A.C. CUELLAR JR

COMMISSIONER PRECINCT 1

TO: Esther Cortez, Human Resources ctor
HIDALGO COUNTY PCT. 1
1902 JOE STEPHENS, STE. 101 FROM: A.C. Cuellar, Commissioner
WESLACO, TEXAS 78596 Hidalgo County Precinct #1
PH:956.968.8733 SUBJECT: Employee Stipend — Marcie Jackson
FAXBan o L Precinet One Accounts Payable Clerk
VIA: E-Mail and Regular Mail
CC: Raul Lozano, Chief Administrator, Pet. 1

Valde Guerra, Commissioner’s Court Executive Officer
Sergio Cruz, Budget Officer

Agapito Vargas, Jr., Director,

Border Colonias Access Program

DATE: August 2, 2013

Esther, | am requesting to place an item on the agenda to
supplement Ms. Marcie Jackson’s salary with a stipend as she is
continuing to assist Agapito Vargas with the Border Colonias
Access Program. Ms. Jackson was Mr. Vargas Administrative
Assistant under the BCAP program; however, she has now taken
an Accounts Payable Clerk position in Precinct 1. | am allowing Ms.
Jackson to continue assisting Mr. Vargas with BCAP duties.

Ms. Jackson is performing duties outside her current scope of work
by assisting in the BCAP program. As the BCAP program will
terminate at the end of December 2014 it will be more feasible for
Ms. Jackson to continue assisting in the program than hiring new
staff. The stipend will not have a fiscal impact on County funds as
the County will be reimbursed for any work done by Ms. Jackson for
BCAP.

Agapito Vargas, BCAP Director has concurred as to this
recommendation and will make arrangements for TXDOT
reimbursements. The stipend amount agreed by Mr. Vargas is
$3,500.00 annually.

Included with this request is the employee’s PAR. @CEI VED

Thanks,
AUG 0 5 2013

www.co.hidalgo.tx.us
ac.cuellar@co.hidalgo.tx.us




HipaLco County
Personnel Adjustment Request For

DEPARTMENT NAME/NUMBER:  PCT. 1 (125-028) BCAP DATE: 8/2/2013

CURRENT POSITION TITLE: 9% CURRENT SLOT #: A005

REQUESTED POSITION TITLE: FACCOUWTYS 'Pansq.\o\m T4 8%7

REQUEST FOR: Supplem enrod F-Pcuﬁ

l:, New Position |:| Temporary Position l:l Position Reclassification* Other __ AUTHORIZE-SUPPLEMENTPAY—

* Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:

Salary Amount:

$ 0.00 $ 3,500.00 $ (3,500.00)
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

[ ] current Department Budget [] Annual Budget Cycle [ ] will Require Additional Funds
Other Proposed increase, supplement from BCAP account from 3-1200-431-00-125-028-0

POSITION Type:

Full Time Employee Part Time Employee El

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee I:] Part Time Temporary D $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt ‘___J Exempt D
Non-Exempt Non-Exempt

N/A ]

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

This Pct. 1 position is assisting with the Border Colonia Access Program and is being allowed to perform duties outside the scope of work/

job duties. The BCAP program will end December 2014, therefore it will be more feasible for position to continue assisting in the

program than hiring new staff. The stipend will not have a fiscal impact on County funds as the County will be reimbursed for any work

done for BCAP.

Personnel Adjustment Request Form

Revised: 8/7/2007




NEW [ZOSITION: Brief jub description and attach a copy of the new job description.

L

POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1 M]ﬂ / \C':_VD Q"CD" [ 5 FUNDING AVAILABLE IN DEPT. BUDGET YES I:I NO
RTMENT HEAD Date
2 Mﬂﬂu 0 M) /Mﬂ/ 080(0 (5 PERSONNEL PROCEDURES COMPLETED B YES l:l NO

HUMAN REZOURCES DIRECTOR Date
3. Q O% /0?/30 {3 BUDGET PROCEDURES COMPLETED IZ/YES |:| NO
T 1

DEPARTI‘"EENT GF BUD ET & MAN GEMENT Date

COMMISSIONERS' COURT APPROVAL Date




HIDALGO COUNTY
ROAD & BRIDGE
PAVED/UNPAVED

Accounts Payable Clerk

SUMMARY:

Responsible for the Precinct's budget, processing of requisitions, obtaining purchase
Orders, reviewing and processing invoices, maintaining proper ledgers and must
familiarize with Hidalgo County Purchasing policies.

Good communication skills are a must. Applicant will be working closely with the
Hidalgo County Purchasing and Auditor's Department.

