HEAVY EQUIPMENT OPERATOR 1
GRADE: 03
GENERAL DESCRIPTION
Performs entry-level construction and maintenance work; Work involves the specialized
operation of heavy and light equipment used for repair, maintenance, and construction
programs; Works under close supervision with minimal latitude for the use of initiative and
independent judgment.
EXAMPLES OF WORK PERFORMED
Operates a variety of types of gasoline and diesel equipment and light and heavy equipment
involved in construction and maintenance projects, such as graders, backhoes, front-end

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

Ability to work effectively and cooperatively with other crewmembers
Performs other duties as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

One (1) year of related experience. Graduation from a high school or equivalent is generally
preferred. Experience and education may be substituted for one another.

Page 1 of 3



Knowledge, Skills, and Abilities

Knowledge of construction maintenance, repair, and operation of light and heavy
equipment, including vehicles

Ability to maintain records of materials, supplies, time, and work performed; and to work
effectively with the public

Registration, Certification, and Licensure

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 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
¢ demonstrating intellectual capabilities
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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:

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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ELECTRICIAN I

GRADE: 08

GENERAL DESCRIPTION

Performs moderately complex (journey-level) work in the maintenance and repair of
electrical equipment and circuits; Work involves installing, replacing, and maintaining
electrical systems, apparatus, components of machinery, and equipment; Works under
general supervision with moderate latitude for the use of initiative and independent
judgment.

EXAMPLES OF WORK PERFORMED

Installs and repairs electrical systems, apparatus, and electrical components of machinery
and equipment

Inspects and tests electrical equipment, lighting, and power circuits

Isolates defects in wiring, circuit breakers, fuses, switches, sockets, and other elements and
replaces faulty switches, circuit breakers, fuses, sockets, and other elements of electrical
systems

Interprets blueprints sketches and schematic drawing of electrical circuits

Identifies all electrical terms and symbols

Calculates electrical loads, wire sizes, and lengths, conduit size, circuit breaker and power
panel requirements necessary to upgrade electrical systems to meet electrical load and

local/state code requirements in both newer/older buildings and equipment systems

Mounts motors, transformers, and lighting fixtures into position and completes circuits
according to diagram specifications

Repairs electrical circuits

Repairs magnetic starters and remote start-stop stations; operates and maintains high- and
low-voltage switches; and installs rigid, thin wall, and flexible conduit

Wires circuits and cleans and tightens low voltage switch gears

Assists in the maintenance and renovation of electrical service

Performs related work as assigned

The above statements describe the general nature and level of work being performed by

individuals assigned to this classification. This is not intended to be an exhaustive list of all
responsibilities and duties required of personnel so classified
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three to Four (3-4) years of experience in electrical work to include major
industrial/commercial experience in manufacturing -environment or preventative
maintenance/repairs in a building facilities environment; Graduation from a high school or
equivalent, supplemented by vocational or special training in an electrical trade

Certificates, Licenses, Registrations

Required as evidenced by a valid Journeyman’s Electricians License and maintain such
licensing requirements throughout employment.

Knowledge, Skills, and Abilities

Knowledge of general principles and theory of electricity and of safety regulations
Skill in the use of tools

Ability to maintain proper ventilation and heating level, to make maintenance or electrical
repairs, to diagnose malfunctioning units and maintain records

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 50 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee will 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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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:

e 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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TRUCK DRIVER III

GRADE: 07

GENERAL DESCRIPTION

Drive and safely operate a tractor-trailer combo which may include (but is not limited to)
the moving of specialized heavy construction equipment involved in the maintenance and
construction of County roads.

EXAMPLES OF WORK PERFORMED

Inspects truck before and after trips and submits report indicating truck condition

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 unloading 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 I.C.C. regulations
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GENERAL QUALIFICATION GUIDELINES

Experience and Education
High School Diploma, GED or equivalent experience. Four to six (4-6) years related

experience. Must have and maintain a valid driver’s license and a Texas Class “A” CDL
license.

