HiparLco County

Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  Hidalgo County Pct.2-Rd. Maintenance DATE: 12/10/2012
CURRENT POSITION TITLE: Heavy Equipment Operator III CURRENT SLOT #: TO81 & TOB2
ToAl Tod.
REQUESTED POSITION TITLE:
REQUEST FOR:
|:] New Position Temporary Position I:] Position Reclassification* Other __ Extension-of-positiens

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

POSITION SALARY REQUEST:

Salary Amount:

$wfs,m-w%

$ 0.00 4 $34,360 X 2 $
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Position to be funded from one of the following:
|:| Current Department Budget \:I Annual Budget Cycle Will Require Additional Funds
|:I Other
POSITION Type:
Full Time Employee |:| Part Time Employee |:|
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Temporary Part Time Temporary |:| $ 16.5192
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A
1/1/2013 6/30/2013 MON.-FRI. / 8AM-5PM 40 6 MONTHS
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: /" FLSA:

Exempt E] Exempt D

Non-Exempt méﬁb Non-Exempt

N/A

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

THESE TWO POSITIONS WILL BE UTILIZED FOR IN-HOUSE (COUNTY FORCE) FOR MINNESOTA DRAINAGE IMPROVEMENT PROJECT.
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NEW POSITION: Brief job description and attach a copy of the new job description.

'SEE ATTACHED JOB DESCRIPTION.

POSITION RECLASSIFICATION: 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

/,:_1_/5’”

i BV 4 x’ .,,
i 0/12 FUNDING AVAILABLE IN DEPT. BUDGET
DEPARTMENT HEAD |Date
2. ’ 2 M g l 2— PERSONNEL PROCEDURES COMPLETED
HUMAN RESOMRCES DIRECTOR Date

/2/ ( @/f/ 1 ,/?/“‘"’BUDGEI' PROCEDURES COMPLETED
> 7
OEPARTHENT OFB0DGET & MANAGETIENT e

e [

[ [ w
YES l:] NO

COMMISSIONERS' COURT APPROVAL Date
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DBM 2007-001

00-045Personnel Adjustment Request Form
Revised: 8/7/2007



HiparLco County

Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  Hidalgo County Pct.2-Rd. Maintenance DATE: 12/10/2012
CURRENT POSITION TITLE: Mechanic I CURRENT SLOT i#: T683
Toa3

REQUESTED POSITION TITLE:
REQUEST FOR:

l:l New Position Temporary Position [___I Position Reclassification* Other __ Extensionrof-pesition:
* Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount:

$ 0.00 $ 23,385.00 $ 23,385.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

I:I Current Department Budget |:’ Annual Budget Cycle Will Require Additional Funds

[ ] other
POSITION Type:
Full Time Employee EI Part Time Employee D
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Temporary Part Time Temporary l:’ $ 11.2428
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A

1/1/2013 6/30/2013 MON.-FRI. / 8AM-5PM 40 6 MONTHS
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: + FLSA:
Exempt ] Exempt [ ]
Non-Exempt IE ('®5 Non-Exempt

N/A []

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

THE MECHANIC WILL BE DOING IN SERVICE ON VEHICLE MAINTENANCE NEEDS WHEN THE CURRENT MECHANIC WILL RETIRE AND ALSO

THE POSITION WILL HELP WITH THAT TRANSITION WHEN TIME COMES.
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NEW POSITION: Brief job description and attach a copy of the new job description.

" SEE A'I;FACHED JOB DESCRIPTION.

POSITION RECLASSIFICATION: 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

FUNDING AVAILABLE IN DEPT. BUDGET

DEPARTMENT HEAD

I 2. IHL PERSONNEL PROCEDURES COMPLETED

Date

( 2/ 1 / 23/l BUDGET PROCEDURES COMPLETED
| 1

57
B&m}mﬁ( o
T OF BUDGET & MANAGEMENT Date

COMMISSIONERS' COURT APPROVAL Date

00-045HIDALGO COUNTY
DBM 2007-001

00-045Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY
ROAD & BRIDGE
PAVED/UNPAVED

HEAVY EQUIPMENT OPERATORI I

SUMMARY:

Drives and operates motor grader, excavator and various heavy equipments.
Responsible for preparing sub grades for paving. This is a responsible position that
may involve minimal instruction or supervision. This is a skilled-labor position involved
with the operation of medium to large-class heavy equipment, or servicing an operation
such as garbage collection, clearing of right-of-way and drainage ditches of debris. The
employee may be assigned a number of tasks.

