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Himarco County

Personnel Adjustment Request For JAN 03 2013

DEPARTMENT NAME/NUMBER: Hidalgo County District Clerk Office DATE: January 22

CURRENT POSITION TITLE: N/A CURRENT SLOT. #: 0075

REQUESTED POSITION TITLE: Deputy District Clerk |
(For new positions or reclassifications)

REQUEST FOR:
New Position D Temporary Position D Position Reclassification® D Other
*Clivil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount:  $ % 25,256.00 ¢ 25,256.00
Current Budgeted Salary Proposed Budgeted Salary Met Change

Position to be funded from one of the following:

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

POSITION Type:

Full Time Employee Part Time Employee D

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary I__—| Part Time Temporary D $

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 E Exempt D
Non-Exempt [T Non-Exempt

N2 L

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

The Deputy District Clerk position for CC#8 proposed during the annual budget process was not approved based on the pending status of the court's

commencement, which has since then become effective. Hence, the district clerk office is requesting one (1) full-time employee to serve as clerk of the

court and will aid in fulfilling district clerk statutory responsibilities for the court.

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.
See attached job description

POSITION RECLASIFICATION: Bxplain 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)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1. Ricardo Contreras January 2, 2013
DATE FUNDING AVAILABLE IN DEPT. BUDGET

0l-04.43

DATE PERSONNEL PROCEDURES COMPLETED

DATE BUDGET PROCEDURES COMPLETED

v [
&y O

ﬁYB [ ~o

4. COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



DEPUTY DISTRICT CLERKI . - v
GRADE: 05

GENERAL DESCRIPTION oy

Performs a moderately complex (journey-level) court clerk. work. Work involves support
tasks primarily mvolvmg customer service and support/clenca] -dctivities which mq,y
include: processing inquiries and requests for information; entermg and maintaining, da.fa
answering telephones; filing and maintaining correspondence, files; reports, etc; Wforks
within a well defined framework of policies and procedures under - xmmgdlate supermsmn, ,
performing other duties as required. Works under general supemsm;iik‘ ith

latitude for the use of initiative and independent judgment. R

EXAMPLES OF WORK PERFORMED

Prepares and maintains a variety of documents which may include subpoenas, citations,
injunctions, writs, order of sales or general correspondence

Receives and processes documents filed with the court; reviews for accuracy and
completeness; records and processes orders, judgment and decree of court

Records civil, criminal, family adoption, juvenile, protective orders and child welfare suit,
minutes in proper minute volumes, quote court costs if needed

Process court documents in accordance with court procedures and legal requirements;
maintains official records of court proceedings; prepares monthly reports

Maintains accurate filing system; makes copies; types forms and performs other clerical
work as needed

May perform civil, criminal, family, adoption, juvenile, protective orders and child welfare
searches and issues service of process said orders; should prepare all jury lists in a timely
manner and may process and maintain docket

Reviews, sorts, assembles and organizes materials; routes and delivers daily mail and
documents to appropriate parties

Acts in the name of the District Clerk and shall perform all official acts as may be lawfully
done and performed by such Clerk in person, pursuant to Sec. 51.303 of the government
code

Answers phones and provides service to general public and attorneys in a courteous manner

Must secure and maintain a favorable background investigation by the District Clerk

Must be bondable
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Ability to work well with others

Regular attendance is a must

Performs related duties as required

GENERAL QUALIFICATION GUIDELINES

Experience ducation

Graduation from a standard senior high school or equlvalent is genera.l{y greferred pl7usetwo' I

(2) years of general office experience or an equivalent combination of expé chyn”g&r«»
lrammg which provides the required knowledge, skills and abﬂ,mes, Two 2 of—
experience may be substituted for one (1) year of education. - L T

Bilingual is preferred

CERTIFICATES, LICENSES, REGISTRATION

Valid Texas Driver’s License and current liability insurance
Must be bondable

Knowledge, Skills, and Abilities

Knowledge of basic legal terminology

Ability to perform basic mathematical calculations in order to compile court costs on civil,
criminal, adoptions, juvenile, family or protective order suits

Ability to understand and apply appropriate statutes and codes, instructions, safety rules
and other policies and procedures

Ability to communicate effectively with diverse groups of individuals utilizing tact and
diplomacy, both verbally and in writing

Ability to operate a computer, typewriter and other basic office equipment
Ability to accurately enter data

Ability to establish and maintain effective working relationship with co-workers, county
employees, attorneys, other outside organizations, and the general public

Employee may be assigned other duties in addition to those listed; duties may change
according to the changing needs of the county

PHYSICAL DEMANDS:
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The physical demands described here are representative of those that, must be metzby an
employee to successfully perform the essential functions of this ]ob ‘ R

While performing the duties of this job, the employee is regular.ly requlred to talk or heaI
The employee frequently is required to stand. The employeeis occasxomﬂly requlred tm
walk; sit; use hands to find, handle, or feel objects, tools or- coﬁtrols, rcach with handsa.ng .
arms; climb or balance; stoop and kneel. S

The employee must occasionally lift and/or move over 25 pounds;f %Jeglﬁc vision abilifi i
required by this job include close vision, depth perceptwn, and the a’olmy to adjust fogus

WORK ENVIRONMENT:

The work environment characteristics described here are representatlve of those an--
employee encounter while performing the essential functions of this Jeb S

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
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

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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