ESSENTIAL DUTIES AND RESPONSIBILITES:

Prepares and verifies purchase order for payment of bills.

Posts receipt and/or disbursements to appropriate ledger(s), journals, and /or
reports that insure that accounts balance.

Prepares reports at regular intervals reflecting disbursements and lor receipts by
category and /or projects.

Gathers financial and statistical data and prepares reports of program activities.
Responds to inquires about the department or division, especially related to
financial transactions, from persons visiting the office, calling on the telephone or
writing to request information.

Enters financial and other data on computer terminal and balances source data
to computer printouts.

Undertakes special accounting projects and prepares special reports as
assigned.

Creates and maintains necessary manual and computerized files and filing
system.

Depending upon the department or division to which assigned, performs and
combination of the following duties: secures documents, money and checks and
may be responsible for cash received, identifies errors and makes necessary
corrections.

Prepares, maintains and verifies records and reports for mileage, fuel usage or
other data.

Answer telephone, responds to inquiries, refers caller to appropriate party or
takes messages, or serves as back-up for receptionist.

May maintain and inventory of supplies and equipment and orders replacements
as needed to insure adequate stock.

Compiles budgetary estimates and allotments and prepares budget worksheet on
receipts and expenditures.

Performs such other duties as may be assigned.

Regular attendance is a must.

Ability to work well with others.




QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential duties and responsibilities;

EDUCATION and/or EXPERIENCE

High School Diploma or general education degree (GED); inciuding or
supplemented by bookkeeping or accounting courses; plus two years clerical
and/or secretarial experience, at least one year of which involved bookkeeping or
accounting; or

Any equivalent combination of experience and training which provides the
required knowledge skills and abilities.

CERTIFICATES, LICENSES, REGISTRATIONS

Employee must have a current valid Texas Motor Vehicle Operator’s License;
Must be able to be insured by the County’s Insurance carrier,

OTHER SKILLS AND ABILITIES

Ability or demonstrated ability to learn to operate a computer, calculator, cash
register, facsimile and telephone.

Good knowledge of generally accepted accounting principles relating to single or
double entry accounting systems and financial reports.

Ability to work quickly and accurately with numbers and maintain neat, well-
organized records.

Ability to operate a 10-key calculator by touch.

Ability to exercise judgment regarding release of confidential information.

Ability to use standard word processing, data inquiry and spreadsheet programs.
Ability to establish and maintain effective working relationships with other county
employees, officials and the general public.

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

Ability to write routine reports and correspondence.

Ability to speak effectively before groups of customers or employees of
organization.

Ability to calculate figures and amounts such as discounts, interest,
commissions, proportions, percentages, area, circumference, and volume.

Ability to apply concepts of basic algebra and geometry.

Ability to apply common sense understanding to carry out instructions fumnished
in written, oral, or diagram form.

Ability to deal with problems involving several concrete variables in standardized
situations.

Bilingual ability (Spanish and English) with the ability to converse in both
languages, preferred.

Must have the ability to operate personal computer and other office equipment.
Must be knowledgeable in computer accounting.

Employee may be assigned other duties in addition to those listed; duties may
change according to the changing needs of the County.
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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 required to talk or hear. The
employee is required to stand. The employee is required to walk; sit; use hands to
finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or
balance; stoop, and kneel,

The employee must occasionally lit and/or move over twenty-five (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 encounters while performing the essential functions of this job;

The noise level in the work environment is usually moderate;

SAFETY REQUIREMENTS:

Maintain physical condition appropriate to the performance of assigned duties and
responsibilities which may include the following:

« sitting for extended periods of time;
o operating assigned equipment,

Maintain mental capacity which permits:
» making sound decisions and using good judgment;
o 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:
o making observations;
e reading and writing;
e operating assigned equipment,
e communicating with others;

ACCIDENT PREVENTION PROGRAM:
Required to follow all department’s safety regulations;




HiparLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  PCT. 1 ROAD MAINTENANCE (121-005) DATE: 8/6/2013

\
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CURRENT POSITION TITLE: DATA ENTRY CLERK CURRENT SLOT #: 0055

REQUESTED POSITION TITLE:

REQUEST FOR:

[ ] Newposition ~ [__] Temporary Posion [ | Position Reclassification* Other _ DELETION OF POSITION

* Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:

Salary Amount:

$ 24,708.00 $ $ 24,708.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget |:| Annual Budget Cycle I:l Will Require Additional Funds
[ ] other

POSITION Type:

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee D Part Time Temporary |:| $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt |:] Exempt I:]
Non-Exempt Non-Exempt

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

Upon evaluation of the Department, it is determined that this position be deleted to create a position to assist with the

department's field operation.