Knowledge, Skills, and Abilities

Advanced knowledge of equipment operation and maintenance, skilled in using specialized
heavy equipment in the prescribed manner

Ability to perform multiple tasks simultaneously

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:

e sitting for extended periods of time
e standing for extended periods of time
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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
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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TRAFFIC SPECIALIST I

GRADE: 02
GENERAL DESCRIPTION

Operate complex, specialized heavy construction equipment involved in the maintenance
and construction of County roads.

EXAMPLES OF WORK PERFORMED

Operates different types of complex, specialized/heavy equipment

Performs road maintenance or construction related duties while operating equipment
Transports equipment and supplies to and from the job site

Ensures/implements and maintains traffic control standards at work site; inspects and
manages precinct sign inventory and replacement

Performs routine maintenance on equipment or trucks and reports needed repairs
Maintains job site safety standards

May develop work schedules, evaluate lower level employees and prioritize jobs
May order supplies

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

High School Diploma, GED or equivalent experience. Minimum of two (2) years related
experience. Must have a valid driver’s license and may be required to have a Texas Class
“A” CDL license within six (6) months of hire.

Knowledge, Skills, and Abilities

Advanced knowledge of equipment operation and maintenance, skilled in using specialized
heavy equipment in the prescribed manner

Ability to perform multiple tasks simultaneously
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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:

e sitting 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
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

¢ making observations
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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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CLERK IIT
GRADE: 05
GENERAL DESCRIPTION
Performs complex (journey-level) clerical work in areas such as bookkeeping, inventory
control, statistics, employment, human resources, purchasing, and accounting; Work
involves compiling and tabulating data, checking documents for accuracy, transporting
documents and/or stock and inventory, and maintaining files; Works under general
supervision with moderate latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Produces and proofs correspondence, reports, purchase orders, summaries, manuals,
vouchers, records, and other related forms

Answers inquiries regarding procedures and policies, assists the public and staff in filling out
forms, and assembles and mails information packets

Posts information to agency records and modifies forms or records

Assembles, organizes, and tabulates data; and may compile and tabulate data, and prepare
charts, graphs, and tables

Maintains files, materials, and supplies

Opens, stamps, classifies, sorts, and routes mail, and maintains records on postage,
registered mail, and packages

Performs data entry, retrieval, and data searches

Receives, stores, and issues stock items

May perform arithmetic computations

May maintain office schedules and appointments

May perform back-up receptionist or telephone switchboard duties

May receive and forward payments to the appropriate agency staff

May screen applicants, administer employment tests, and assist in orienting employees
May arrange the scheduling, transfer, and display of surplus property

May make arrangements for repairs and services
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May inspect merchandise for quality and compliance with specifications
May deliver or pick up documents, supplies, equipment, or materials
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to Three (2-3) years experience in clerical work. Graduation from a standard senior
high school or equivalent is generally preferred. Vocational training is preferred. Experience
and education may be substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of business or program terminology, office procedures, spelling, punctuation,
grammar, and arithmetic; of warehousing procedures; of purchasing policies and
procedures; of records administration and maintenance techniques and procedures; and of
state purchasing policies and procedures

Skill in using a personal computer and office equipment

MS Word and Excel

Ability to make arithmetic computations; to prepare and maintain records, files, and
reports; and to transfer stock from one location to another

Registration, Certification, or Licensure

May require a valid 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 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.
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The no

ise 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:

working closely with others
working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
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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



HEAVY EQUIPMENT OPERATOR.ITT
GRADE: 07
GENERAL DESCRIPTION
Performs highly advanced and/or supervisory (senior-level) construction and maintenance
work. Work involves the specialized operation of heavy and light equipment used for
repair, maintenance, and construction programs. May plan, assign, and/or supervise the
work of others; Works under limited supervision with considerable latitude for the use of
initiative and independent judgment.
EXAMPLES OF WORK PERFORMED
Operates a variety of types of gasoline and diesel equipment and light and heavy equipment
involved in construction and maintenance projects, such as graders, backhoes, front-end

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

Experience and Education

Three (3) years of related experience. Graduation from a high school or equivalent is
generally preferred. Experience and education may be substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of construction maintenance, repair, and operation of light and heavy
equipment, including vehicles

