RECEIVED

HipaLco County JUN 25 2012
Personnel Adjustment Request For man Resources

DEPARTMENT NAME/NUMBER:

Elections Department / 130 DATE: & 58 2012

T-138
CURRENT POSITION TITLE: - Bata-Entry-Clork-HFempeorary) CURRENT SLOT. #; T-42%through
427 TIHY

REQUESTED PostTion TrTie: (WA [ Y{% ann/’ olesrt I

REQUEST FOR:
[] New Position E Temporary Position [] Position Redlassification* X other E*i'emolﬁ-of-?empcrary
Resiti
POSITION SALARY REQUEST:
£ -0- G1,S0/$17,636.00 s 88-480-00

NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE
Position to be funded from one of the following:

|:| Current Department Budget f:l Annual Budget Cycle |Z| Will Require Additional Funds

D Other
POSITION TYPE:
Full Time Employee D Part Time Employee I:] 8.4788
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary Part Time Temporary D $ 8.4788 x 2080 hours = $17,636.00

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
S e 8.4788 x 1040 hrs = $8,818.00 (actual expenditure)
e Z8130XT= Lol 1p-00
73-2012 12-31-2012 Monday-Friday, 8a - 5p 40 6 months
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt [‘ Exempt D
Non-Exempt l:| Non-Exempt
N/A [:l

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

he ed to help the i oun political subd ons during

the 2012 election year. CC voted on 8/30/2011 to allow the department to hire 5 additional permanent positions so we
are only requesting to keep 5 of the 10 temporary positions for 2012 that were originally approved for our department.

HIDALGO COUNTY Personnel Adjustment Request Form
DEM 2007-001 Revised: 8/7/2007




NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

NS e gl

i DEPA@TMENT HEAD DATE FUNDING AVAILABLE IN DEPT. BUDGET |2|/ YES [] No
2.\ 0. boctay Ur® 062112
RCES DIRE v DATE PERSONNEL PROCEDURES COMPLETED (Y []nwno
“DEPARTMENT ow & MANAGEMENT DA% i BUDGET PROCEDURES COMPLETED Z/YES [] no
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007




GRADE: 01

GENERAL DESCRIPTION

initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Performs repetitive data entry and verification of data files
Performs editing and maintenance of data files
Transcribes source documents to machine-acceptable formats

Prepares formatting programs for simple applications and corrects entry errors
May provide clerical support

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Experience in data entry 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 data entry equipment and of office practices and procedures
Ability to detect and resolve error conditions and to select and transcribe data
Type 35 wpm

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.
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The employée must occasionally lift and/or move over 25 pounds.ﬁpe_ﬁr’ﬁﬁsio ; il
required by this job include close vision, depth perception, and Eheaﬂlﬁtyd adj S. e
[ ] g ; "'/’ e

P

WORK ENVIRONMENT: Q) /. s

L T \
E S 3 '] .
The work environment characteristics described here are rg}:o% ntative.
employee encounter while performing the essential f'unctioﬁgg” thi ;
’ 1

Qi i#
LRt

i

.F
The noise level in the work environment is usually modergte= \
SAFETY REQUIREMENTS: o\ SN

®
Maintain physical conditions appropriate to the performance of assi

responsibilities which may include the following; %o, l 5 o
.. ‘;" ) 7 "I\v._ ...
e sitting for extended periods of time ®een ‘.\.‘- oe®’

e 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
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 Coun

Department of Budget & Management
FISCAL NOTE

*Fiscal notes are prepared by the Department of Budget & Management to present the budgetary impact of requests by departments/offices or of new
proposals that were not approved during the budget process.

Agenda Item: 33019
To: Commissioner' Court
From: Sergio Cruz, Budget Officer
CC Date: Tuesday, July 03, 2012

Summary of request/proposal:
Elections Department (1100):
Aprroval to create the following temporary full time positions, not to exceed (6) mths and/or 12/31/2012.