HIDALGO COUNTY Persannel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007



NEW POSITION: Brief job description and attach a copy of the new job description.

(<A achment)

POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

DEPARTMEI&I HEAD u
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08' Db & !3 PERSONNEL PROCEDURES COMPLETED

HUMAN RESOURCES DIRECTOR]

Date
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(

DEPARTMENT OF MANAGEMENT

Date

4.

COMMISSIONERS' COURT APPROVAL Date
HIDALGO COUNTY Personnel Adjustment Reguest Form
DBM 2007-001 Revised: 8/7/2007
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HiparLco County

Personnel Adjustment Request Form AUG 05 2013
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DEPARTMENT NAME/NUMBER: ~ PCT. 1 ROAD MAINTENANCE. (121-005) DATE: 8/5/2013 N ResoV

CURRENT POSITION TITLE: VECTOR SPECIALIST CURRENT SLOT #: 0105

REQUESTED POSITION TITLE:

REQUEST FOR:

I:l New Position D Temporary Position [:I Position Reclassification* Other __ DELETION OF POSITION

* Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:

Salary Amount:

$ 33,013.00 $ $ (33,013.00)
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget [:l Annual Budget Cycle |:| Will Require Additional Funds
l:] Other

POSITION Type:

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee |:| Part Time Temporary I:l $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt I:l Exempt D
Non-Exempt Non-Exempt

N/A []
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Upon evaluation of the Department, it is determined that this position be deleted to create a position that will assist the department

with county information technology systems design, development and maintenance of computer operations.

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.

o

POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation
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HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007



Hiparco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: ~ PCT. 1 ROAD MAINTENANCE. (121-005) DATE: 8/5/2013
Systems
CURRENT POSITION TITLE: -S¥SFHEM SUPPORT ANALYST CURRENT SLOT #: 0141

REQUESTED POSITION TITLE:

REQUEST FOR:
New Position I:l Temporary Position |:] Position Reclassification* |:| Other

* Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

Salary Amount:
$ $ 33,013.00 $ 33,013.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget I:I Annual Budget Cycle |:| Will Require Additional Funds
[ ] other

POSITION Type:

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee I:' Part Time Temporary |:| $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt El Exempt I:I
Non-Exempt Non-Exempt

N/A []
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Upon evaluation of the Department, it is determined that this position be created to assist the department with the high demand of work/

operations relating with the county informational technology systems design, development and maintenance of computers.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Rewvised: 8/7/2007



NEW POSITION: Brief job description and attach a copy of the new job description.

(See attachment)

POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1. hﬂ M_/ m 815//.5 FUNDING AVAILABLE IN DEPT. BUDGET

DEPARTMENT liEAD Date

2 _ﬁﬂwf) a . 8041;),2 /ﬂzhu 080@/3 PERSONNEL PROCEDURES COMPLETED

HUMAN RESOURCES DIRECTOR Date
9
3 '/</—7 9, ?é{}/ 23013 BUDGET PROCEDURES COMPLETED

DEPARTMENT OF BUDGEL&_I‘@_NA&EMENT Date
4.
COMMISSIONERS' COURT APPROVAL Date

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Reguest Form
Revised: 8/7/2007



SYSTEMS SUPPORT ANALYST

GENERAL DESCRIPTION

Performs moderately complex (journey-level) systems support work. Work involves
providing customer support for county information technology systems and operating
automated office equipment in a stand-alone, network, or mainframe environment; May
train others; Works under general supervision, with moderate latitude for the use of
initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Provides customer service and answers user inquiries regarding computer software,
hardware operation, and the use and interface of systems and software applications

Provides assistance in the design, development, and maintenance of various system
applications

Installs, maintains, moves, and assists in testing and upgrading new and existing hardware
or software

Maintains records of daily data communication transactions, problems, remedial actions
taken, and installation activities

Maintains necessary security controls over software

Sets up equipment for employee use and performs or ensures proper installation of cables,
operating systems, or appropriate software

Troubleshoots and resolves computer-related problems

Develops training manuals and procedures and trains users in the proper use of hardware or
software

May assist in the review and recommendation of the procurement and inventory of
information resources hardware or software

May prepare, develop, and update personal computer and mainframe application programs
May train others

Performs related work as assigned

Page 1 of 3



GENERAL QUALIFICATION GUIDELINES
Experience and Educatio

Four (4) Years of experience in systems support work. Asspciates’ degree m computer
science or equivalent; Experience and education may be substntuted fot‘ one another.

