HiparLco County SCEIVES

Personnel Adjustment Request Form

FEB 18 2014

DEPARTMENT NAME/NUMBER:  PCT. 1 PARKS (121-013) DATE: 2/18/2014

CURRENT POSITION TITLE: DIRECTOR OF PARKS CURRENT SLOT #: 0022

REQUESTED POSITION TITLE:

REQUEST FOR:
D New Position l:l Temporary Position |:] Position Reclassification™® Other _ DELETION OF POSITION

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

POSITION SALARY REQUEST:

Salary Amount: ;
(‘7[ $

$ 56,650.00 $ (56,650.00)
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:l Annual Budget Cycle l: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 I: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 |:| 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 be deleted to create positions to assist with the department's

high demand of workload.

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



o

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

v

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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EPARTMENT OF BUDGET & MANAGEMENT Date
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COMMISSIONERS' COURT APPROVAL Date
HIDALGO COUNTY Personnel Adjustment Request Form
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HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: ~ PCT. 1 PARKS (121-013) DATE: 2/18/2014

CURRENT POSITION TITLE: CURRENT SLOT #: 0025

REQUESTED POSITION TITLE:  TRUCK DRIVER I

REQUEST FOR:

New Position E] Temporary Position [:] Position Reclassification*® I:] Other

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

POSITION SALARY REQUEST:

Salary Amount:

$ 0.00 $ 26,000.00 $ 26,000.00
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:' 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 D Part Time Temporary El $

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 [:l Exempt D
Non-Exempt Non-Exempt

N/A L]

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 Department's high

demand of 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.

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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HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  PCT. 1 PARKS (121-013) DATE: 2/18/2014

CURRENT POSITION TITLE: CURRENT SLOT #: 0026

REQUESTED POSITION TITLE:  TRUCK DRIVER I

REQUEST FOR:
New Position |:| Temporary Position |:| Position Reclassification* |:| Other

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

POSITION SALARY REQUEST:

Salary Amount:

$ 0.00 $ 26,000.00 $ 26,000.00
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 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 l:] 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 D 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 is needed to assist with the Department's high

demand of 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.

s

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 PRECINCTS

TRUCK DRIVER |

GENERAL DESCRIPTION

Performs basic (entry-level) work safely driving and operating a tractor-trailer combo
which may include (but is not limited to) the moving of specialized heavy construction
equipment involved in the maintenance and construction of County roads. The Truck
Driver | works under close supervision with limited latitude for the use of initiative and
independent judgment.

EXAMPLES OF WORK PERFORMED

Drives truck with a capacity of more than 3 tons to transport and deliver cargo,
materials, and other items to a jobsite

Maintains truck log according to state and federal regulations

Position blocks and ties rope around items to secure cargo for transport
Cleans, inspects and services vehicle

Operates equipment on vehicle t load, unload or disperse cargo or materials
Assists in loading and unloading truck manually

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Minimum of one (1) year of experience in commercial driving or related field
Graduation from a high school or equivalent (GED) required

Certificates, Licenses & Registration

Must have a valid current Texas motor vehicle operator's license; Texas Commercial
Driver’'s License (CDL) required; CDL may require specialized endorsements depending
on area of assignment

Must be able to be insured by the County’s insurance carrier
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Positions requiring a CDL or positions of a safety sensitive nature are subject to drug
and alcohol testing in accordance with federal regulations.

Knowledge, Skills, and Abilities

Knowledge of equipment operation and maintenance skilled in using specialized heavy
equipment in the prescribed manner

Knowledge of the safe operation of the equipment used and of the provisions of the
Texas Motor Vehicle Code relating to the operation of equipment/vehicles

Sufficient skills to operate equipment effectively and safely

Ability to perform strenuous work in the outdoors

Ability to understand and follow oral and written instructions

Ability to read and comprehend simple instructions, short correspondence and memos

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

Ability to perform basic math and apply common sense understanding to carry out
detailed but uninvolved written and/or oral instructions

Ability to deal with problems involving a few concrete variables in standardized
situations

Ability to perform multiple tasks simultaneously

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

Ability to communicate effectively

May require interaction with other departmental supervisors and peers, other County
agencies and staff, outside vendors or other professionals and community, state or
federal agencies

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.
T T T T e e T T IS N ST
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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

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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HIDALGO COUNTY PRECINCTS

TRUCK DRIVER |

GENERAL DESCRIPTION

Performs basic (entry-level) work safely driving and operating a tractor-trailer combo
which may include (but is not limited to) the moving of specialized heavy construction
equipment involved in the maintenance and construction of County roads. The Truck
Driver | works under close supervision with limited latitude for the use of initiative and
independent judgment.

EXAMPLES OF WORK PERFORMED

Drives truck with a capacity of more than 3 tons to transport and deliver cargo,
materials, and other items to a jobsite

Maintains truck log according to state and federal regulations

Position blocks and ties rope around items to secure cargo for transport
Cleans, inspects and services vehicle

Operates equipment on vehicle t load, unload or disperse cargo or materials
Assists in loading and unloading truck manually

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Minimum of one (1) year of experience in commercial driving or related field
Graduation from a high school or equivalent (GED) required

Certificates, Licenses & Registration

Must have a valid current Texas motor vehicle operator's license; Texas Commercial
Driver's License (CDL) required; CDL may require specialized endorsements depending
on area of assignment

Must be able to be insured by the County’s insurance carrier
e e e e e e e T e e o e e e e e e ]
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Positions requiring a CDL or positions of a safety sensitive nature are subject to drug
and alcohol testing in accordance with federal regulations.

Knowledge, Skills, and Abilities

Knowledge of equipment operation and maintenance skilled in using specialized heavy
equipment in the prescribed manner

Knowledge of the safe operation of the equipment used and of the provisions of the
Texas Motor Vehicle Code relating to the operation of equipment/vehicles

Sufficient skills to operate equipment effectively and safely

Ability to perform strenuous work in the outdoors

Ability to understand and follow oral and written instructions

Ability to read and comprehend simple instructions, short correspondence and memos

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

Ability to perform basic math and apply common sense understanding to carry out
detailed but uninvolved written and/or oral instructions

Ability to deal with problems involving a few concrete variables in standardized
situations

Ability to perform multiple tasks simultaneously

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

Ability to communicate effectively
May require interaction with other departmental supervisors and peers, other County
agencies and staff, outside vendors or other professionals and community, state or

federal agencies

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.
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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

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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