HIDALGO COUNTY

CEA“FCS

SUMMARY

|sxreSp ible “for planning, imbié
he Ogﬁnty in accordanee. wi

d or_’gaﬁiiafiarfs to

’i?

piagn‘éd educatloga programs
ﬁ

Assumeﬂeadership respons
and activiti&@‘gn assigned program a

ional prog ﬁs and activities in
ed Ieﬁe hip responsibilities

Supports and ?s‘sts in t
program areas for v&@ ott

Assumes leadership or s@n‘sg Ig in lmplementmg emergency

programs as needs arise

Identifies, recruits and trains local leaders to enable them to effectively perform their
duties in committees, clubs and organizations

Uses a variety of teaching methods, techniques, activities and materials in conducting
educational programs

Complies with the provisions of Title VI of the Civil Rights Act of 1964 and the
Affirmative Action Plan of the Texas Agricultural Extension Service in conducting
Extension educational programs
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Works with and supports Extension-sponsored groups such as 4-H clubs and Extension
homemaker clubs toward the achievement of increased participation and strengthened
programs

Evaluation:

Uses appropriate evaluation techniques to determine they progres% of program activities
in reaching the objectlves of the Gounty program

Uses eva1uatton findings and suggestlons from the people in- mal@g prmram revisions

Repqtﬁng:

Maintains appropriate comm ‘nlqations with County,
facilitatedfull unclefs@ﬂ_~ ‘ c«if*the County program

f plannlng, _program
»m the educational

Prepares annual, m@thly and special reports to Show
aecomplishments. .and changes in the behavior of people resultin
programs; reports aae shared with appropriate individuals and _

Office Managemenl'

Malntalns a neat;. aﬁ#get&ve office which facilitates eﬁecm wm‘kmg con@ons and
represents a favot‘abte gmage

Keefps informed on E ‘
appli&able to program reSp

Partmm'tes in regularly s_ ‘ nty staff cor
activities‘and joint work. to p oMol “teamwork and to gpéke the bes@use of each
agent's tln‘@ __ o, »

Cooperates in ?hg mamten of- u.nlf ﬁies -tb -date mai Eﬁhsts membership
rolls of Exten51on~r@t%d organizatiol %up-t&% enton@

b b _-"

Keeps informed on and coﬁﬁgw | ge gqgglﬁrmlﬁyment Opportunity Program of
the Texas Agricultural Extension Service

Cooperates with the County coordinator and other staff members in the development
and implementation of an EEO Action Plan for the County office unit

Participates in recruiting, employing, training and other related activities for secretarial
and paraprofessional personnel the agent supervises or jointly supervises in accord with
the policies and procedures of the Equal Employment Opportunity Program for the
Texas Agricultural Extension Service

|
Approved by CC on 2014 Page 2




Conducts annually a performance review with each secretary or other non professional
staff member the agent is assigned to supervise or coordinates with other staff
members with joint supervision responsibilities for the review

Professional Improvement:

Develops a long- raﬁge professional lmprovement plan; with the approprlate District
Extension Dlﬁtor

Parhcnp%tes in fwmal and informal training opportunities te mepease knowledge and
skills and, keepwp to'date on. tecflmcal advances

Supﬁrwsory
Works Undér the superwsion of the appropnate district Extempbn ﬁirector

Provides Ieadersh:p for the work of the County staff merﬁbers for whom tramlng
responsibilities have been assigned

Coordinative:
Works cooperatwel;;t_ with the County coordinator and | qﬂﬁ\r s:eff members and

participates, regularly in staff conferences to coordlnate lannin imﬁlemantlng and
evaluating the County program to meet the needs of the jpeople”

Public:

Maintains good réiatio'n's.w\nﬁﬁ'éﬁ‘, %IIC& _: -

Represelts Texas A&M. Unlv" Si ' '
County Cooﬁ&nator Role. 2 j_ —

&
Those individuals &8s ne%ﬁoumfcbdﬁﬁﬂ}nator"m!l"mﬂ as&gnrﬁents as specified by
the district Extension ﬂq; &

Employee may be assigned other d‘atleé*ln ﬁdaitlon to those listed; duties may change
according to the changing needs of the County

Regular attendance is a must
Performs such other duties which may be assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education
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Bachelor's Degree in Family & Consumer Sciences or related field from an accredited
college or university

Graduate degree in related field:
Two (2) years exp,eriénbe in field; computer experience
Bilingual (Spanish -andl_Ehglish),, with the ability to-cenverse fluently in beth languages

Certificates, es(& Rgﬁrations

Must havsa, valld current Texas mator vehicle operator’s I’mnse
Must be abie to be msu;g@«ﬁy the County’s insurrance: cafﬂw
PHYSICAL DEMANES

