitors departmental resources and ensures cemp
laws.

EXAMPLES OF WORK PERFORMED
Provides training to staff members as required
Assists in planning, assigning, and responsibility of the workload and schedules for team
members

Assists in evaluating performance of subordinates, identifying strengths/weaknesses,
providing employee development, guidance and motivation, or making/deciding on
recommendations for replacement when appropriate

Acts as a managerial resource for staff questions regarding customer issues, policies, etc

Assists in coordinating activities with other departments to expedite work and improve
performance

Assists in performing quality reviews/audits of department’s work and makes operational
corrections as necessary

Assists in establishing and enforcing procedures to expedite and improve processes

Participates in personnel matters including disciplinary actions and resolution of
departmental disputes

Performs all other related duties involved in the operation of the Precinct as assigned or
required

GENERAL QUALIFICATION GUIDELINES

Experience and Fducation

A high school diploma or general education degree (GED) and a minimum of four (4) years
in road construction or maintenance; or equivalent combination of education and
experience.
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Knowledge of generally accepted accounting principles and pre&éﬂurcs aﬁgcung Lhe
maintenance of accounting records and automated accountmg!ﬁy}tems (=7 )
: k’/;”/ - ‘.I) |I

ar _:~_ s

Knowledge of MS Word, Excel and 10-key calculator

Ability to interpret and apply accounting theory to transad‘mn Lo y ork accurately w1th : '

numerical detail; and to analyze, consolidate, and interprépaec unt
ot \ TON
\ ] . '..-
PHYSICAL DEMANDS: DN G

The physical demands described here are representative of thosg that mus 3
employee to successfully perform the essential functions of this Jbb f ~ -

While performing the duties of this job, the employee is regularly reqmréd to»tal m-lrchr
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
e standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

¢ working closely with others
e working in a multi-task environment
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Maintain effective audio-visual discrimination and perception needed ;f‘c_ir??g Y ( )};o s
X B
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making observations A
reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident P
safety regulations
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Knowledge, Skills and Abilities

Must have an advanced or expert knowledge of fundamental concepts, practices and
procedures of the field of road construction and maintenance

Spreadsheet and/or word processing software knowledge/experience preferred with either
specific program applications or general applications such as Microsoft Office Suite

Excellent verbal and written communication/presentation skills

Effective interpersonal and leadership skills that are normally expected of a fully qualified
manager

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:

e sitting for extended periods of time
e standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

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

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

Maintain effective audio-visual discrimination and perception needed for:

Pagn3ofd

making observations

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations




GRADE: 07

GENERAL DESCRIPTION

3

Performs highly advanced and/or supervxsory (senior-leve

A v

q Yoo AR fﬂ:
work. Work involves the specialized operation of heavy *5.-'," Hipment used for ; fj °
repair, maintenance, and construction programs. May plenealks :41-\ s id/or supervis ;', / Q:
work of others; Works under limited supervision with cofj %\(h de for the useifirz7 / (Ne
initiative and independent judgment. ° =N , f - s

[-] . ' °
EXAMPLES OF WORK PERFORMED °°° ° S oo.
.0

Operates a variety of types of gasoline and diesel equipment and M A&gﬂﬁ
involved in construction and maintenance projects, such as graders, b. mtehd

loaders, forklifts, dump trucks, or related equipment

Prepares daily reports and logs related to quantities of materials used, types of equipment,
work hours, and project status

Performs routine and preventive vehicle and equipment maintenance and repair to ensure
proper operating conditions

Performs general maintenance/manual labor as required
Performs traffic control set up on job sites to ensure safe working environments
Reports and/or repairs malfunctions on light and heavy equipment

May work on the reconstruction or rehabilitation of streets, surface maintenance, traffic
control, or drainage zones

May assist during emergency situations such as floods, severe weather, and accidents

May be required to read and interpret blueprints, drawings, and specifications for road or
other construction

May lead crew at job sites to ensure a safe working environment and provide on-site
supervision of crew task performance

May plan, assign, and/or supervise the work of others
Ability to work effectively and cooperatively with other crewmembers
Performs other duties as assigned
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GENERAL QUALIFICATION GUIDELINES o °<°,° ; %o o,
Experi Educati AT £ @ )
on o .. PN\ j o

Three (3) years of related experience. Graduation from a high 3th6o é};‘ etValentis\ON 6°°°

generally preferred. Experience and education may be sub$tivuted fagi@fie drother. <SRN °

Knowledge, Skills, and Abilities s ; ¥ \ %?‘/7 Ez
< § N .

