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CHIEF HEALTH INSPECTOR 

GRADE: 12 

GENERAL DESCRIPTION  

Performs highly advanced (senior-level) inspection work; Work involves planning, 
coordinating, overseeing, or conducting inspections and quality assurance reviews to ensure 

compliance with laws, regulations, and agency policies. May plan, assign, and/or supervise 
the work of others; Works under minimal supervision, with extensive latitude for the use of 

initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED  

Oversees various inspections and the enforcement of laws and regulations of the county 

Oversees and conducts inspections for compliance with Texas codes, standards, and laws; 
and researches and identifies the causes of violations 

Oversees the investigation of complaints 

Oversees the preparation of reports 

Oversees or conducts licensing examinations 

Makes recommendations on violations noted during inspections and conducts follow-up 
inspections 

Identifies and selects recipients of evaluations 

Establishes the priorities and methods of securing evidence 

Evaluates programs and procedures to improve operations 

Implements and oversees quality control systems 

Ensures the collection of inspection fees according to departmental procedures 

Testifies at hearings or before courts of jurisdiction 

Assists with budget preparation 

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

Performs related work as assigned 
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GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Four (4) years experience in inspection work. Two (2) years experience as a supervisor. 
Associates Degree in Business or related field; Experience and education may be substituted 
for one another.  

Knowledge, Skills, and Abilities 

Knowledge of Texas laws, codes, and standards related to the area of responsibility; of the 

principles and methods of field inspection, law enforcement, and quality control; of the 
basic rules of evidence; and of business practices in regulated occupations 

Skill in conducting inspections, in determining proper courses of action, and in using 

instruments or tools necessary to perform inspections 

Ability to prepare reports; to interpret laws and regulations; and to plan, assigns, and/or 
supervises the work of others 

Registration, Certification, or Licensure 

May require certification for a specific program area 

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: 

• 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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SEPTIC TANK INSPECTOR 

GRADE: 07 

GENERAL DESCRIPTION  

Performs and involves planning, coordinating, overseeing, or conducting inspections and 
quality assurance reviews to ensure compliance with laws, regulations, and county policies; 

May plan, assign, and/or supervise the work of others; Works under minimal supervision, 
with extensive latitude for the use of initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED  

Oversees various inspections and the enforcement of laws and regulations 

Oversees and conducts inspections for compliance with Texas codes, standards, and laws; 

Researches and identifies the causes of violations 

Oversees the investigation of complaints 

Oversees the preparation of reports 

Oversees or conducts licensing examinations 

Makes recommendations on violations noted during inspections and conducts follow-up 

inspections 

Identifies and selects recipients of evaluations 

Establishes the priorities and methods of securing evidence 

Evaluates programs and procedures to improve operations 

Ensures the collection of inspection fees according to departmental procedures 

Testifies at hearings or before courts of jurisdiction 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Four (4) years experience in inspection work; Associates Degree in health or related field; 
Experience and education may be substituted for one another.  
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Knowledge, Skills, and Abilities 

Knowledge of Texas laws, codes, and standards related to the area of responsibility 

Knowledge of the principles and methods of field inspection, law enforcement, and quality 
control 

Knowledge of the basic rules of evidence and business practices in regulated occupations 

Skill in conducting inspections, determining proper courses of action, and in using 
instruments or tools necessary to perform inspections 

Ability to prepare reports, interprets laws and regulations, and to plan, assign, and/or 
supervise the work of others 

Registration, Certification, or Licensure 

May require certification for a specific program area 

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 

• standing for extended periods of time 

• operating assigned equipment  
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Maintain mental capacity which permits:  

• making sound decisions and using good judgment  

• demonstrating intellectual capabilities 

Effectively handle a work environment and conditions which involve: 

• working closely with others 

• 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 

 



Page 1 of 3 

CLERK II 

GRADE: 03 

GENERAL DESCRIPTION  

Performs routine (journey-level) clerical work in areas such as bookkeeping, inventory 
control, statistics, employment, human resources, and purchasing; Work involves compiling 

and tabulating data, checking documents for accuracy, transporting documents, and 
maintaining files; Works under moderate supervision with limited 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 policies and procedures, assists the public and staff in filling out 

forms, and provides information to the public by mail or phone 

Posts information to agency records and modifies forms or records 

Assembles, organizes, and tabulates data and performs arithmetical computations; may 
prepare charts, graphs, and tables 

Files and maintains forms, records, and reports 

Opens and distributes incoming mail and prepares mail-outs 

Performs data entry and retrieval 

May receive shipments and supplies, inspect for damage, and check for correct quality and 
quantity 

May maintain office schedules and appointments and provide notification of appointments. 