The physical demangs descnbed here are representative of: ghoag;mhat must be met by
an emp16yee to sucmssfw!y perform the essential functions of*thlstob

While performmg the duties of this job, the employee is ' .;,:;-;';,;j _required to talk or
hear. The emplogee frrequentiy is required to stand. The E Jloyee is oecasionally
required to walk; sit; use J‘lands to ﬁnd handle, or feel ob ;‘ . tools or controls; reach
with hands and arm$ clin j

'cmg[ly Jift and/or move over ﬁ pgunds Specn‘" iG:, vision
w\qr}s:lh@é mse vision, dﬁd@@eﬂ;ﬂﬁtlon and the abnllty to

Thé’ employes, must 066
abilities required, by thi§ j )
adjustfocus.

WORK UVIRONMENT

The work en@%nment ch 'tensng_§ descnbeg,here are representﬂwe of those an
employee enco mr whlle p % essengal wnétlons of thl%m

The noise level in the \ﬁoﬁ g{mrﬁmgnt ls‘gsuéimoderate

o

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:

m
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* making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work gnﬁc.n’!

g,

e
e working cl%t
° rking imar k i
working i a muf
Maintain ﬁgc’wio»-' i
& :
® ‘1 D

m
e e e o S P g
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HIDALGO COUNTY

FAMILY & CONSUMER SCIENGES PROGRAM ASSISTANT

SUMMARY

Works undﬁr @nd Consumer

Serwce ﬂhe Assistant

worksgvg ov quallty of
rogkaﬁﬁss:ﬁant

Develops plans for amlly for helping them achieve the " j0als asthey relate

to all gggas of

e e

family living

F‘Ians ﬂr@ghbor Q
As@téts in ide fy

Iea&rs for Ext nsuo :

Deveﬁgs weekly

Uses sc 9wled time ‘.- Ian =iy
ethnic ori ele

making othe gunred repo s, within.t sponsib ity

. .

Plans ways to fosﬂrd 5 % dewmment among limited-
income clientele and theﬂ'@tll

Develops plans for reaching prospects and volunteer leaders, both adult and youth

Uses time wisely to study reaching materials provided by agents and develop teaching
materials, if needed for use in teaching families

Plans way to help families participate in other Extension Service programs

Implementing

Making individual visits for enrolling and working with families
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Works with families in small group sessions to teach family resource management,
parenting, leadership and health information in English and Spanish

Works with program families. to gain support in enrolling individual homemakers and
group members

Assists familiesito become participants in community and neighborhood achievement
events

Identifies  and ‘Treports to supervising agent' prospects. for prpgrarn assistant,
home@akers or voluhteer leaders (adult and youth) to work with cméomg programs of
Extension family and consumer sciences

Follows weekly time plan or schedule for reaching famlhes*ﬂbtff es superwsmg»agent if
schedulesis changed

S, number and. ethnic
d, “mileage and other

Keeps daily records and reports of home visits, group meet
arigin' of ' the homemakers, how time was spent, hours wér,
information as instructed

Secures family, information, family records and needs assessments in determining
teaching needs

Usesiteaching matena#s developed by agent and developsad#dional teachlng materials
forworking with families if needed

Keeps informed of ava!lablemsources and notified fammeeﬁ' , put the services ..

Encourdges family members tep i Iﬁgmer EXthfSIOn pragrams and,gsssts with
their progﬁessmn . B

Keeps the suve.[wsmg agent lnfonned of needs of mdmduals and famllbs

Evaluating

Assists supervising agent m"*ﬁaﬂe@lng néed@d rgaterlalsaend mformatlon from families
for use in evaluating progress;

Works with supervising agent on records kept on families for determining training needs
and changes made in managing their households for an improved quality of life;
Participates in performance evaluation conferences with supervising agent;

Reporting

Prepares required daily, weekly, monthly and annual reports and records
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Gives reports to County Extension staff and others upon request and with approval and
assistance of the supervising agent

Keeps up-to-date individual family file on all families enrolled and participating
Makes reports of family progress to supervising' agents. Confers with them as needed
Training

Participates in all'training activities designed for paraprofessionals
Initial training

Waeekly training -
Other schieduled training

Participates in conferences with supervising agent as ret;uested on'an individual or
group basis

Makes improvements so that up-to-date information can be available to families

Keeps informed on the Equal Employment Opportunity Program of ‘the Texas
Agricultural Extension Service and the Texas A&M University 'S ‘f‘ m

Participates in an-equal performance review interview with the supervising agent
Organizational h

Works under the dlrect s_ummsl@n ef, the Extensmn ageht de!egated lmmedfate
supervisory responS|b1I|ty - $

Assists th%:]ocal county Extens on staff t

lem _-_nt an educational pl_'_ogrém for low-
income ho emakers and tﬁelr famlll ‘~

Notifies supemsnﬁg Qgent wbén pgnsaﬂgange
Regular attendance is a ﬁﬁuat

Ability to work well with others

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a high school or equivalent (GED); college hours preferred

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

Approved by CC on 2014 Page 3




Must have computer skills
One (1) year relevant experience
KNOWLEDGE, SKILLS & ABILITIES:

The County Extension Program Assistant should possess the following
qualifications.