ESSENTIAL DUTIES AND RESPONSIBILITES:

Employee will be expected to grade roads, spread caliche and prepare road sub
grade.

Clear/Clean or build bar ditches according to surrounding ground elevations and
availability of drainage.

Ability to operate heavy equipment used in road and bridge maintenance and
repair, such as backhoes, front-end loaders, compactors and pneumatic/flat
wheel rollers.

Ability to operate small-class trucks including pick-up truck, dump truck, water
truck, tractor, sedan, flat bed truck.

Loads truck; hauls dirt, gravel, caliche, water, garbage, and/or other materials
and equipment to designated areas and unloads truck.

Ability to operate generators, pumps, hand tools and a 2-way radio.

Maintains vehicle in ready working condition, including fuel, proper lubrication,
and cleaning.

Examines vehicles for needed repairs and routine maintenance and reports
necessary repairs.

Ability to operate and maintain maintenance equipment that is used during
projects to repair roads, brush pickups, or clearing of drainage ditches.

Ability to work effectively and cooperatively with other crewmembers.

Ability to provide supervision of assigned road crew.

Regular attendance is a must.

Ability to work well with others.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below 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/or EXPERIENCE

High School Diploma or General Education Degree (GED) preferred;
1



e Employee must have at least eight years experience working with motor
graders/heavy equipment and possess basic knowledge of minor repairs and
adjustments; or

e Any equivalent combination of experience and training which provides the
required knowledge, skills and abilities to perform duties.

CERTIFICATES, LICENSES, REGISTRATIONS
e Employee must have a current valid Texas Motor Vehicle Operator's License;
¢ Must be able to be insured by the County’s Insurance carrier,
o Ability to obtain certification as needed.

OTHER SKILLS AND ABILITIES
¢ Knowledge of the safe operation of the equipment used and of the provisions of

the Texas Motor Vehicle Code relating to the operation of equipment/vehicles.

Knowledge of reading engineer cuts and grades

Sufficient skills to operate equipment effectively and safely.

Ability to perform strenuous work in the outdoors.

Ability to understand and follow oral instructions.

Ability to read and interpret documents such as safety rules, operating and

maintenance instructions and procedure manuals.

e Bilingual ability (Spanish and English) with the ability to converse in both
languages, preferred.

e Ability to add and subtract two digit numbers and to muitiply and divide with 10s
and 100s.

¢ Ability to apply common sense understanding to carry out detailed but uninvolved
written and/or oral instructions.

e Ability to deal with problems involving a few concrete variables in standardized
situations.
Must be able to perform all duties of Heavy Equipment Operator | and II.
Employee may be assigned other duties in addition to those listed; duties may
change according to the changing needs of the County.

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 required to talk or hear. The
employee is required to stand. The employee is required to walk; sit; use hands to
finger, 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 twenty-five (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 encounters while performing the essential functions of this job;

While performing the duties of this job, the employee occasionally works near moving
mechanical parts, outside weather conditions and is occasionally exposed to fumes or
airborne particles and toxic or caustic chemicals. Employee is frequently exposed to
solar radiation when carrying out essential duties.

The noise level in the work environment is usually moderate;

SAFETY REQUIREMENTS:

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

¢ 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:
¢ 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;

e operating assigned equipment;

e communicating with others;

ACCIDENT PREVENTION PROGRAM:
Required to follow all department’s safety regulations;

Approved 2001



MECHANIC1I
GRADE: 04
GENERAL DESCRIPTION
Performs entry-level maintenance and repair work on automotive equipment or motoré; B
Work involves repairing mechanical units; performing preventive maintenance activities;
and servicing automotive equipment and related gasohne dxesel or altematlve fuel engine- -
powered equipment; Works under close supervision, with- minimal lantude for the use of g
initiative and independent judgment. : :
EXAMPLES OF WORK PERFORMED
Adjusts brakes and carburetors
Installs front wheel bearings, speed heads, radiators, and universal joints
Services, refuels, and changes oil in vehicles
Performs body repair work and touch-up painting
Cleans shop, equipment, and tools

Assists in major repairs, such as overhauling motors and installing clutches

May operate electronic or computerized diagnostic equipment and computer-based
technical manuals to identify or verify system and component failures

May inventory parts and equipment
Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

One to two (1-2) years experience in motor vehicle repair and maintenance work;
Graduation from a standard senior high school or equivalent, supplemented by technical
courses in automotive maintenance and repair, is generally preferred. Two (2) years of
experience may be substituted for one (1) year of education.