Current Proposed
Fund Position Title Slot#h Obj G § Salary G5 Salary Total Requested
1100 DATA ENTRY CLERK | T138 | 121 - - 0.00 1 0 17,636.00 17,636.00
1100 |DATA ENTRY CLERK I T139 [ 121 | - | - 0.00 1o 17,636.00 17,636.00
1100 |DATA ENTRY CLERK | I EC RN E 0.00 1]o0 17,636.00 17,636.00
1100 |DATA ENTRY CLERK | gy lan | - | - 0.00 1|0 17,636.00 17,636.00
1100 |DATA ENTRY CLERKI T = - 0.00 11D 17,636.00 17,636.00
1100 DATA ENTRY CLERK | T143 | 121 - - 0.00 1 0 17,636.00 17,636.00
1100 DATA ENTRY CLERK | T144 | 121 - - 0.00 1 0 17,636.00 17,636.00
TOTAL - - 0.00 - = 123,452.00 123,452.00
Budgetary Impact:
INCREASE/DECREASE
ACCOUNT NUMBER ACCOUNT (OBJECT) AMOUNT
2-1100-414-00-130-001-0- 121 JELECTIONS DEPT- TEMP F/T EMPLOYEES $61,489.50
2-1100-414-00-130-001-0- 211 |ELEC"I'30NS DEPT- HEALTH INSURANCE $0.00
2-1100-414-00-130-001-0- 212 IELECITONS DEPT- LIFE INSURANCE $0.00
2-1100-414-00-130-001-0- 220 JELECTIONS DEPT- FICA $4,703.95
2-1100-414-00-130-001-0- 230 IELECTIONS DEPT- RETIREMENT $0.00
2-1100-414-00-130-001-0- 250 ]EI.£CTIONS DEPT- UNEMPLOY. COMP $307.45
2-1100-414-00-130-001-0- 260 |ELECTIONS DEPT- WORKER'S COMP $0.00
|

2013 Budgetary Impact: N/A

Possible Funding Sources: INTERDEPT TRANSFER- CO WIDE ADMIN CONTINGENCY

Comments:

Hidalge Cs. Budpet OMice
RIS




INTERDEPARTMENTAL TRANSFER REQUEST

DATE: July 2, 2012 2012
DEPARTMENT SERGIO CRUZ, BUDGET OFFICER Transfer
HEAD:

DEPARTMENT DEPT OF BUDGET & MANAGEMENT FOR ELECIONS DEPT
NAME:

SUBJECT: INTERDEPARTMENTAL TRANSFER

Contact: ROSIE CANTU
Phit: (956) 292-7025 EXT. 5408

Honorable Commissioners' Court of Hidalgo County:

I submit for your consideration the following Interdepartmental transfer(s) (increase/decrease) in accordance with Local Government Code,
Chapter 111, 111.070, Item C (2).

ACCOUNT NUMBER ACCOUNT NAME Amount

FROM:

2-1100-415-00-115-002-0- 899 |ICO WIDE ADM- CONTINGENCY (66,500.90)
TO:

2-1100-414-00-130-001-0- 121 ||[ELECTIONS- REG F/T EMPLOYEES 61,489.50

2-1100-414-00-130-001-0- 220 |[ELECTIONS- FICA 4,703.95

2-1100-414-00-130-001-0- 250 |[ELECTIONS- UNEMPLOY. COMP 307.45

TOTAL BUDGET INCREASE/DECREASE 0.00
REASON: To fund the salaries and related fringe benefit expenditures for 7 new Data Entry Clerk I positions, slot no.'s T138 to
T144.

DEPARTMENT HEAD SIGNATURE

APPROYED COMMISSIONERS' COURT DATE ATTEST COUNTY CLERK

Form DBM-202 Page 1 of 1
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INTERDEPARTMENTAL TRANSFER REQUEST

DATE: July 2, 2012 2012

DEPARTMENT SERGIO CRUZ, BUDGET OFFICER Transfer
HEAD:

DEPARTMENT DEPT OF BUDGET & MANAGEMENT FOR ELECIONS DEPT
NAME:

SUBJECT: INTERDEPARTMENTAL TRANSFER

Contact: ROSIE CANTU
Ph#: (956) 292-7025 EXT. 5408

Honorable Commissioners' Court of Hidalgo County:

I submit for your consideration the following Interdepartmental transfer(s) (increase/decrease) in accordance with Local Government Code,
Chapter 111, 111.070, Item C (2).

ACCOUNT NUMBER ACCOUNT NAME Amount

FROM:

2-1100-415-00-115-002-0- 899 |ICO WIDE ADM- CONTINGENCY (66,500.90)
TO:

2-1100-414-00-130-001-0- 121 [[ELECTIONS- REG F/T EMPLOYEES 61,489.50

2-1100-414-00-130-001-0- 220 |[ELECTIONS- FICA 4,703.95

2-1100-414-00-130-001-0- 250 [[ELECTIONS- UNEMPLOY. COMP 307.45

TOTAL BUDGET INCREASE/DECREASE 0.00
REASON: To fund the salaries and related fringe benefit expenditures for 7 new Data Entry Clerk I positions, slot no.'s T138 to
T144,

DEPARTMENT HEAD SIGNATURE

APPROVED COMMISSIONERS' COURT DATE ATTEST COUNTY CLERK

Form DBM-202 Page 1 of 1