May perform back-up receptionist or telephone switchboard duties 

May receive, maintain accountability for, and forward payments to the appropriate agency 

staff 

May assist in balancing accounts by running tapes and proofreading 

May prepare summaries of balances and cost information and formulate other reports as 
required 

May administer employment tests 
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May arrange the scheduling, transfer, and display of surplus property 

May receive and count cash 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

One (1) year experience in clerical work. Graduation from a standard senior high school or 
equivalent is generally preferred. Experience and education may be substituted for one 

another. 

Knowledge, Skills, and Abilities 

Knowledge of business or program terminology, methods, and procedures; of office 
procedures; and of spelling, punctuation, grammar, and arithmetic 

Skill in using a personal computer and office equipment 

MS Word and Excel 

Ability to prepare and maintain detailed records, files, and reports; to type accurately at a 

speed consistent with work requirements; 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.  

The noise level in the work environment is usually moderate. 
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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: 

• 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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CLERK I 

GRADE: 01 

GENERAL DESCRIPTION  

Performs (entry-level) clerical work in areas such as bookkeeping, inventory control, 
statistics, employment, human resources, purchasing, or accounting; Work involves 

compiling and tabulating data, checking documents for accuracy, transporting documents, 
and maintaining files; Works under close supervision with minimal 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 

Reviews completed forms for signatures and proper entries 

Provides information to the public by mail or telephone 

Receives shipments and supplies, inspects for damage, and checks for correct quantity and 

quality 

Assembles, organizes, and tabulates data; may perform data entry and retrieval 

Files and maintains forms, records, and reports 

Opens and distributes incoming mail and prepares mail-outs 

Delivers documents, supplies, or other items; takes deposits to the bank; and runs errands as 

appropriate 

May maintain office schedules and appointments 

May perform back-up receptionist or telephone switchboard duties 

May assist in conducting physical inventory 

May receive and count cash 

May make arrangements for repairs and services 

May assemble and pack shipments, contact transportation companies to arrange for 

shipping, and assist in loading trucks 

Performs related work as assigned 
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GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Six (6) months of experience with clerical operations; Graduation from a standard senior 
high school or equivalent is generally preferred. Experience and education may be 
substituted for one another. 

Knowledge, Skills, and Abilities 

Knowledge of office procedures and of spelling, grammar, punctuation, and arithmetic 

Skill in using personal computers and office equipment 

Ability to prepare and maintain records, files, and reports 

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.  

The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 
responsibilities which may include the following: 

• sitting for extended periods of time 

• operating assigned equipment  
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Maintain mental capacity which permits:  

• making sound decisions and using good judgment  

• demonstrating intellectual capabilities 

Effectively handle a work environment and conditions which involve: 

• working closely with others 

• 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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REGISTERED NURSE III 

GRADE: 14 

GENERAL DESCRIPTION  

Performs complex (journey-level) nursing work; Work involves providing for the 
assessment, care, and treatment of patients; May supervise the work of others; Works under 

general supervision, with moderate latitude for the use of initiative and independent 
judgment. 

EXAMPLES OF WORK PERFORMED  

Administers medication, immunizations, and treatment and observes patients for unusual 

symptoms and reactions 

Conducts physical, developmental, and psychosocial assessments to determine eligibility for 
health services 

Makes hospital rounds or home visits 

Implements and monitors case management service plans 

Provides specialized nursing services for individuals, families, groups, and communities 

Develops individualized service plans 

Prepares and maintains patient records and program reports 

Plans and conducts community outreach and disease surveillance activities 

Assists in developing health education strategies and resources for clients and/or direct care 
staff 

Assists in developing in-service training and educational programs 

May participate in quality assurance reviews 

May supervise the work of others 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Five (5) years experience in nursing work; Graduate from an accredited four-year college or 

university with major course work in nursing or from an accredited nursing program is 
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generally preferred; Two (2) years experience maybe substituted for one (1) year of 
education. 

Knowledge, Skills, and Abilities 

Knowledge of nursing techniques and procedures, health care laws and regulations, medical 

diagnoses and procedures, accepted medical treatment programs, and community health 
and nursing care principles, practices, and procedures 

Ability to provide patient care, prepare and maintain records, explain public health law, 

recognize patterns of medically necessary treatment, and to supervise the work of others 

Must be registered as a Registered Nurse by the State of Texas or a state that recognizes 
reciprocity through the Nurse Licensure Compact 
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ELIGIBILITY SPECIALIST I 

GRADE: 04 

GENERAL DESCRIPTION  

Determine eligibility for Hidalgo County residents for County Indigent Health Care 
Program as well as other direct assistance programs, which include funeral assistance, 

medical transportation, lodging and meals.  Assist County residents in identifying and 
obtaining various financial and health care resources; provide community resource 

information and make appropriate referrals. 