Knowledge, Skills, and Abilities ' ‘
N

Knowledge of the practices, principles, and techniques of computer Qperatmn of :
information systems, of computer software and hardware, of mermaiion secunty pol;cnes
and procedures, and of local and wide area networks and database adnnmsttat:on IS

Skill in the use and support of personal computers, in the use of apphcable programs and
systems, and in troubleshooting information systems

Ability to operate information technology systems, to troubleshoot and rep”aivr equipment, 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.
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
® operating assigned equipment

Page 2 of 3



Maintain mental capacity which permits:

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

Effectively handle a work environment and conditions which"invbl_vé-':;‘ .

working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception ncéd\edz'fbrij o

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

Page 3 of 3



HimaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: ~ PCT. 1 ROAD MAINTENANCE (121-005) DATE: 8/6/2013

CURRENT POSITION TITLE: CURRENT SLOT #: 0142

REQUESTED POSITION TITLE: ~ MAINTENANCE II

REQUEST FOR:
New Position |:] Temporary Position D Position Reclassification*® |:| Other

* Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

Salary Amount;:

$ 0.00 $ 24,708.00 $ 24,708.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget D Annual Budget Cycle D Will Require Additional Funds
[] other

POSITION Type:

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee I:] Part Time Temporary I:J $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt |:] Exempt |:|
Non-Exempt Non-Exempt

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

Upon evaluation of the Department it is determined that this position is needed to assist with the field operation's workload.

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 RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarding this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation
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g/& /[3 FUNDING AVAILABLE IN DEPT. BUDGET
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4.
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COMMISSIONERS' COURT APPROVAL

Personnel Adjustment Request Form

Revised: 8/7/2007



HIDALGO COUNTY
Road & Bridge

Job Title:  Maintenance Il FLSA Status: Non-Exempt
Dept No: 121 Civil Service Status: Non-Exempt
SUMMARY:

Serves as general maintenance for the Precinct. This is a responsible position that may
involve minimal instruction or supervision. This is a skilled manual labor position
involved with maintenance of county roads and right-of-way or servicing an operation
such as brush collection, road patch work, and drainage clearing. Performs all kinds of
welding, brazing, and cutting using gas and electric welding equipment.

ESSENTIAL DUTIES AND RESPONSIBILITES:
e Loads material, trash, brush, etc., onto truck. May sometime unload the same.
Assists in cleaning equipment, hand tools and truck.
May perform minor repairs to the tools, equipment and truck.
Ability to operate and maintain equipment that is used during projects to repair
roads, brush pick up, or clearing of drainage ditches.
May install culverts and other road repairs.
Cuts high grass or weeds and picks up brush along County right of way.
Maintains shop area clean on daily basis
May patch County roads
May be required to operate a welder and fabricate and repair equipment by
cutting, burning, and welding various metal materials.
Extensive experience in operating shredders.
Regular attendance is a must.
e Ability to work well with others.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential duties and responsibilities;

EDUCATION and/or EXPERIENCE
e High School Diploma or General Education degree (GED) preferred.
e Two years experience; or
e Any equivalent combination of experience and training, which provides the
required knowledge, skills, and abilities to perform duties.



CERTIFICATES, LICENSES, REGISTRATIONS

e Must possess a valid Texas Motor Vehicle Operator's License;
e Must be able to be insured by the County's Insurance carrier;

OTHER SKILLS AND ABILITIES

o Mpst have basic knowledge of hand tools associated with manual labor and the
minor repair of the equipment.

« Employees working in the installation of signs may use a jackhammer, pole hole
digger, hole auger, air compressor, etc., but all employees will be trained on the
job to handle such tools.

« Will patch county roads as part of the asphalt patching truck crew with aggregate
gravel CRS2 (hot oil).

e Ability to read and interpret documents such as safety rules, maintenance
instructions and procedure manuals.

« Bilingual ability (Spanish and English) with the ability to converse fluently in both
languages, preferred.

e Ability to calculate figures and amounts such as simple addition, subtraction,
multiplication, and division in all units of measure.

e Ability to solve simple and common sense problems and interpret simple
instructions furnished in written, oral diagram or schedule form.

« Ability to understand, follow and give oral and written instructions.

Must be able to perform all duties of Maintenance |.

o 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 required to talk or hear. The
employee is required to stand. The employee is required to walk; sit; use hands to
finger, 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 fifty (50) pounds. Specific .v_ision
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 encounters while performing the essential functions of this job.

Must be able to perform heavy manual labor outdoors within a five (3) day forty (40)
hour week, with exposure to hazards and conditions involving extremes of heat and
cold.

The noise level in the work environment is usually loud;