Ability to maintain records of materials, supplies, time, and work performed; to work
effectively with the public; to train others; and plan, assign, and/or supervise the work of

others

Registration, Certification, and Licensure

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 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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e sitting 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
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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MAINTENANCE II1

GRADE: 05

GENERAL DESCRIPTION

Performs complex (journey-level) building maintenance and repair work; Work involves
maintaining and repairing buildings, utility systems, and stationary equipment; operating
motorized equipment; requisitioning material and supplies; and maintaining records; May
train others; Works under general supervision, with moderate latitude for the use of
initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Performs maintenance and repair work such as plumbing, painting, electrical, steam, air
conditioning, and mechanical

Performs carpentry work such as the installation, alteration, repair, and maintenance of
buildings, doors, windows, wood fixtures, and furniture

Performs gas and electric work such as welding, brazing, and soldering on ferrous and non-
ferrous metals to repair, maintain, or fabricate parts and equipment

Performs inspections of equipment, operating machinery, systems, and building accessories
and appliances to ensure proper maintenance and repair

Heats, treats, tempers, and sharpens tools
Repairs electronic equipment
Calculates material and labor costs and orders parts and supplies

Maintains and repairs electrical outlets, control panels, switches, fixtures and accessories;
replaces and reseats brushes on motors; and splices wires and cables

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

May maintain records on work orders or projects

May maintain a workshop for the repair, alteration, refinishing, and construction of
furniture, fixtures, and equipment

May operate fire-fighting or life-saving equipment as required
May train others

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three to five (3-5) years of experience in building maintenance and repair work; Graduation
from a standard senior high school or equivalent, supplemented by vocational training in a
designated trade, is generally preferred. Experience and education may be substituted for
one another.

Knowledge, Skills, and Abilities

Knowledge of the repair, maintenance, and operation of buildings, electronics, and
carpentry; of building materials and plumbing and electrical fixtures; of welding procedures
and techniques; and of fire and safety regulations

Ability to work from drawings, diagrams, sketches, or blueprints; to estimate materials; to
apply proper methods, techniques, and procedures in the maintenance and repair of
buildings, and related equipment; to perform maintenance; to follow instructions; and to
train 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:

e sitting for extended periods of time

e standing for extended periods of time
e 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:

e 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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ACCOUNTS PAYABLE SPECIALIST I

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:

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 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:

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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MECHANIC II

GRADE: 06

GENERAL DESCRIPTION

Performs routine (journey-level) motor vehicle repairs and maintenance work. Work
involves replacing or repairing worn or broken parts; performing preventive maintenance
activities; and servicing automotive equipment and related gasoline, diesel, or alternative
fuel engine-powered equipment; Works under moderate supervision, with limited latitude
for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Exchanges, rebuilds, and overhauls motors, transmissions, carburetors, and other major
vehicle components and systems

Checks and repairs electrical and cooling systems
Performs oil and filter changes, transmission service, brake and suspension repair, tire
installation and repair, wheel alignments, air conditioning diagnosis and repair, state vehicle

inspections, and other scheduled maintenance

Performs minor engine tune-ups and makes required adjustments on vehicles motors and
diesel engines

Performs body repair work and touch-up painting
Tests motors and engines for satisfactory performance
Installs various after-market accessories and equipment
Maintains records of work performed and parts used

Uses on-board or hand-held electronic diagnostic equipment and a variety of other
specialized tools and equipment to isolate and adjust malfunctions

May tear down inboard and outboard gasoline motors or diesel engines; inspect, repair, or
replace defective parts; and reassemble the motors

May maintain and repair heavy construction equipment

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to three (2-3) years of experience in motor vehicle repair and maintenance work;
Graduation from a standard senior high school or equivalent; supplemented by technical
courses in automotive maintenance and repair, is generally preferred. Experience and
education may be substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of automotive motor repair and maintenance techniques and of safety practices
and principles

Skill in the use of shop tools and equipment

Ability to apply knowledge of repair techniques and mechanical principles, to follow
instructions, and to locate and diagnose defective mechanical operations

