CASE MANAGER

GENERAL DESCRIPTION v ks
Performs routine (journey-level) case management work. Work involves developing and
maintaining long-term contact with clients, client families, and service providers for
medical, social, educational, and related service needs; May train other staff members; Will

work under moderate supervision with limited latitude for theuse of initiative and
independent judgment.
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EXAMPLES OF WORK PERFORMED

Interviews clients or authorized representatives to gather information to assés_s seryice needs
Develops and implements service plans to meet client needs

Coordinates service provider activities

Provides ongoing case management and serves as a liaison between clients, client families,
and service providers

Identifies problem areas and service gaps

Documents case records

Assists in identifying areas that are barriers to services for cl ients

Assists in providing policy and procedure changes and making recommendations
May train others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Six (6) months experience in social work, eligibility determination, information, and referral
activities; Graduation from an accredited four-year college or university with major course
work in social work or a related field is generally preferred. Experience and education may
be substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of community resources, of case management delivery systems, and of program
policies and procedures

Ability to assess client needs, to coordinate client services, and to train others
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PHYSICAL DEMANDS:

S

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. e S

N

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-‘iSMOCCasi_onaII'_\,f 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.

Sod
if
B

The employee must occasionally lift and/or move over 25 po_ﬁnds. S'pe'(':iﬁ';: vision abili"ti;s-ff
required by this job include close vision, depth perception, and the ability to adjust focus.

';\_:%M-.-.:: :
WORK ENVIRONMENT: el

The work environment characteristics described here are representative of thosean
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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CASE MANAGER II

GENERAL DESCRIPTION

Provides moderately complex (journey-level) case management work. Work involves
developing and maintaining long-term contact with clients, client families, and service
providers for medical, social, educational, and related service needs; 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 e

e

[dentifies problem areas, service gaps, and areas that are barriers to services for clients
Makes recommendations on policy and procedure changes

Interviews clients or authorized representatives to gather in formation to assess service needs
Develops and implements service plans to meet client needs

Coordinates service provider activities

Provides ongoing case management and serves as a liaison between clients, client families,
and service providers

Documents case records

May supervise the work of others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

One to two (1-2) years experience in social work, eligibility determination, information, and
referral activities. Graduation from an accredited four-year college or university with major
course work in social work ora related field is generally preferred. Experience and
education may be substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of community resources; of case management principles, objectives, standards,
and methods; and of program policies and procedures

Ability to assess client needs, to coordinate client services, and to supervise the work of
others
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PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be metby 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 'cdptfrol's'; reach with hands and
arms; climb or balance; stoop and kneel. : i

5 P 7
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 abiliﬁ\:’téggggst focus.

WORK ENVIRONMENT:

. . o

The work environment characteristics described here are representative of those an O A '
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

Page 2 of 2



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 rpinimal latitude for the use of -
initiative and independent judgment. e =

EXAMPLES OF WORK PERFORMED

Produces and proofs correspondence, r€ports, 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 R0
high school or equivalent is generally preferred. Experience and education may be :
substituted for one another. i '

Knowledge, Skills, and Abilities \

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

B oA

Skill in using personal computers and office equipment Y o
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:

e sitting for extended periods of time
e operating assigned equipment
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Maintain mental capacity which permits:

BN P ¢

e making sound decisions and using good judgment i, m '

e demonstrating intellectual capabilities 2 B ™ 2 N
Effectively handle a work environment and conditions which involve: T8

e working closely with others . W

e working in a multi-task environment s Vi
Maintain effective audio-visual discrimination and perception needed for: Ji s

G b ‘)’@‘,"
: o

¢ making observations . Al

e reading and writing & ?

e operating assigned equipment AW Sed i

e communication with others

L]

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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HIDALGO COUNTY
IPPCT 4 PL2

Job Title: Assistant Court Coordinator  FLSA Status: Non- Exempt

Dept

SUMMARY:

Under general diraction of District Court! County Court At Law Judge and Court
Coordinater in performing duties such as answenng telephone, preparing and
maintaining the department budget, ordering supplies and preparing purchase
requisitions, and prepanng time sheets for each empioyee within the departiment
and acts as Spanigh transiator for the court.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

«  Primary employee (0 answer telephone calis ang assist individuals andior
redirect call to appropriate department, if necessary;

« Clerical work, {i.e., answering telephone, taking messages, assisting the
general public with any questions, scheduling meetings, in-office filing,
aic.};

May assist Court Coordinator in scheculing court haarings,

May assist Court Coordinator in making daily dockat entrnies {from count
hearings) on court files,

May assist with the use of the respective jury room;

+ May answer a variety of questions from the public, via telephone andior in
person. Assists the public directly when oossible and refers them to
another office if appropnate,

s May prepare, maintains and administers the departmen! budget;

May order necessary equipment and supplies for the deparnment,
including preparing purchase requisitions,

May maintain and prepares lime sheels;

May maintain inventory of equipment and supphes i department;

May rnaintain filing within the department;

Knowiadge of automated court system,

May act as back-up for Balliff in obtaining files for daily docket;

Acts as tha court's otheial ranslator;

Interprats for Spanish speaking defendants, witnesses, and will transiate
documents in Spanish

Regular attendance

Get along with co-workers

« & & » ® & @ L]
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QUALIFICATION REQUIREMENTS:
To perform this job successfully, an individuai must be able o perform cach
gssential cuty satisfactority  The requirements listed are representative of the




wnowledge. skili and/or ability required. Reaasona

bie accommodations may be
mnade o enable individuals with disabilites 10 perform the assential duties and

rasponsibilities.

