COMPUTER SYSTEM ADMINISTRATOR
GRADE: 12
GENERAL DESCRIPTION
Performs highly advanced and/or managerial (senior-level) computer systems analysis
work. Work involves planning and budgeting, as well as analyzing user requirements,
procedures, and problems to automate processing or to improve existing systems. May
plan, assign, and/or supervise the work of others; Works under minimal direction with
extensive latitude for the use of initiative and independent judgment.
EXAMPLES OF WORK PERFORMED
Oversees projects that cross functional agency systems and other state entities and that
require coordinating, planning, and scheduling during project development and

implementation stages

Oversees the preparation of charts, diagrams, and tables that depict the present and
proposed systems in terms of costs, benefits derived, and tasks accomplished

Develops and implements strategic planning actions and policy decisions and makes
recommendations concerning the direction of the agency’s efforts

Develops agency data processing plans and budgets

Analyzes and assists in defining agency disaster recovery responsibilities and procedures
Plans and schedules studies and system implementations

Designs and implements new or revised methods that effectively meet agency needs
Determines operational, technical, and support requirements for the location, installation,
operation, and maintenance of data processing, data communications, word processing, and

other office equipment and systems

Serves as supervisor and provides direct or functional supervision over clerical and/or
technical staff

Coordinates with user departments for scheduling, problem resolution, and documentation
and production control

Makes recommendations for staffing, overtime, and production support levels and assists in
the selection of staff

Evaluates and resolves user problems; identifies and obtains appropriate resources for the
resolution of complex problems; corrects routine problems by making minor repairs to
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computer equipment and/or entering specialized commands or data into systems; contacts
appropriate resources for additional assistance

Coordinates installation of new hardware/software; installs, tests, and monitors the
operation of computer hardware and software; configures hardware and software to meet
department’s needs

Administers LANs/WAN:Ss; establishes procedures to back up data stored in computers and
to maintain efficient operation of LANs/WANSs; may serve as department computer access
security officer

Provides server support and maintenance; uses various utilities to trouble-shoot, repair, and
check configuration of servers

Adapts existing database software, spreadsheets, and other programs to best meet
departmental or end-user needs

Maintains various records and documentation for department computer systems; may write
straightforward report generation programs or other simple computer code

May plan, assign, and/or supervise the work of others
Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years experience in computer systems, systems analysis or related field. Graduation
from an accredited four-year college or university with major course work in computer
science, computer information systems, or management information systems is generally
preferred. Two (2) years of experience may be substituted for one (1) year of education.

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

Ability to understand issues that relate aspects of and/or parts of a project to the overall
circumstances and needs of the organization is also required

Ability to understand technical and reference manuals
Knowledge of systems design and development practices, concepts and methods

Able to install, configure and maintain software and hardware connected to a LAN
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Must use judgment in determining the most appropriate methods and procedures to
complete assignments

Able to clarify and resolve technical and policy issues that arise during the project
Ability to effectively manage and supervise staff

Ability to maintain good working relationships with County employees, representatives of
outside agencies, and members of the public

Contact is primarily with county employees, systems and network users, management,
vendors and contractors to provide and exchange technical information, to plan and
coordinate work activities and to resolve project issues and/or technical problems

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:

e 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:
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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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DEPUTY CLERK I
GRADE: 07
GENERAL DESCRIPTION
Performs moderately complex (journey-level) clerical work; Work involves support tasks
primarily involving customer service and clerical activities which may include: processing
inquiries and requests for information, entering and maintaining data, cashiering. Works
under close supervision with minimal latitude for the use of initiative and independent
judgment. May train others
EXAMPLES OF WORK PERFORMED

Type correspondence and other documents and materials using a typewriter and/or
processing software

Enters information on office records to the computer and retrieves information to respond to
inquiries

Performs general clerical duties as required, including filing, indexing and recording,
making copies, sorting stuffing and mailing documents

Processes the more difficult requests for information or documents; searches files to obtain
the needed information.