Employee may be.assigned other duties in addition to those. listed; duties'may change
according to the changing needs of the County

Charaeteristics of maturity te'bé ablé to meet problems enceuntered

Sincereidesire to, learn and to improve own situation by amiymg skills and managing
personal affairs

A desire to share knowledge and skills with low-income families to help them improve
their situation

Sensitivity to the values of others and have empathy, understanding and respect for
people in the area, regardless of their economic and social situation

Havesbackground which includes practical homemaking expe :j"';hc’:e with home situation
common to the area ) .l ‘

Have'the ability and willingness te understand accept ﬂ‘;g@ﬂgw through with necessary
training in order to.be able to ine ire, motivate and tea

Be well adjusted, patient and _
Evidence of good health as.shownb;;_ \pllj_ysicalﬂt_-:;xamiqa'tioﬁ

Evidence of leadership ablllw § ‘

Willingness to successfully camget@ orgen t nm;ra’inihg for new employees and all
subsequent in-service training; as well as t g which may require travel outside the

assigned headquarters

Has ability and willingness to make and keep required records and reports and to keep
information confidential

Able to read, write and understand materials that will be used in teaching

Able to read, write and speak Spanish in predominately Mexican-American areas and
English where applicable

m
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Certificates, Licenses, & Reqistrations

Must have a valid current Texas motor vehicle operator's license
Must be able to be insured by the County’s insurrance carrier
PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by
an employee to sueeessfully perform the essentialfunctions of this job. -

While perferming the duties of this job, the employee is regularly reguired to talk or
hear. The employee: frequently. is required to stand. Tiﬁ employee is occasionally
required to walk; sit; use hands to find, handle, or feel mts tools\or controls; reach
with hands and arms; ch'fnbor balance; stoop and kneel.

The employee must occasfonally 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 functlam.o‘fmls job.

Thénoise level in the work. envufonment is usually moderate

SAFETY REQUIREMENZI'S

Maintain physical condmpns apg op
responsibilities which may'include the

e sitting for extended peﬂods Of time
o standing for egtende#en ,of fime
e operating assig dﬁequment

'_',,;‘e ﬁaf!:ormance of assigned duties and
Ilowmg

Maintain mental capacity which: permﬂs '

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:
e e T e
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making observations
reading and writing :
operating assigned equipm ® % oo el | ®

communication wit 22 o
Accid ﬁ«ticﬁ Plan and department's
: . & 3 @
' ®

required tofe eH
&

nty
safety w
®

e ——
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HIDALGO COUNTY

CEA- FR

SUMMARY

The responsmggtles .of the-County Extension Agent are pemermed insa professional
manner through* ‘coordination and cooperation \nnth other Gounty: staff members under
super\nsibn cifw{he assigned adh*fnstrator .

EXAMP»LES@F,WORK%

Program: Implemen&wn

Responsible for :n'tpiérﬁenung the planned educatlonaf pmmﬂms and actlwtles in
assigned program areas -

Supports and assﬁs in the implementation of educational, przo"gram and activites in
program areas for wﬁich other staff members have assigned ieaciéi:smp respons‘b‘tlltles

Prowdes Ieaderstlgpét or sejves in a support role in lmpleﬁnentmg educat;onai _programs
which.address cnf alissues and/or emerging needs -

:"'fple them to effectwely
ﬁrganfzations

Identifies, recrusts aﬁ"
perf@m their dutles whila '

Utlllzesaﬁ variety of“tqachmg Jes, actWities, and gﬁterials in
conductlmg educatlonéhprog ms ;

Complies wm the provnsmns -of Tftle VI of the. QW’"I nghts Act gﬂ'ﬁ964 and the
Affirmative Ac@ Plan of ‘[ﬁxaw‘l‘fé“f:”xfenswg Service in %oﬁﬁuctmg Extension
educational prograr& T 1

] &

Works with and supports %)@ % ﬁpr&n r@uﬁs such as 4-H clubs, Texas
Extension Education Association an master volunteer groups toward the
achievement of increased participation and strengthened programs

Program Planning:

Responsible for planning with committees, task forces, groups, and organizations to
conduct educational programs and activities

Develops comprehensive outcome and output program plans which address base
programs, critical issues and clientele needs