Knowledge of construction maintenance, repair, and oper&i@n of B -'j- nd heavy jﬂ\% Q 2

equipment, including vehicles o} N " @ / ﬁ%’ ‘o

K i@ A °
Ability to maintain records of materials, supplies, time, and Work pororugibdagk—" "~ o

effectively with the public; to train others; and plan, assign, and%o.
others

I SUPCIVISE
o»e >

{oo]
5
‘{3) 7

May be required to be licensed in a specialty area
May require a valid Texas driver’s license and/or commercial driver’s license
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 eccasionally 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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Maintain mental capacity which permits:

L]
Maintain effective audio-visual discrimination and perception nee:i&l.f%? E X / o®

Pagc3of3

sitting for extended periods of time U YO
standing for extended periods of time o0 Sy \ S LR
operating assigned equipment ;‘

making sound decisions and using good judgments €3
demonstrating intellectual capabilities s
-]

working closely with others

working in a multi-task environment °o°

900 ¢009°
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




ACCOUNTS PAYABLE SPECIALIST 1

GRADE: 06

GENERAL DESCRIPTION

Performs entry level accounts payable work. Work involves processing of county invoices
and payment in a timely manner. Communicate with county departments regarding
purchase orders, invoices and payments. Answer inquiries from departments regarding
account balances and encumbrances. Will scan, stamp, and file all documentation regarding
payments.

EXAMPLES OF WORK PERFORMED

Examines claims for validity and completeness prior to invoice entry

Maintains manual and automated batch log to ensure appropriate release of checks

Processes void and manual checks

Maintains and enter information for claims to generate appropriate checks for
Commissioner’s Court

Interacts with County departments regarding vendor data or policies
Performs all other related duties as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a standard high school or equivalent, with One (1) year of related
experience required.

Knowledge, Skills, and Abilities

General accounting knowledge

Good verbal and written communication

Knowledge of MS Word, Excel and 10-key calculator
Understand record keeping techniques

Registration, Certification, or Licensure

May require a valid driver's license
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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
e operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with others
s 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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OUTREACH MANAGER

GRADE: 10

GENERAL DESCRIPTION

Performs routine managerial work supervising all operations and personnel of the
Community Resource Center (CRC). Work involves establishing goals and objectives;
developing guidelines, procedures, and rules; developing schedules, priorities, and standards
for achieving established goals; coordinating and evaluating program activities. Plans,
assigns, and supervises the work of others.

EXAMPLES OF WORK PERFORMED

Manages activities of staff in program area(s).

Assesses employee job performance and participates in the evaluation process.

Acts as liaison to other community agencies.

Establishes goals and objectives; develops and approves schedules, priorities, and standards
for achieving goals; and directs evaluation activities.

Develops and implements techniques for evaluating program activities.

Plans, implements, coordinates, monitors, and evaluates policies and procedures.
Identifies areas of needed change, and makes recommendations to improve operations.
Provides technical guidance in the program area.

Plans, assigns, and supervises the work of others.

Performs related work as assigned.

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Associates Degree in Social Services or related field. Graduation from an accredited four-
year college or university with major course work in a field relevant to the assignment
preferred. Two (2) years of experience may be substituted for one (1) year of education.
Bilingual is preferred (English/Spanish)

Certificates, Licenses, Registrations

Must possess a valid Texas Motor Vehicle Operator’s License
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Must be able to be insured by the County’s insurance carrier

Knowledge, Skills, and Abilities

Ability to manage program activities; to establish goals and objectives; to devise solutions to
administrative problems; to develop and evaluate administrative policies and procedures; to
prepare reports; to communicate effectively; and to plan, assign, and supervise the work of
others.

Ability to be organized, efficient and confidentiality

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 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:

e sitting for extended periods of time
¢ standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
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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 communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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OUTREACH MANAGER

GRADE: 10

GENERAL DESCRIPTION

Performs routine managerial work supervising all operations and personnel of the
Community Resource Center (CRC). Work involves establishing goals and objectives;
developing guidelines, procedures, and rules; developing schedules, priorities, and standards
for achieving established goals; coordinating and evaluating program activities. Plans,
assigns, and supervises the work of others.

EXAMPLES OF WORK PERFORMED

Manages activities of staff in program area(s).

Assesses employee job performance and participates in the evaluation process.

Acts as liaison to other community agencies.

Establishes goals and objectives; develops and approves schedules, priorities, and standards
for achieving goals; and directs evaluation activities.

Develops and implements techniques for evaluating program activities.

Plans, implements, coordinates, monitors, and evaluates policies and procedures.
Identifies areas of needed change, and makes recommendations to improve operations.
Provides technical guidance in the program area.

Plans, assigns, and supervises the work of others.

Performs related work as assigned.

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Associates Degree in Social Services or related field. Graduation from an accredited four-
year college or university with major course work in a field relevant to the assignment
preferred. Two (2) years of experience may be substituted for one (1) year of education.
Bilingual is preferred (English/Spanish)

Certificates, Licenses, Registrations

Must possess a valid Texas Motor Vehicle Operator’s License
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Must be able to be insured by the County’s insurance carrier

Knowledge, Skills, and Abilities

Ability to manage program activities; to establish goals and objectives; to devise solutions to
administrative problems; to develop and evaluate administrative policies and procedures; to
prepare reports; to communicate effectively; and to plan, assign, and supervise the work of
others.

Ability to be organized, efficient and confidentiality

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 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:

e sitting for extended periods of time
¢ standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
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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 communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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