Accepts and processes legal documents, collects fees, and files papers

Assists the public in person or by telephone, convey messages, make telephone calls, faxes
and distribute mail

Proofreads records and conducts research as needed
May train others

Ability to work well with others

Regular attendance is a must

Performs such other duties as may be assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a standard senior high school or equivalent is generally preferred. Typing
courses, plus a minimum of two (2) years of progressively responsible experience in clerical
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functions of the governmental system; Two (2) years of experience may be substituted for
one (1) year of education

Bilingual preferred (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

Ability to read, interpret and accept documents such as safety rules, operating and
maintenance instructions and procedures manuals.

Ability to fill out reports, answer routing correspondence and speak effectively to the public.
Ability to deal with problems involving several concrete variables in standardized situations
Ability to operate a computer, typewriter and other basic office equipment

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

Skill in the operation of office equipment
Ability to maintain files and records, to communicate effectively, and to train others
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 assigned duties and
responsibilities which may include the following:

o sitting for extended periods of time
e standing 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:

e 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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ACCOUNTANT IV
GRADE: 14
GENERAL DESCRIPTION
Employee performs complex accounting work. Work involves preparing and overseeing the
preparation of financial statements, records, and reports. May specialize in some phase of
accounting work such as federal funds accounting; property and equipment control, cost,
payroll, or bond servicing. May assign and/or supervise the work of others. Employee
works under limited supervision with moderate latitude for the use of initiative and
independent judgment. ‘
EXAMPLES OF WORK PERFORMED
Prepares financial statements, budgets, vouchers, and payrolls submitted by the agency
Prepares technical reports on estimates, cost data, and budget limits

Prepares monthly status analyses of funds and expenditures

Maintains adequate records of expenditures, funds, appropriations, and expenses, as well as
of revenue collected and deposited

Maintains and/or oversees the maintenance of systems and controls necessary to provide
accurate accounts of expenditures and budget balances for agency programs

Reviews various records, reports, applications, and contracts

May instruct staff on the maintenance of accounting records on expenditures and revenue
collected, the positing of general ledgers, and the posting of journals

May approve and sign expense accounts and purchase vouchers submitted for payment
May assist in planning accounting and clerical work procedures

May direct the maintenance of accounting records on receipts and disbursements

May allocate tax revenues to the appropriate funds

May assign and/or supervise the work of others

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education
Three to five (3-5) years demonstrated experience in accounting, governmental accounting,
or commercial accounting, including supervisory experience; Graduation from an

accredited four-year college or university with major course work in accounting or finance
with 15 hours of accounting courses.

Knowledge, Skills, and Abilities
Knowledge of the agency’s fiscal program; of governmental accounting; of b\idget control

methods, policies, and procedures; and of laws and regulations pertaining to financial
operations ‘

Ability to interpret and apply accounting theory, to plan and coordinate financial programs,
to plan procedures and coordinate accounting operations, to interpret laws and regulations,
and to assign and/or supervise the work of others

Knowledge in Uniform Grants Management Standards (UGMS) and GAAP

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
e operating assigned equipment

Maintain mental capacity which permits:

e 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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ADMINISTRATIVE ASSISTANT III
GRADE: 08
GENERAL DESCRIPTION
Employee performs complex administrative support or technical program assistance wdrk.
Work involves disseminating information, maintaining filing systems, and performing
internal administrative support work. Employee may supervise the. work of others and may
train others. Employee works under general supervision with moderate latitude for the use
of initiative and independent judgment. :

EXAMPLES OF WORK PERFORMED

Prepares, interprets, and disseminates information concerning agency programs and
procedures

Prepares, edits, and distributes correspondence, reports, studies, forms, and documents
Participates in the planning and execution of an agency program

Develops, coordinates, and maintains record keeping and filing systems

Responds to inquiries regarding rules, regulations, policies, and procedures

Coordinates meetings, conferences, and seminars

Assists in the development of administrative or technical assistance policies and procedures
May coordinate work between organizational units of the agency

May assist in compiling and analyzing data, making calculations, and preparing reports
May assist in the preparation of presentations for administrative hearings

May research, compose, design, or edit agency publications such as brochures, forms, and
manuals

May develop training materials
May train others
May supervise the work of others

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to three (2-3) years of experience in administrative support work. Graduation from a
junior college with an Associate’s degree in administrative support preferred. Two (2) years
of experience maybe substituted for one (1) year of education.