Registration, Certification, or Licensure

May require a certification from the National Institute of Automotive Service Excellence
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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e sitting 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
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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HIDALGO COUNTY
ROAD & BRIDGE

PAVED/UNPAVED
Job Title:  Traffic Control Supervisor FLSA Status: Non-Exempt
Dept No: 121 Civil Service Status: Non-Exempt

SUMMARY:

Performs routine managerial work supervising all operations and personnel related to
traffic maintenance activities for the department. Operate complex, specialized heavy
construction equipment involved in the maintenance and construction of County roads.

SUPERVISORY RESPONSIBILITIES

Coordinates, schedules, and directs the construction, installation and maintenance of
traffic control devises including all pavement markings and signage throughout the
Precinct. Carries out supervisory responsibilities in accordance with Hidalgo County
policies and applicable laws.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following and other duties
may be assigned:

e Operates different types of complex, specialized/heavy equipment

e Performs road maintenance or construction related duties while operating
equipment

e Transports equipment and supplies to and from the job site

e Ensures/implements and maintains traffic control standards at work site; inspects
and manages precinct sign inventory and replacement

e Supervise the assembly and installation of flashing beacons and other electrical
safety devices for intersections, schools and other locations.

e Coordinate on street work such as striping, signing, eradication of paint and
installation of pavement markers with private contractors on various development
projects and county construction projects.

e Performs routine maintenance on equipment or trucks and reports needed
repairs

¢ Maintains job site safety standards

Conduct inspections of traffic control devices to identify deficiencies, problems or

safety hazards.

May develop work schedules, evaluate lower level employees and prioritize jobs

May order supplies

Plans, assigns, and supervises the work of others.

Oversee work performed by subordinate staff, both in progress and upon task

completion, to assure quality of work, conformance with plans, regulations and

standards.



e Coordinate Traffic Control projects between scheduling and required staff and
equipment to support the plan and project need

e Review Traffic Control issues as reported and or related to accidents on the job
site and report to management as to reasons and findings of the reported
accident.

e Repair and request replacement of required Traffic Control equipment

e Ability to work well with others.

e Performs all other related duties as assigned.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential duties and responsibilities;

EDUCATION and/or EXPERIENCE
e High School Diploma, GED with at least five (5) years of experience in traffic
engineering or related field, with one year of supervisory experience, is required;
or any equivalent combination of education and experience, which provides the
required knowledge, skills and abilities.

CERTIFICATES, LICENSES, REGISTRATIONS
e Employee must have a current valid Texas Motor Vehicle Operator’s License;
e Must be able to be insured by the County’s Insurance carrier;

OTHER SKILLS AND ABILITIES

e Thorough knowledge of the methods, practices, equipment and materials used in
the construction and maintenance of roadways and/or bridges.

e Ability to communicate effectively, especially orally, with persons of varying
educational backgrounds.

e Ability to estimate materials, equipment and personnel needed for road and
bridge reconstruction, maintenance projects and related activities.

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

¢ Ability to read and interpret documents such as engineering plans, safety rules,
operating and maintenance instructions, and procedure manuals.

e Ability to write routine reports and correspondence.

e Ability to speak effectively before groups of customers or employees of
organization.

e Ability to add, subtract, multiply, and divide in all units of measure using whole
numbers, common fractions and decimals.

¢ Ability to compute rate, ratio and percent.

e Ability to apply common sense understanding to carry out instructions furnished
in written, oral or diagram form.

e Ability to deal with problems involving several concrete variables in standardized
situations.



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

e Employee may be assigned other duties in addition to those listed; duties may
change according to the changing needs of the County.

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job;

While performing the duties of this job, the employee is required to talk or hear. The
employee is required to stand.  The employee is required to walk; sit; use hands to
finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or
balance; stoop, and kneel;

The employee must occasionally lift and/or move over twenty-five (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 encounters while performing the essential functions of this job;

The noise level in the work environment is usually moderate;

SAFETY REQUIREMENTS:
Maintain physical condition 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 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 department’s safety regulations



TRUCK DRIVER IT

GRADE: 05

GENERAL DESCRIPTION

Drive and safely operate a tractor-trailer combo which may include (but is not limited to)
the moving of specialized heavy construction equipment involved in the maintenance and
construction of County roads.