EDUCATION AND EXPERIENCE:
« High Scheol diptoma or GED
«  One year administralion axperiance
e Must have good computer skiiis.
»  Bilingual is preferred (Englisn/Spanish)

0 the legal system

CERTIFICATIONS, LICENSES,. REGISTRATIONS:
s None

OTHER SKILLS AND ABILITIES:
« Employee may be assigned other
duties may change according 10 changing

duties 1n agdition to those listed and
neads of department.

PHYSICAL DEMANDS: )
The physical demands described here are representative of those that must be

et by an employee 10 successfully perform the assential functions of this iob.
Reasonable accommodations may be made tc enable individuals with dlisabilities

1o perform the essential functions,

While pertorming the duties of this jab, the employee is reguiarly required to talk
or hear. The employee frequently is required to stand. The smployese i1s
occasionally required to walk; sit; use mands to finger, handle, or feel objects,

wools. or controls, reach with hands and arms,

iift and/or move over 25 pounds. Spacific vison

The emptoyee must occasionally
josa vision, depth perception. and the ability

abilities required by this job include ¢
qy adjust tocus,

WORK ENVIRONMENT:
The work environment charactenstics described here are representative of those

an amployes encounter while performing ihe essential functions of this job.
Reasonable accommodations may pe made (o enable individuals with disabilities

to perform the egsental fupctions.

The noise level in the work anvironment 1S usually moderale.

SAFETY REQUIREMENTS:
Maintain physical conditions appropnate 1o the perform
and responsibiliies, which may include the following:

s sitling for extended penods of ime

ance of assigned duties




HIDALGO COUNTY
JPPCT 4 PL2

Job Titie: CourtClerk . FLSA Status: Non-Exempt

Departmant Code: 068-001 Civil Servics Status: Exempt

SUMMARY:

Duties include performing clercal work requiring application of various work
methods and procadures, and familiarity with departmaental functions, policies,
and practices. Does not supervise any employees.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

s Mazke copies

Fhe forms and Tes

Fax documernis

Prapare torms

Retrieve files

Fia documeants in the District Clark's Office

input information into the computer

May act as recoplionist, answel tniephone and provide services ‘o the

e 8 8 B 8 B

Conduct limited research at records

Merge and edit legal documents in the cornputer
Contact State agencies
. Regular attendance

Get along with co-workers

" N B

QUALIFICATION REQUIREMENTS:

To perferm this job guccessfuily, an individual must be able t0o perform each
pesentia duty satisfactarity The requirements iisted below are representatve of
the xnowledge, skill and/or abiilty required. Reasonable accommodationa may
he mada to snable individuais with disabilities to perform the cssentiai functions.

EDUCATION AND EXPERIENCE:

« High Schoot diploma of general education degree (GED)
«  Must nave good computer skills,

s Bilingual 18 praferred (English/Spanish)

CERTIFICATES, LICENSES, REGISTRATIONS:
e Must havae a clear criminal record,

OTHER SKILLS AND ABILITIES:

-« Employes may be assigned othar dut'es in addition ta those iisted and duties
may change according to changing neads of department.




PHYSICAL DEMANDS:
The ghysicai demands described Narg a9 rapresentative of thase that must be
mat by an employee G successfully perform the agsential functions of this job

While performing the duties of this job, the smployse is regularly required to tatk
of haar. The employee frequently is required 10 stand. The employes is
accasionally required 10 wali: sit, use hands to finger, handla, or fesl objects.
toois, or controls; reach with hands and arms.

The ampioyee must cccasionally lift and/ar move aver 25 pounds. Specific vision
abifities requirad by this job include close vision depth perception, and the ability
to adjust focus.

WORK ENVIRONMENT:
The work anvircnment charactaristics described hers ang rapresantative of those
an employee encounter while performing the assantial functions of thig job.

rhe noise level in the work environmaent s usually moderate.

SAFETY REQUIREMENTS:
Maintain physical conditions appropriats to the performance of assigned duties
and responsibilities, wnich may include the following:

« sitting for extanded periods of ime

« operating assigned office equigment

Maintsin mental capacity. which permits:
« making sound decisions’ and using good judgment
. maintaining confidentiality
. damonstrating intellectual capabiities

Effectively handle a work environment and conditions. which invoive:
e working ciosely with others
« working in a muiti-task snvironment

Maintain effective audia-visusi discrimination and perception needed for:
making observations

reading and writing

opersting assigned squipment

communicating with othecs

e & » &

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ Jafety ragulations.

o
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