Knowledge, Skills, and Abilities

Knowledge of office practices and administrative procedures

Skill in standard office equipment and software

Ability to implement administrative procedures and to evaluate their effectiveness; to
interpret rules, regulations, policies, and procedures; to communicate effectively, to train
others; and to supervise the work of others

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:

* sitting for extended periods of time
e operating assigned equipment

Page 2 of 3



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
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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DEPUTY CLERK III
GRADE: 09
GENERAL DESCRIPTION
Performs moderately complex (journey-level) clerical work; Work involves support tasks
primarily involving customer service and clerical activities which may include: processing
inquiries and requests for information, entering and maintaining data, and cashiering. May
supervise the work of others; Works under limited supervision with considerable latitude for
the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Type correspondence and other documents and materials using a typewriter and/or
processing software

Enters information on office records to the computer and retrieves information to respond to
inquiries

Performs general clerical duties as required, including filing, indexing and recording,
making copies, sorting stuffing and mailing documents

Assists in answering correspondence and requests for documents

Assists in preparing budget requests

May maintain the departments payroll time sheets, travel, and related expense systems
May make monetary deposits and transfers

May prepare and file fiscal, budgetary, and accounting reports

May process purchase vouchers

May plan, assign, and/or supervise the work of others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Minimum of three (3) years of progressively responsible experience in clerical functions of
the governmental system required. Graduation from an accredited college or university with
an Associate’s degree in business management, public administration, or other related field
is preferred. Two (2) years of experience may be substituted for one (1) year of education.
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Bilingual preferred (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

Ability to read, interpret and accept documents such as safety rules, operating and
maintenance instructions and procedures manuals.

Ability to fill out reports, answer routing correspondence and speak effectively to the public.
Ability to deal with problems involving several concrete variables in standardized situations
Ability to operate a computer, typewriter and other basic office equipment

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

Skill in the operation of office equipment

Ability to perform accounting operations, to prepare reports, to analyze accounting data, to
communicate effectively, and to supervise the work of others

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:
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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
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:
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reading and writing

operating assigned equipment
communication with others

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



DEPUTY CLERK 1
GRADE: 05
GENERAL DESCRIPTION
Performs moderately complex (journey-level) clerical work; Work involves support tasks
primarily involving customer service and clerical activities which may include: processing
inquiries and requests for information, entering and maintaining data, cashiering. Works
under close supervision with minimal latitude for the use of initiative and independent
judgment.
EXAMPLES OF WORK PERFORMED

Performs general clerical duties as required, including filing, indexing and recording,
making copies, sorting stuffing and mailing documents

Enters information on office records to the computer and retrieves information to respond to
inquiries

Type correspondence and other documents and materials using a typewriter and/or
processing software

Assists the public in person or by telephone, convey messages, make telephone calls, faxes
and distribute mail

Ability to work well with others

Regular attendance is a must

Performs related duties as required

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a standard senior high school or equivalent is generally preferred, plus one
(1) year of general office experience or an equivalent combination of experience and training
which provides the required knowledge, skills and abilities; Two (2) years of experience may
be substituted for one (1) year of education.

Bilingual preferred (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
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Knowledge, Skills, and Abilities

Ability to read, interpret and accept documents such as safety rules, operating and
maintenance instructions and procedures manuals.

Ability to fill out reports, answer routing correspondence and speak effectively to the public.
Ability to deal with problems involving several concrete variables in standardized situations
Ability to operate a computer, typewriter and other basic office equipment

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 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:

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
e demonstrating intellectual capabilities
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Effectively handle a work environment and conditions which involve:

o 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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