RECEIVED
HipaLco County R

Personnel Adjustment Request Form ©°
Human Resources
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=
™~

DEPARTMENT NAME/NUMBER: #140. TAX OFFICE e DATE: JULY 18, 2012
CURRENT POSITION TITLE: ACCOUNTANT Il CURRENT SLOT. #: 13

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

] New Position [ Temporary Position ] Position Reclassification* Other DELETION OF POSITION

*Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:
Salary Amount: $ 46,314.00 (grade 12 step 3) $ s (46,314.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

| Current Department Budget [J Annual Budget Cycle 1 Will Require Additional Funds
O Other

POSITION Type:

Full Time Employee Part Time Employee I:J

Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary I:! Part Time Temporary I:] $
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS:

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt I:] Exempt I:]
Non-Exempt Non-Exempt
N/A D

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

L
UPON EVALUATION OF DEPARTMENT'S NEEDS, MANAGEMENT HAS DETERMINED THIS POSITION IS NO EOQ;;NEEDED_

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Rewised: 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)

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

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

CHANGE NEEDED TO MAXIMIZE OFFICE EFFICENCY.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

L zM '1"'3/**9-

DEPARTMENT HEAD FUNDING AVAILABLE IN DEPT. BUDGET

. w&;ﬁa ol .
PERSONNEL PROCEDURES COMPLETED

HUMAR RESOURCES D r:roM i

5 /W/wm

& MANAGEMENT DATE BUDGET PROCEDURES COMPLETED

BEPARTH

z’*rfs [ no
s []no

BAES D NO

4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007




RECEIVED

HipaLco County UL 2 0 2012

Personnel Adjustment Request FormHuman ReSOUrces

DEPARTMENT NAME/NUMBER: #140 - TAX OFFICE DATE: JuLY 18, 2012

CURRENT POSITION TITLE: BOOKKEEPPER II CURRENT SLOT. #: 33

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

] New Position I Temporary Position (] Position Reclassification* Other DELETION OF POSITION

*Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

Salary Amount: §  34,043.00 (grade 8step3) ¢ $ (34,043.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

O Current Department Budget [] Annual Budget Cycle El Will Require Additional Funds
D Other

POSITION Type:

Full Time Employee Part Time Employee I:l

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary El Part Time Temporary I:’ $

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt I:] Exempt D
Non-Exempt Non-Exempt
N/A (]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
UPON EVALUATION OF DEPARTMENT'S NEEDS, MANAGEMENT HAS DETERMINED THIS POSITION IS NO LONGER NEEDED.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 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)

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

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

CHANGE NEEDED TO MAXIMIZE OFFICE EFFICENCY.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1, 4{ n /{ 4 { -
DEPARTMENT HEAD DA FUNDING AVAILABLE IN DEPT, BUDGET & Yes [Jno
HUMA URCES DIRECTQR DATE 1 PERSONNEL PROCEDURES COMPLETED E/,'Es [] no
3, J '7/ 14/t
XDEPARTMENT OF W MANAGEMENT DhTE L BUDGET PROCEDURES COMPLETED YES [] NO
4, ~ COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



DEPARTMENT NAME/NUMBER: #1440 - Tax Office

HipaLco County
Personnel Adjustment Request Form

DATE: jyly 18, 2012

CURRENT POSITION TITLE: CURRENT SLOT. #: 0138
REQUESTED POSITION TITLE: INTERNAL AUDITOR il
(For new positions or reclassifications)
REQUEST FOR:
New Position |:| Temporary Position |:| Position Reclassification® D Other
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ $ 46,747 (grade 13 step 1) $ 46,747.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
Current Department Budget |:| Annual Budget Cycle D Will Require Additional Funds
(2l Other
POSITION Type:
Full Time Employee Part Time Employee I:l
Object 113 Object 114
Enter hourly rate for temp. positions
Full Time Temporary El Part Time Temporary I:I $
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt D Exempt I:I

Non-Exempt Non-Exempt
N/A |:|

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

Upon evaluation of Department's needs, Management has determined a greater need of an "Internal Auditor 111" to perform more extensive auditing

and oversee compliance monitoring on refunds. Also, to assist in auditing overpayments, double payments, supplemental refunds, paid in errors, etc.

HIDALGO COUNTY
DEM 2007-001

Personnel Adjustment Request Form

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)

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

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

Change needed to maximize office efficiency.

HUMAN RESOQURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

W

1 1‘3 ! =
DEPARTMENT HEAD DATE FUNDING AVAILABLE IN DEPT. BUDGET
) stAn 49 % / % '7/.;2@ éz.f

HUMAN BESOURCES DIR PERSONNEL PROCEDURES COMPLETED

7 g’ *77! Ifoa

E/YES [] no
B [0

3.

\EPARTMENT-OF BWMANAGEMENT DATE BUDGET PROCEDURES COMPLETED ’E/ YES [] NO
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DEM 2007-001

Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: 4140 - Tax Office DATE: iy 18, 2012

CURRENT POSITION TITLE: CURRENT SLOT. #: 0139

REQUESTED POSITION TITLE: DEPUTY CLERK llI
(For new positions or reclassifications)

REQUEST FOR:

New Position D Temporary Position [ ] Position Reclassification* [&] Other

*Clivil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

$ $ 34,360.00 (grade 9 step 1 $ 34,360.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount:

Position to be funded from one of the following:

Current Department Budget D Annual Budget Cycle D Will Require Additional Funds
O Other

POSITION Type:

Full Time Employee Part Time Employee I:]

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary I:I Part Time Temporary l:l $

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt |:| Exempt El
Non-Exempt Non-Exempt
N/A Fil

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

Upon evaluation of Department's needs, Management has determined a greater need for a "Deputy Clerk [11" to perform more administrative

work assignments. Also, will assist with delinquent tax attorneys, mortgage companies and tax title companies.

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)

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

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

Change needed to maximize office efficiency.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

L ﬁwf@/—% n(ig]ia-

DEPARTMENT HEAD e DATE FUNDING AVAILABLE IN DEPT. BUDGET YES [] no
ATE PERSONNEL PROCEDURES COMPLETED WES [ no
3. ) / [ ‘f/ L
DEPARTMENTOF BUDG MANAGEMENT DATE BUDGET PROCEDURES COMPLETED B/ YES [] NO
4. COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: 8/7/2007