EXAMPLES OF WORK PERFORMED   

Receive, review and process applications and determine eligibility utilizing established state 
and county program policies and procedures within established time frames 

Identify and respond to community needs and concerns and make adequate referrals to 

appropriate agencies and assist in the development of resources to meet anticipated 
demands 

Prepare various reports and correspondence 

Be available to answer questions and provide information to the general public and assist in 

identifying resources 

Attend and participate in staff meetings and workshops 

Stay abreast of policies and procedural changes in the Indigent Program and other related 
health care programs 

Properly prepare and complete necessary program forms and documents 

Maintain and update participant computer and hard copy case files 

Assist in clerical work as needed 

Studies and analyzes operations and problems, and prepares reports of findings and 
recommendations 

Recommends activities to produce a more effective program 

Prepares justifications for procedural or policy changes 

Provides technical assistance on program services 

Works with program staff in determining trends and resolving technical problems 
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Ability to work well with others 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Two (2) years experience with Indigent Health Care, Medicaid Program, or related social 
programs preferred. Graduation from a high school or equivalent; Experience and education 

may be substituted for one another. 

Knowledge, Skills, and Abilities 

Knowledge of local, state, and federal laws related to the program area; of public 

administration and management techniques; of statistical analysis processes; and of 
program planning and implementation. 

Ability to gather, assemble, correlate, and analyze facts; to devise solutions to problems; to 

prepare reports; to develop and evaluate policies and procedures; to communicate 
effectively; 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: 
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• sitting for extended periods of time 

• standing 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: 

• 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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SOCIAL WORKER 

GRADE: 11 

GENERAL DESCRIPTION  

Research data and provide education on Family Violence Prevention; May conduct 
inspections and follow-up reviews to ensure compliance with laws, regulations, and county 

policies; May plan, assign, and/or supervise the work of others; Works under minimal 
supervision, with extensive latitude for the use of initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED  

Teaches family violence prevention classes  

Researches literature and develops curriculum  

 
Acts as a liaison with community agencies and organizations  

 
Performs all other related duties involved in the operation of the Public Health Department 
as assigned or required 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Bachelor’s of Science degree in Health Education, Social Work, or a related field; and a 

minimum of one (1) year experience including education. 

Knowledge, Skills, and Abilities 

Knowledge of Texas laws, codes, and standards related to the area of responsibility 

 
Knowledge of the principles and methods of field inspection 

 
Comfortable teaching of large and small groups and relates well with middle school and 

high school students as well as adults 
 
Must have planning and organizational skills as well as curriculum development skills 

Skill in conducting inspections and interviews, in determining proper courses of action, and 
knowledge in using techniques, guidelines and standards to perform inspections 

Ability to prepare reports, interpret laws and regulations 

Ability to plan, assign, and/or supervise the work of others 
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Registration, Certification, or Licensure 

May require certification for a specific program area 

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 
• standing 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: 

• making observations  
• reading and writing  
• operating assigned equipment  



Page 3 of 3 

• communication with others  
• required to follow the Hidalgo County Accident Prevention Plan and department’s 
safety regulations 
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CLERK III 

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 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: 

• 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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BILLING SUPERVISOR 

GRADE: 11 

GENERAL DESCRIPTION  

Employee performs senior-level billing work.  Work involves daily operational management 
of billing department and related functions.  Monitors billing process to identify 

improvements, and makes recommendations to staff.  Position may involve supervising staff 
and/or training of staff. 

EXAMPLES OF WORK PERFORMED  

Train, supervise, evaluate, and effectively recommends employment and discipline of all 

staff in billing department 

Develop and maintain procedures for efficient and accurate processing 

Coordinate all billing and accounts with records and information 

Supervise the monitoring and reconciliation of third party remittances and collections 

Institute payment plans when necessary for delinquent accounts or fees 

Address all problems related to billing and accounts 

Assists client with any information regarding their accounts and billing 

Ensures compliance with county, state, and federal laws and guidelines 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Five (5) years related billing experience with high volume billing in the private sector or 
public setting with one (1) year of supervisory experience preferred. Graduation from a 

standard senior high school is required.  A Bachelors Degree in Accounting or Business 
Administration is preferred. Experience and education may be substituted for one another. 

Knowledge, Skills, and Abilities 

Knowledge of MS Word and Excel 

Must have strong knowledge of billing and financial concepts 

Strong analytical skills  
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Significant experience in healthcare billing methodologies, such as Medicaid, Medicare, 
HMO, PPO, etc. 

Knowledge of coding 

Excellent oral and written communication  

Supervisory experience preferred 

PHYSICAL DEMANDS: 

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

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

The employee frequently is required to stand. The employee is occasionally required to 
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and 
arms; climb or balance; stoop and kneel. 

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities 
required by this job include close vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 
employee encounter while performing the essential functions of this job.  

The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 

responsibilities which may include the following: 

• sitting for extended periods of time 
• operating assigned equipment  

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 

 

 


