TECHNICIAN IV
GRADE: 10
GENERAL DESCRIPTION

Provide intermediate-level PC technical support for all County employees and remote sites.
Coordinate the order, receipt, inventory, assembly, integration, check-out, delivery and
installation of personal computer related hardware and software.

EXAMPLES OF WORK PERFORMED

Provides intermediate-level PC technical support for all County employees and remote sites
for both hardware and software

Coordinates ordering, receiving, inventory, assembly, integration, check-out, delivery and
installation of personal computer related hardware and software

Monitors and manipulates computer setup options for routine computer operations

Maintains accurate computer inventory and location of all computer software and hardware
including peripherals; Task includes installing and de-installing systems and maintaining
accurate software licensing and information

Works with the Repository Administrator to coordinate software and hardware inventory
for the County

Coordinates orders for needed computer equipment; Ensures that all equipment is ordered
by purchase orders and verifies delivery dates; Ensures that equipment is delivered in good
condition and contacts vendor(s) to resolve any problems (delivery, equipment, etc.) and/or
coordinates delivery schedule and destination of computer hardware and software

Verifies hardware and software shipments against County purchase orders and inspects
equipment upon arrival

Assembles hardware and/or software components, performs hardware/software integration
to provide a stand-alone computer system, and ensures it is operating as it is designed and
operates properly

Configures and installs PCs and related software and set up and configure network
connections to file servers, application servers and the Internet

Coordinates deliveries and installation of equipment to user installations and performs tests
to ensure the system is operating properly, de-installs equipment and provides replacement
system as required

Works with vendors to resolve non-functioning equipment problems arranging for
replacements and/or exchanges
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Supervise and train co-workers and assistants on daily duties and during projects
Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Associate Degree in Computer related field. Four (4) years of related experience. Good
understanding and knowledge of computer systems is required with knowledge of
mainframe systems, related software, business principles and procedures preferred.

Knowledge, Skills, and Abilities

Good understanding and knowledge of computer systems is required

Ability to work independently or as part of a team, good oral and written communication
skills, strong analytical and organizational skills, ability to solve problems quickly and
completely and coordinate activities simultaneously

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
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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:

e working closely with others
¢ 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 communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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DEPUTY CLERK I

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

Page 1 of 3



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:

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

Maintain mental capacity which permits:

* making sound decisions and using good judgment
¢ demonstrating intellectual capabilities
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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

e communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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CLERK I
GRADE: 01
GENERAL DESCRIPTION
Performs (entry-level) clerical work in areas such as bookkeeping, inventory control,
statistics, employment, human resources, purchasing, or accounting; Work involves
compiling and tabulating data, checking documents for accuracy, transporting documents,
and maintaining files; Works under close supervision with minimal latitude for the use of
initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Produces and proofs correspondence, reports, purchase orders, summaries, manuals,
vouchers, records, and other related forms

Reviews completed forms for signatures and proper entries
Provides information to the public by mail or telephone

Receives shipments and supplies, inspects for damage, and checks for correct quantity and
quality

Assembles, organizes, and tabulates data; may perform data entry and retrieval
Files and maintains forms, records, and reports
Opens and distributes incoming mail and prepares mail-outs

Delivers documents, supplies, or other items; takes deposits to the bank; and runs errands as
appropriate

May maintain office schedules and appointments

May perform back-up receptionist or telephone switchboard duties
May assist in conducting physical inventory

May receive and count cash

May make arrangements for repairs and services

May assemble and pack shipments, contact transportation companies to arrange for
shipping, and assist in loading trucks

Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Six (6) months of experience with clerical operations; Graduation from a standard senior
high school or equivalent is generally preferred. Experience and education may be
substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of office procedures and of spelling, grammar, punctuation, and arithmetic
Skill in using personal computers and office equipment
Ability to prepare and maintain records, files, and reports

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.
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
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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:

e 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 II
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:

¢ sitting for extended periods of time
e 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

e reading and writing

» operating assigned equipment

e communication with others

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