HipaLco County
Personnel Adjustment Request Forp

SCEIVE)

DEC 04 2013

DEPARTMENT NAME/NUMBER: District Attorney’s Office/ 080

CURRENT POSITION TITLE: Administrative Assistant V SLOT. #: 007
REQUESTED POSITION TITLE:
REQUEST FOR:

|:| New Position D Temporary Position |:| Position Reclassification* @ Other _DELETE SLOT

POSITION SALARY REQUEST:

ity 59300/ (1458502 0 )
Q 0.00 $
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

n

3 .

Position to be funded from one of the following:

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

Xl other 3-1222-412-00-080-006-0 — DA BAD CHECKS ACCOUNT

POSITION Type:

Full Time Employee Part Time Employee l:]

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:
01/01/2014
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt m Exempt D
Non-Exempt ]:I Non-Exempt [Z
]

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

Position is no longer needed.

HIDALGO COUNTY Personnel Adjustment Request Form
DEM 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 RESQURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

o )
- i 12/03/2013
= I

EPARTMENT HEAD DATE FUNDING AVAILABLE IN DEPT. BUDGET []Yes [Jnwno
2. a - | 2461
"HUMAN URCES DATE PERSONNEL PROCEDURES COMPLETED Bes [ no
3 /2 // 7 / 2I¢ 5
NT OF @ & 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



- HipaLco County
Personnel Adjustment Request Foym

DEC 04 2013

DEPARTMENT NAME/NUMBER:
Hidalgo County District Attorney’s Office - 080 -002-

CURRENT POSITION TITLE; Technician® () New SLOT. #: 104
He

REQUESTED POSITION TITLE:

REQUEST FOR:

D New Position [:l Temporary Position |:] Position Reclassification*® D Other _DELETE SLOT:S/

POSITION SALARY REQUEST:

1 $28,094.00 0.00 $ _-28,094.00
NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE

Position to be funded from one of the following:

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

Xy
K other 4-1100-412-00-080-002-0-143 —,

POSITION TYPE:
Full Time Employee | X Part Time Employee Ij
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:
01/01/2014
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt WI Exempt D
Non-Exempt @"‘ Non-Exempt
=

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

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



- v

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)

Funding for positions will be provided by the State.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

- _
(/(é;_)_ L/j')g — 12/03/2013

i

1.

Roy Cazares for Rene Guerra DATE FUNDING AVAILABLE IN DEPT. BUDGET m YES D NO
2. géﬂéi (213

DATE PERSONNEL PROCEDURES COMPLETED E’?Es [ no

; : 1272003

DEPARTMENT OF BUDGET & W DATE | BUDGET PROCEDURES COMPLETED 12/ YES []NO
4. COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DEM 2007-001

Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request For

QS‘/CEI VED

DEC 04 2013

DEPARTMENT NAME/NUMBER:

Hidalgo County District Attorney’s Office - 080 12/03/209

CURRENT POSITION TITLE: Fectmiciamt New SLOT. #: 107

REQUESTED POSITION TITLE: Administrative Assistant I

REQUEST FOR:

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

POSITION SALARY REQUEST:
1 $28,094.00 $ 28,094.00
NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE

Position to be funded from one of the following:

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

¥
K other 4-1100-412-00-080-00}0—% Pe

POSITION TYPE:
Full Time Employee Part Time Employee :I
Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Temporary I:l Part Time Temporary I:]

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
01/01/2014
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt @@/ Exer.npt D
Non-Exempt E Non-Exempt
A ]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
New hire would take over some of the secretarial\clerical task that the HR Coordinator is currently doing.

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



NEW‘,POS'ITION: Brief job description and attach a copy of the new job description.

Employee will be performing entry-level administrative support or technical program work. Work involves disseminating

information, maintaining filing systems, and performing internal administrative support work. Employee works under close

supervision with minimal latitude for the use of initiative and independent judgment

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

b i /J 12/03/2013
)
13
Roy Cazares for Rene Guerra DATE FUNDING AVAILABLE IN DEPT. BUDGET B YES D NO
2 (24613
DATE PERSONNEL PROCEDURES COMPLETED [4—rEs [ no
: : f’;l/'?/ 203
PARTMENT OF BURGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED m/rEs [] no
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DEM 2007-001 Revised: 8/7/2007



