FORWARD COMPLETED FORM TO:

HUMAN RESOURCES DIRECTOR

FROM (NAME OF DEPARTMENT): Dept. Budget & Mgmt

ANNOUNCE VACANCY USING (check one box)

0 INTERNAL ANNOUNCEMENT PROCUDURE B OPEN ANNOUNCEMENT PROCEDURE

POSITION TITLE/ GRADE _Planning Analyst I

& NEW POSITION OR REPLACEMENT FOR: Rolando Garcia EMPLOYEE NO 143529
DEPTNO 115-001 POSITION/SLOT NO 0021
ADVERTISED SALARY: 36.312.00 QTHER COMPENSATION: COMPENSATION TYPE:
SPECIAL REQUIREMENTS:
WORK LOCATION / HOURS:
CONTACTAERSON: Sergio Cruz EXTENSION / PHONE NO: 5424
03/ 9/20:5

/" Departffient Head og Efected Official Date

FUNDS AVAILABLE: YES X NO DATE OF FUND AVAILABILITY:

BUDGETED SALARY, GRADE & STEP: 42,236.00

BUDGETED OTHER ALLOWANCES:

APPROVED HR CHIEF OF STAFF / DATE APPROVED HR DIRECTOR / DATE

Approval by Commissioner’s Court Required: YES NO . If yes, attach copy of approval and/or date of
agenda and item number and have authorized representative of Commissioner’s Court sign below:

Commissioner’s Court Signature / Date

’ Revised Date: May 2008

Closing Date




GRADE: 10

GENERAL DESCRIPTION

Petforms entry-level planning and research work. Work mvel' es <
or state plans or programs; developmg procedures for i nnp, TN
developing procedures for measurmg progress made on o;
‘Works under close supervision, with minimal fatitude for fh@ use o ‘
independent judgment. e

EXAMPLES OF WORK PERFORMED ' %

Participates in technical, policy, and interagency planning meetings

Reviews and evaluates planning material for contractual compliance

Prepares repotts

Researches federal and state regulations

Consults and communicates with other departments, agencies, and civic groups
Conducts field and telephone surveys

Assists in developing procedures for implementing plans or programs and for measuring
progress

May prepare and monitor performance measures
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES
Experience and Education

One to two (1-2) years experience in planning and research work; Graduation from an
accredited four-year college or university with major course work in city or regional
planning, economics, business or public administration, political science, or a related field is
generally preferred. Two (2) years of experience may be substituted for one (1) year of
education.

Knowledge, Skills, and Abilities

Knowledge of government organization and administration; and of planning, formulating,
coordinating, and implementing methodologies
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Ability to evaluate planning material and to communicate effectively
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PHYSICAL DEMANDS: 0% °ei N q } .»\!c
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The physical demands described here are representative of thos€ fh%; 3 m \’P’};’\’ °
employee to successfully perform the essential functions of thlﬁob \g:'/:) &\b\\
) B\ “\‘

‘While performing the duties of this job, the employee is regularf. Tequl w/\t’}talk or h 1
The employee frequently is required to stand. The employ@gigj ccaéronally reqmred to\\\ s,
walk; sit; use hands to find, handle, or feel objects, tools of control { each wi it
arms; climb or balance; stoop and kneel. g@:‘d

O s &

The employee must occasionally lift and/or move over 25 pounds S\pe%

required by this job include close vision, depth perception, and the\ b1h
0

WORK ENVIRONMENT: ©

4]

The work environment characteristics described here are representatwe Bfﬁgw ?p ; 2
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
¢ 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
« 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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