PROGRAM MANAGER

GENERAL DESCRIPTION

Performs routine (journey-level) administrative and supervisory program work; Work
involves assisting in establishing program goals and objectives; Assisting in developing
program guidelines, procedures, policies, rules, and regulations; Assisting in developing
schedules, priorities, and standards for achieving program goals; and assisting in evaluating
program activities; Supervises the work of others; Works under moderate supervision, with
limited latitude for the use of initiative and independent judgment. T F S
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EXAMPLES OF WORK PERFORMED

Oversees the work of assigned program staff e
Prepares and reviews reports on the effectiveness of program activities

Confers with staff on program issues and problems

Assists in planning, implementing, coordinating, monitoring, and evaluating programs

Assists in the development of program guidelines, procedures, policies, rules, and
regulations; and monitors compliance with policies and procedures

Assists in the preparation of program budget requests

Assists in the preparation of training and operational manuals, educational materials, and
information programs

Assists in conducting special investigations, program analyses, and research studies
May provide training or technical assistance in a program area

Supervises the work of others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three (3) years experience in the administration of a program relevant to assignment;
Graduation from an accredited four-year college or university with major course work in a
field relevant to assignment is generally preferred; Experience and education may be
substituted for one another. Experience and education may be substituted for one another.
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Knowledge, Skills, and Abilities
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Knowledge of the principles and practices of public admirlistratiapmd'=management -
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Ability to establish goals and objectives, devise solutions to admmmtrat;zve problems
develop and evaluate administrative policies and procedures, and to supervise the work Qf@
others :

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by a,u
employee to successfully perform the essential functions of this _]Ob
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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 reqmred to
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with-hands and
arms; climb or balance; stoop and kneel.

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

WORK ENVIRONMENT:

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

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

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

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

Maintain mental capacity which permits:

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

Effectively handle a work environment and conditions which involve:

e working closely with others
e working in a multi-task environment
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* making observations o »9»» o

e reading and writing oy Wa /Ul

e operating assigned equipment - -

e communication with others .

¢ required to follow the Hidalgo County Accident Preventlon Plan and department S

safety regulations
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HIDALGO COUNTY

AUXILIARY COURT

Dept. Code: 045 Civil Service Status: Exempt

SUMMARY:

Under general direction of District Court/ County Court At Law Judge and Court
Coordinator in performing duties such as answering telephone, preparing and
maintaining the department budget, ordering supplies and preparing purchase
requisitions, and preparing time s for each employee within the department
and acts as Spanish translator for the court.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

« Primary employee to answer telephone calls and assist individuals and/or
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,
efc.);

May assist Court Coordinator in scheduling court hearings;

May assist Court Coordinator in making daily docket entries {from court
hearings) on court files;

May assist with the use of the respecitive jury room;

May answer a variety of questions from the public, via telephone and/or in
person. Assists the public directly when possible and refers them to
another office if appropriate;

e May prepare, maintains and administers the department budget;

May order necessary equipment and supplies for the department,

including preparing purchase requisitions;

May maintain and prepares time sheets;

May maintain inventory of equi nt and supp

May maintain filing within the department;

Knowledge of automated court system,

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

Acts as the court's official translator;

Interprets for Spanish speaking defendants, witne

documents in Spanish.

Regular attendance

» (et along with co-workers
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s, and will translate

QUALIFICATION REQUIREMENTS:
To perform this job successfully, an individual must be able to perform each
essential duty satisfactorily. The requirements listed 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 EXPERIENCE:
s High School diploma or GED
s One year administration experience in the legal system
s Must have good computer skills.
« Bilingual is preferred {English/Spanish})

CERTIFICATIONS, LICENSES, REGISTRATIONS:
» None

OTHER SKILLS AND ABILITIES:
« Employee may be assigned other dulies in addition to those listed and
duties may change according to changing needs of department.

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.
Reascnable accommodations may be made (0 enable individuals with disabilities
to perform the essential functions.

White performing the duties of this job, the employee is regularly required to talk
or hear. The employee frequently 18 required 10 stand. The employee is
occasionally required to walk; sit; use hands 10 finger, handle, or feel objects,
tools, or controls; reach with hands and arms.

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

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those
an employee encounter while performing the essential functions of this job.
Reasonable accommodations may be made to enabie individuals with disabilities
to perform the essential functions.

The noise level in the work environment is usually moderate.

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

« sitting for extended periods of time







» operating assigned office equipment

Maintain mental capacity, which permits:
» making sound decisions and using good judgment
» maintaining confidentiality
« 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 eguipment
= communicating with others

@

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




COMPLIANCE MONITOR

GENERAL DESCRIPTION

Purpose of the job classification is to assist with management of ongomg county and/or
department projects. Work includes educating and momtormg the Sub feCLplents recelvmg
grant monies to ensure funds are properly allocated. ® s | ¥ 44

EXAMPLES OF WORK PERFORMED i

g W
Performs all other related duties involved in the operation of the Public Health Depamﬁ&ent
as assigned or required “ :

: § 3 .. . . C. A o .
Provides technical assistance to sub-recipients by answering inquiries and overseeing
project implementation

Reviews payment requests from sub-recipients for consistency with governing agreements,
checking calculations for accuracy and ensuring that all required documentation is included

Inputs project data and fiscal information into internal fiscal tracking system and related
department programs; ensures that recorded information is consistent between the systems
by reconciling accounts monthly

Assists with Environmental Reviews, Davis-Bacon Act wage reviews, construction
documentation, and contract compliance

Assists the Grant Administrator with gathering, compiling and analyzing information on
program related issues for preparation of required planning documents and budgets

Maintains grant contract and agreement files and monitors expenditures and revenue
Activities

Interviews, receives and processes applications and makes eligibility determinations.

Sets up and maintains client files, ensuring that files contain all required documentation and
third party verifications for eligibility determination

Prepares internal fund transfer or payment requests for assessments of eligible households

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to three (2-3) years of experience in grant monitoring or auditing experience preferred.
Graduation from an accredited four-year college or university with a Bachelor’s Degree in
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one of the following fields and one year work experience in buﬂdmg technology, ufhan
planning, or public administration. . &

o N ey

Knowledge, Skills, and Abilities o

Ability to read and interpret complex regulations, contracts, plannmg@oeuments maps,
and construction drawings pon ] ua

Ability to write routine reports and correspondence e _
Ability to communicate effectively in writing, with knowledge of proper spellmg gramr?fm‘
and punctuation

Ability to explain complex regulatory requirements and/or procedures about the program
with customers or before large groups

Ability to effectively interact and communicate with clients, sub-recipients
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
® operating assigned equipment
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