EXAMPLES OF WORK PERFORMED

Inspects truck before and after trips and submits report indicating truck condition

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 unloading 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 I.C.C. regulations
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GENERAL QUALIFICATION GUIDELINES

Experience and Education
High School Diploma, GED or equivalent experience. Two to three (2-3) years related

experience. Must have and maintain a valid driver’s license and a Texas Class “A” CDL
license.

Knowledge, Skills, and Abilities

Advanced knowledge of equipment operation and maintenance, skilled in using specialized
heavy equipment in the prescribed manner

Ability to perform multiple tasks simultaneously

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:

e sitting for extended periods of time
e standing for extended periods of time
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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
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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HIDALGO COUNTY

NON-
FLSA STATUS: EXEMPT

DEPARTMENT: | Q| - O RC. QIVIL SERVICE sTATUS: XM

SUMMARY

Oversees all operations of the Community Resource Center (CRC), including scheduling service
provider occupancy and usage, acting as liaison with other agencies, maintaining and promoting
the CRC and its activities.

QUALIFICATION REQUIREMENTS

The CRC Coordinator is given the necassary authority and support to assure the Center
provides/maintains the availability of services and public cutreach at the level it was intended to
achicve. As such, the Coordinator must provide the leadership and catalyst needed to avail the
citizens of the community of the services abtainable through the CRC and sustain maximum
usage and accupancy of the Center through recruitment of temporary and permenent occupsnts
that provide services such es health, educational, and social services to the public.

ESSENTIAL DUTIES AND RESPONSIBILITIES
© Orientate/ train staff, volunteers, and job trainees in protacot for:
l. Auswering talephones
2, Message deliveries
3. Scheduling activities
4. Helping sesvice providers promote and implement community programs
5. Interacting with visitors, service provider staff, fellow staff members, etc.

* Serva as liaison between community residents, service providers, elected officials, CRC
Resident Advisory Committee, and Texas A&M University-Center for Housing and
Urban Development,

¢ Interact with citizens in determining their noeds, resolving obstacies and conflicts, and
soliciting needed services to enhance their quality of life.

e Maintain documented records and files of service agencies using the CRC, services and
promotions made available through the CRC, and number of people served through the
Center. Data compiled will provide detait for tracking and gauging usage of availablc
facilities at the Center.

¢ Compile and submit formal reports to the Administrative Assistant at the Center for
Housing and Urban Development for review by the Dean of the College of Architecture
at Texas A&M University.

* Develop and maintain effective, perpetual public relations and promotionat programs in
collaboration with the Program Coordinator. Maintain public awarenesy of Center
ectivities and services through the public media, i.c. tradio, TV, ncwspaper, and through
interaction with service provider entities and area service clubs.



Host and moderate a needs sssessment focus group made up of members of the CRC
Resident Advisory Committee, service providers, city and county officials, and the
general public on an annual or as needed basis. Submit the findings of the focus group to
the Program Coordinator.

Plan, organize, and hold monthly meetings between health/social scrvices providers and
resldent leaders to address topics and subject matrer appropriste for thess groups.
Evaluate on a schedule basis the effectivencss of provider services and modify focus
quarterly or as deemed ncccssary.

Develops and maintain an informational docurent the effectively communicates to
residents the availability of health, cducation and social services programas that can be
provided at the Center upon citizen request.

EDUCATION and/or EXPERIENCE
Some college hours and/or combinution of college and experience as follows:

Experience in social services, community involvement, service development, and/or
building community capacity and experience in working pattnerships.

QGood organizational skills.

Fluent in English and Spanish.

Effective communicator written and oral, including media intorviews.

Ability to make public presentations in English and Spanish.

Valid Texag Drivers License,

Computer capability,.. WordPerfect, Excel.

Ability to administer effective training and instruction,



