MEDICAL TECHNICIAN I
GRADE: 05
GENERAL DESCRIPTION

Assist and augment the Registered Nurse (RN ) in the performance of' chmcal dut1es and
treatment of clients. Perform technical nursing functions. Under d1fect10n, administer ;
medications and immunizations in the clinic. Assist with rnedlcal care documentation and f '
reports. Function autonomously in the absence of the RN w1thm his. or her scope of
practice/training to provide medical support and to conduct the. operatlons of the med1ca1
unit. - Vi

EXAMPLES OF WORK PERFORMED S f‘ SR
Assists with medical screens and physical exams, i.e., vital signs, height,:Weight, hiStery
Assists with pelvic exams and STD testing

Draws blood for HIV and DNA testing

Assesses residents’ medical complaints and reports to the RN

Treats residents’ minor complaints

Prepares and dispenses prescribed medications to residents

Assists the physician with daily clinic activities and directs medical unit in the RN’s absence

Sets up and maintains medical files, files drug screens, lab reports, SASSI, TB results, and
documents medical records

Keeps statistics on drug screens, number of youth on psychotropic medications

Prepares medical records for youth committed to the Texas Youth Commission

Maintains clinic environment and supplies

Assists with nursing tasks under the supervision of the RN

Under the physician’s direction, administers immunizations and other injections as needed
Performs technical testing and lab procedures

Provides health education with job scope and refers appropriately

Records vaccine administration information and prepares report of vaccine usage
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Monitors clinic supply inventory; assists with maintaining adequate levels and properly
stores and inventories biological and other testing materials .~ SR

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

|\ . ;;, x

Two (2) years of college in a related field or equivalent JOb related work experience;, One (1');,;. /

N

year hospital experience as a nurse and laboratory technician. Certlﬁcatlon ‘required as a’
Patient Care Technician, Certification as a Phlebotomist, Cemﬁcatlon iri CPR- and Flrst
Aid. .

Knowledge, Skills, and Abilities

Ability to make decisions about patient medical conditions in order to make appropriate
referrals, including medical emergencies; any questions concerning illness or injury beyond
the scope of experience and any questions concerning prescription medications are referred
to Supervisor

Position may require professional interaction(s) with the Health Department, Probation
Officers, TYC Probation Officer, Patients, Purchasing Agents, Client Family Members,
AccuChem Laboratories, Quest Diagnostic, TYC, Private Health Facilities, and Vendors

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.

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:
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¢ sitting for extended periods of time
¢ standing for extended periods of time
¢ operating assigned equipment

Maintain mental capacity which permits:

* making sound decisions and using good judgment " . - /
¢ demonstrating intellectual capabilities :

i
Effectively handle a work environment and conditions which ihv,o"lv‘e);‘, e /o

¢ 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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CLERK IT
GRADE: 03
GENERAL DESCRIPTION
Performs routine (journey-level) clerical work in areas such as: bookkeepmg, inventory-
control, statistics, employment, human resources, and purchasmg, Work involves complhng
and tabulating data, checking documents for accuracy, transportmg documents, and .
maintaining files; Works under moderate supervision with limited latltude for the use of
initiative and independent judgment, : b

EXAMPLES OF WORK PERFORMED

Produces and proofs correspondence, reports, purchase orders, summanes manuals
vouchers, records, and other related forms . e

Answers inquiries regarding policies and procedures, assists the public and staff in filling out
forms, and provides information to the public by mail or phone

Posts information to agency records and modifies forms or records

Assembles, organizes, and tabulates data and performs arithmetical computations; may
prepare charts, graphs, and tables

Files and maintains forms, records, and reports
Opens and distributes incoming mail and prepares mail-outs
Performs data entry and retrieval

May receive shipments and supplies, inspect for damage, and check for correct quality and
quantity

May maintain office schedules and appointments and provide notification of appointments.
May perform back-up receptionist or telephone switchboard duties

May receive, maintain accountability for, and forward payments to the appropriate agency
staff

May assist in balancing accounts by running tapes and proofreading

May prepare summaries of balances and cost information and formulate other reports as
required

May administer employment tests
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May arrange the scheduling, transfer, and display of surplus property
May receive and count cash "

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education o

‘J‘

One (1) year experience in clerical work. Graduation from a standard semor high school or
equivalent is generally preferred. Experience and education may be substltuted for one ..
another. , R R R

Knowledge, Skills, and Abilities

Knowledge of business or program terminology, methods, and procedures; df:c.'vfﬁéé
procedures; and of spelling, punctuation, grammar, and arithmetic

Skill in using a personal computer and office equipment
MS Word and Excel

Ability to prepare and maintain detailed records, files, and reports; to type accurately at a
speed consistent with work requirements; and to transfer stock from one location to another

Registration, Certification, or Licensure
May require a valid driver's license
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.