Page 1 of 3



Knowledge, Skills, and Abilities

Knowledge of mechanical techniques used in automotive equipment repalr and
maintenance and of safety practices and principles

Skill in the use of shop tools and equipment
Ability to follow instructions, to make repairs, and to use shop 'tobls ax‘x‘d‘équipment
PHYSICAL DEMANDS: |

The physical demands described here are representative of those that mustbe 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
e 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

Page 2 of 3
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making observations
reading and writing
operating assigned equipment
communication with others
required to follow the Hidalgo County Accident Brgye,&f.
safety regulations




HIDALGO COUNTY

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.

To: Commissioner' Court
From: Sergio Cruz, Budget Officer

CC Date: Friday, December 28, 2012

Agenda Item: 35665

Summary of request/proposal:

PCT 2 RD MAINT (1200):

Dicussion, consideration and approval to extend the following temporary full time position(s) approved in 2012 and needed in 2013,
not to exceed six (6) months:

Current Adjustment Total

Fund Position Slot# Obj Budgeted Salary Requested Requested
1200 HEAVY EQUIP OPER. 111 T091| 121 0.00 34,360.00 34,360.00
1200 |HEAVY EQUIP OPER. 11 T092) 121 0.00 34,360.00 34,360.00
1200 |MECHANIC I T093| 121 0.00 23,385.00 23,385.00

TOTAL 0.00 92,105.00 92,105.00

Budgetary Impact:
INCREASE/DECREASE ACCOUNT (OBJECT)

ACCOUNT NUMBER NAME AMOUNT
3-1200-431-00-122-006-0- 121 PCT2 RD MAINT- TEMP F/T EMPLOYEES $45,523.16
3-1200-431-00-122-006-0- 211 PCT2 RD MAINT- HEALTH INSURANCE $0.00
3-1200-431-00-122-006-0- 212 PCTZ RD MAINT- LIFE INSURANCE $0.00
3-1200-431-00-122-006-0- 220 PCT2 RD MAINT- FICA $3,482.52
3-1200-431-00-122-006-0- 230 PCTZ2 RD MAINT- RETIREMENT $0.00
3-1200-431-00-122-006-0- 250 PCT2 RD MAINT- UNEMPLOYMENT COMP $227.62
3-1200-431-00-122-006-0- 260 PCT2 RD MAINT- WORKER'S COMP $773.89

2013 Budgetary Impac $50,007.19
2014 Budgetary Impact: ~ $0.00

Possible Funding Sources: WITHIN DEPT BUDGET- OPERATING BUDGET

Comments:

Hidalgs Co, Budget Office

212008



INTRADEPARTMENTAL TRANSFER REQUEST

DATE: December 18, 2012

DEPARTMENT Sergio Cruz, Budget Officer

HEAD:

DEPARTMENT Department of Budget & Management for PCT 2

NAME:

ACCOUNT

NUMBER: 3-1200-431-00-122-006-0-XXX ROAD MAINTENANCE
SUBJECT: Intradepartmental transfer(s)

Contact: Rosie Cantu
Phit: 292-7025 ext 5408

Honorable Commissioners' Court of Hidalgo County:

2013

Transfer

I submit for your consideration the following Intradepartmental transfer(s) (increase/decrease) in accordance with Local Government Code, Chapter

111, 111.070, Item C (2).

FROM - TO s e

Object Code Description Object Code Description Amount
890 OTHER 121 TEMP FULL TIME EMPLOYEES $ 45,523.16
890 OTHER 220 FICA $ 3,482.52
890 OTHER 250 UNEMPLOYMENT COMP S 227.62
890 OTHER 260 WORKERS COMP $ 773.89

TOTAL| § 50,007.19 |
REASON:

TRANSFER TO COVER FOR SALARIES AND (APPLICABLE) FRINGE BENEFITS OF TEMPORARY FULL TIME

POSITIONS THAT ARE PENDING APPROVAL FROM CC FOR AUTHORITY OF EXTENSION OF EMPLOYMENT.

SLOTS TO81, T082, AND T083.

DEPARTMENT HEAD SIGNATURE

APPROVED COMMISSIONERS' COURT

Form DBM-201

DATE

ATTEST COUNTY CLERK




