HiparLco County /SCEVED

Personnel Adjustment Request Fornf(

DEPARTMENT NAME/NUMBER: CRIM DA (080-002) DATE: 10/11/13 &
aN RES‘SQ‘
CURRENT POSITION TITLE: CRIMINAL INVESTIGATOR I CURRENT SLOT. #:
0053

REQUESTED POSITION TITLE: N/A

REQUEST FOR:
AUTO ALLOWANCE

D New Position D Temporary Position {:] Position Reclassification® |E Other

POSITION SALARY REQUEST:

1 -0- -$3,600.00 $ -$3,600.00

NO. OF CURRENTSALARY/ ALLOWANCE PROPOSED SALARY/ ALLOWANCE NET CHANGE
POSITIONS
Position to be funded from one of the following:

@ Current Department Budget D Annual Budget Cycle D Will Require Additional Funds

FUNDS TRANSFERED INTO SLOT 0034 (ACTION REQUESTED TO REMOVE AUTO
<] other _ ALLOW.FROM SLOT 0053)

POSITION TYPE:

Full Time Employee E Part Time Employee D
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary D

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

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

Exempt IZ' Exempt I:I
Non-Exempt l:] Non-Exempt IXI
a ]

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

Investigator will be assigned a vehicle to serve warrants, serve subpoenas, serve summons and investigate criminal cases.

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.

POSITION RECLASIFICATION: 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

10/11/2013
L

DATE FUNDING AVAILABLE IN DEPT. BUDGET B [
A [0-11- 1%

DATE PERSONNEL PROCEDURES COMPLETED [ Yes [] no
< N = /0/ ( / ol

DERARTMENT OF BUDGET &MANAGEMENT DATE ! BUDGET PROCEDURES COMPLETED E/ YES [] NO

4. COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007




CRIMINAL INVESTIGATOR IIT

GRADE: 16

GENERAL DESCRIPTION

Performs (senior-level) criminal investigation work. Investigate assigned criminal activities.
Performs supplementary investigation to assist prosecutors in case preparations. Makes
arrests and file cases.

EXAMPLES OF WORK PERFORMED

May train other entry and mid-level investigators to perform all related duties of
investigations

Investigates all types of criminal activities and assists prosecutors in case preparation

Assists local, state, federal and out-of-state police offices in making arrests and filing
criminal cases

Prepares and executes search and arrest warrants and serves subpoenas
Prepares reports and correspondence

Interviews inmates and other people to secure intelligence data and information; takes
statements and confessions

Locates and interview persons, take statements and depositions, evaluate evidence, examine
records, collect data and report facts

Obtains evidence from police agencies and pen packet from various prison systems
Evaluates evidence of criminal cases involving various types of victims including children
Testifies in criminal trials

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years of law enforcement experience. Associate’s degree in Law Enforcement,
criminal justice, or related field. Graduation from an accredited four-year college or
university with major course work in criminal justice or related field is generally preferred.
Must have basic certification as a peace officer from the Texas Commission on Law
Enforcement Officer Standards and Education (TCLOSE). Two (2) years of experience
may be substituted for one (1) year of education.
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Certificates, Licenses & Registration

Possession of an Advanced Certificate of Law Enforcement

Applicant must have a current valid Texas operator’s driver’s license. Investigators use their
own private vehicle and not a county car.

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

Mandatory firearms qualification and physical training

Knowledge, Skills, and Abilities

Must be able to use a computer with programs such as Microsoft Word, Excel and
PowerPoint

Proper use and properly care for firearms

Ability to read, analyze and interpret the complex documents

Ability to think logically and objectively

Must have criminal law and criminal procedure experience with particular reference to the
apprehension, arrest and custody of persons committing misdemeanors and felonies
including rules of evidence pertaining to the seizures and preservation of evidence

Must have Interview and interrogation techniques and methods

Understanding of pertinent federal, state and local laws, regulations and codes

Knowledge in principles and practices of legal document preparation including citations and
arrest warrants

Ability to analyze and evaluate facts, evidence and related information

Knowledge of laws of arrest, search and seizure, service of legal process, and the legal right
of citizens

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.
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The employee must occasionally lift and/or move over 25 pounds, occasionally up to
1001bs. 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
o 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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HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: CRIM DA (080-002) DATE: 10/11/13

CURRENT POSITION TITLE: CRIMINAL INVESTIGATOR III CURRENT SL¢T. #:

0034

REQUESTED POSITION TITLE: N/A

REQUEST FOR:
AUTO ALLOWANCE

D New Paosition ]:| Temporary Position |:| Position Reclassification* |Z Other

POSITION SALARY REQUEST:

1 -0- 3,600.00 $ 3,600.00

NO. OF CURRENTSALARY/ ALLOWANCE PROPOSED SALARY/ ALLOWANCE NET CHANGE
POSITIONS
Position to be funded from one of the following:

EI Current Department Budget |:| Annual Budget Cycle D Will Require Additional Funds

FUNDS FROM SLOT 0053 (ACTION REQUESTED TO REMOVE AUTO ALLOW. FROM
X other _SLOT 0053)

POSITION TYPE:

Full Time Employee E Part Time Employee D
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary I:] Part Time Temporary D

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

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

Exempt IZ' Exempt Ij
Non-Exempt D Non-Exempt IX'
A ]

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

Positions requires that the Investigator serve warrants, local witnesses, serve subpoenas and investigate criminal cases.

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.

POSITION RECLASIFICATION: 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

o= el i 10/11/2013
aiit TR
1. "
DEPARTMENT HEAD DATE FUNDING AVAILABLE IN DEPT. BUDGET W [
> Lol O lontgy b, 0-11-13
HL%OURCES DIREETOR | DATE PERSONNEL PROCEDURES COMPLETED [ Yes []no
— ~ ,
3 g i /O/H =y
DERARTMENF OF BURGET % MANAGEMENT DATE | BUDGET PROCEDURES COMPLETED EK(ES [] no
4. ~ COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007




CRIMINAL INVESTIGATOR I
GRADE: 12
GENERAL DESCRIPTION
Performs entry level criminal investigation work; Investigate assigned criminal activities.
Perform supplementary investigation to assist prosecutors in case preparations. Make arrests
and file criminal cases.
EXAMPLES OF WORK PERFORMED

Investigates all types of criminal activities and assists prosecutors in case preparation

Assists local, state, federal and out-of-state police offices in making arrests and filing
criminal cases

Prepares and executes search and arrest warrants and serves subpoenas

Interviews inmates and other people to secure intelligence data and information; takes
statements and confessions

Obtains evidence from police agencies and pen packet from various prison systems
Evaluates video taped interviews of children who are victims of physical/sexual abuse
Testifies in criminal trials

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

One (1) year of experience in related field functioning as a law enforcement officer.
Associate's degree in Law Enforcement preferred.

Knowledge, Skills, and Abilities

Excellent verbal and written communication skills are necessary
Skill is required in preparing written products and oral presentations
Ability to think logically and objectively

Ability to analyze and evaluate facts, evidence and related information

Page 1 of 3




Registration, Certification, or Licensure

Texas Peace Officer certification from the Texas Commission of Law Enforcement Officer
Standards and Education (TCLEOSE)

Mandatory firearms qualification and physical training
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 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
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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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