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.
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SAFETY REQUIREMENTS:
Maintain physical conditions appropriate to the performance of assxgned dut1es and
responsibilities which may include the following: ,

¢ sitting 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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CLERK ITT
GRADE: 05

GENERAL DESCRIPTION ; ! 4 }

.\
mvolves compllmg and tabulatmg data, checking documqptsf acy, transporting ,\’l’(.
documents and/or stock and inventory, and maintaining ﬁlesﬂ oriﬁsf der general ;
supervision with moderate latitude for the use of initiative and mdepeh lent judgme

EXAMPLES OF WORK PERFORMED . T

Yo \”'///\/ o
Produces and proofs correspondence, reports, purchase orders, sum’maries ma;éuals," oo
vouchers, records, and other related forms S anee”

Answers inquiries regarding procedures and policies, assists the public and staff in filling out
forms, and assembles and mails information packets

Posts information to agency records and modifies forms or records

Assembles, organizes, and tabulates data; and may compile and tabulate data, and prepare
charts, graphs, and tables

Maintains files, materials, and supplies

Opens, stamps, classifies, sorts, and routes mail, and maintains records on postage,
registered mail, and packages

Performs data entry, retrieval, and data searches

Receives, stores, and issues stock items

May perform arithmetic computations

May maintain office schedules and appointments

May perform back-up receptionist or telephone switchboard duties

May receive and forward payments to the appropriate agency staff

May screen applicants, administer employment tests, and assist in orienting employees
May arrange the scheduling, transfer, and display of surplus property

May make arrangements for repairs and services
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Responsible for answering and routing phone calls

Will be assisting the general public

May be requued to work overtime or hours other than stanc}a.rd
emergencies

Performs other related duties as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to Three (2-3) years experience in clerical work. Graduation from a standard senior
high school or equivalent is generally preferred. Vocational training is preferred. Two (2)
years of experience may be substituted for one (1) year of education.

Bilingual required (English/Spanish)

Certificates, Licenses & Registration

Applicant must have a current valid Texas operator’s driver’s license

Must be able to be insured by the County’s insurance carrier

Knowledge, Skills, and Abilities

Knowledge of business or program terminology, office procedures, spelling, punctuation,
grammar, and arithmetic; of warehousing procedures; of purchasing policies and
procedures; of records administration and maintenance techniques and procedures; and of
state purchasing policies and procedures

Skill in using a personal computer and office equipment

MS Word and Excel

Ability to maintain excellent customer service

Ability to make arithmetic computations; to prepare and maintain records, files, and
reports; and to transfer stock from one location to another

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.
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,4 ‘G‘

While performing the duties of this job, the employee is regularly requlred to talk or. hear o,
The employee frequently is required to stand. The employee is gccasmnally reqmred to~.
walk; sit; use hands to find, handle, or feel objects, tools or contréls reach

arms; climb or balance; stoop and kneel. :

The employee must occasionally lift and/or move over 25 gounc}é §b@ 2t
required by this job include close vision, depth perception, an '&‘f’the ablhty to adJust focus.’ ?ﬂ 7

(3

lt’

i '
e

WORK ENVIRONMENT:

employee encounter while performing the essential functions of th1s 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:

o sitting 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:

o 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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ELIGIBILITY SPECIALIST I
GRADE: 04
GENERAL DESCRIPTION
Determine eligibility for Hidalgo County residents for County Indigent Health Care
Program as well as other direct assistance programs, which include funeral assistance,
medical transportation, lodging and meals. Assist County residents in identifying and
obtaining various financial and health care resources; provide community resource
information and make appropriate referrals. '

EXAMPLES OF WORK PERFORMED

Receive, review and process applications and determine eligibility utilizing established state
and county program policies and procedures within established time frames

Identify and respond to community needs and concerns and make adequate referrals to
appropriate agencies and assist in the development of resources to meet anticipated
demands

Prepare various reports and correspondence

Be available to answer questions and provide information to the general public and assist in
identifying resources

Attend and participate in staff meetings and workshops

Stay abreast of policies and procedural changes in the Indigent Program and other related
health care programs

Properly prepare and complete necessary program forms and documents
Maintain and update participant computer and hard copy case files
Assist in clerical work as needed

Studies and analyzes operations and problems, and prepares reports of findings and
recommendations

Recommends activities to produce a more effective program
Prepares justifications for procedural or policy changes
Provides technical assistance on program services

Works with program staff in determining trends and resolving technical problems
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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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