T e L 3 e B S T T T e 2 0 S O T T I e e
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Plans evaluation strategies for outcome directed programs and significant program
activities

Plans regularly with the total staff to coordinate programming efforts

Coordinates and collaborates with other agencies, groups and organizations to plan
educational programs

Program Evaluation:
Utilizes appropnate evaluatlen strateglesltechnlques to determlrge ‘the, progress of

outcome programs and other _program activities in reacmng the objectues of the County
program : ,

Utilizes evaluation results to make program revisions and m

Utilizes evaluation data and program outcomes to mterpret«pfognam tmpacts to elected
officials, key leaders and stakeholders B

Reporting and Interpretation:

Maintains appropriate communications with County, District, anx admlntstratwe staffs to
facilitate comprehensive understanding of the County prsgrsns &

Prepares monthly,  annual and special reports and outsg e';program summames to
demonstrate results of rﬂanmng, program accompilshments;.-and changes in behavior
resulting from the educatlonai mograms o

Conducts multiple |nterpretat|en e\feﬂs{fm ﬂae County a‘r\d state elected offu:lals to
report on program accomphshmef’f mﬁes

Individual D‘éVelopment'

Develops a long-range praf*essndnal impr«ovemept ‘plan with ﬂwe appropnate District
Extension Administrator and, appf&prlate mput from“ R"egibnal ﬁrogram Directors

Develops annual individual development plan Whlch addresses short term professional
improvement needs and career goals

Participates in formal and informal training opportunities to increase knowledge and
skills and maintain technical competencies

Office Management:

Maintains a neat office which facilitates effective working conditions and presents a
favorable image
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Keeps informed on Extension policy, research reports, and publications which are
applicable to program responsibilities and postion description

Participates in regularly scheduled County staff conferences to coordinate plans,
activities, and joint work to premote staff teamwork and the make the best use of each
agent’s time

Assistance in‘the maintenance.-of files, mailing lists, membershlp rolls of Extension-
related organizations, and.inventories

Keeps.informed on.and complies with-the Equal Employment Opportunlty Program of
Texas Agrilife Exténsion Service. Cooperates with County. Coordinator'and other staff
members in the development and implementation of an EEO Actlon Plan for the County
office unit

Participates /in recrumﬂg employing, training, and other related activities for secretarial
and-paraprofessional persennel the agent supervises or jomﬂy supervises in accord.with
the policies and procedures of the Equal Employment Oppartmity Program of Texas
Agrilife Extension Service

Conducts annual performance review with each support staff member the agent is
assigned to supervise or coordinates with other staff members with joint'supervision
responsibilities for the review

Other duties as assigned

GENERAL QUALIFICATION.GUIDELINES

Exgenﬁnce and Edgcatlog

Master's D@gree in appropriate dlselﬁine Baahéier degree with 8 ye%agreernent to
obtain Maste\"bj NOTE: Urban desxgnated countles require completed Master's degree

Graduate degree in‘home qccnogiaslhuman ecelogy” “related oembentratlon family and
consumer science education or fi cJoser reiated to job r«.esbbnsnblntles

Demonstrat professional and technlca!' competenc:les in areas related to assigned
County

Computer competencies required
KNOWLEDGE, SKILLS & ABILITIES:

Strong service ethic and desire to work with all audiences in assigned County,
regardless of socioeconomic level, race, color, sex, religion, disability or national origin

Ability to communicate effectively
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Bilingual (Spanish and English) with ability to converse fluently in both languages

Travel connected with official duties may be required. This may include attendance at
night and/or weekend meetings, participation in out-of-county events

Must have willingness to work necessary hours to fulfill job responsibilities (some
evenings and weekends)

Must reside in assighed County

Certificates, Licenses, & Registrations

Must have a valid current Texas-motor vehicle operator's license

Must berable to be insured by the County’s insurrance carrier
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 occasnonally
required to walk; sit; use hands to find, handle, or feel oﬂesﬁ tools or controls; reach
with hands and arms; climb or balance: stoop and kneel.

The “employee must oceasienally lift-and/or. move over 25 pounds. Specific vision
abilities required by this job include @I@se vision, depm,pemeptlmn and the, ability to
adjust focus.

WORK ENVIRONMENT:

The work environment charagteristies.described here are represe e- of those an
employee encounterwhile gerforrrﬁng the essential f&hehons of this job.

The noise level in the work en\monment is usually moaoderate.
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 standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

e B R T T T T 3 S L o o D T, e TR B T Tk T e A e S T 75
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e making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

 working élosely with. others
e working in a multi-task environment

Maintain.effective audio-visual discrimination and perception needed for:

making observations

reading and writmg

operating assngneg equipment

communication with others

required to follow the Hidalgo County Accident Preventlen Plan and department s
safety regulations .

. __________________________________________ )
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