' HipaLco County JUN 25 2014
Personnel Adjustment Request Forn _ ;’
/6’/17 Q\ 'I’

ST

Laes O\

DEPARTMENT NAME/NUMBER: Tay Office #140 DATE: June 17, 2014

CURRENT POSITION TITLE: Deputy Clerk Il CURRENT SLOT. #: 22

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

(] New Position | Temporary Position [ position Reclassification* [] Other DELETE

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

s %

POSITION SALARY REQUEST: frilewennce. low
Sgn.\o.(t\j A Sh[:“’"’ MA oo
Salary Amount: $ 36?120.00 + Auto-$1,500 $ 0.0 $ (36,020.00)+(Auto-31,500)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

D Other (NO BUDGET IMPACT)

POSITION Type:
Full Time Employee Part Time Employee D
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary I:I Part Time Temporary I:l $

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 |:] Exempt I:I
Non-Exempt Non-Exempt
N/A |:|

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

After a review of Tax Office needs, requesting to delete this slot #22 (and slot #57) in order to fund new slot #158 and new slot #159, in order

to promote better parity within our Office, (No Budget Impact.)

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

DEPARTMENT NAME/NUMBER: Tay Office #140 DATE: June 17, 2014 V' RES

CURRENT POSITION TITLE: Deputy Clerk | CURRENT SLOT. #: 57

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

[J New Position [l Temporary Position (] Position Reclassification* [] Other DELETE

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

Salary Amount:  $ 27,213.00 $ 0.0 $ (27,213.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget [] Annual Budget Cycle O Will Require Additional Funds

D Other (NO BUDGET IMPACT)

POSITION Type:
Full Time Employee Part Time Employee I:]
Object 113 Object 114

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

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 ‘:I Exempt D
Non-Exempt Non-Exempt
N/A \:|

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

After a review of Tax Office needs, requesting to delete this slot #57 (and slot #22) in order to fund new slot #158 and new slot #159, in order

to promote better parity within our Office, (No Budget Impact.)

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.

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

N/A

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

N/A

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

NO BUDGET IMPACT.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

jena

Paul Villarreal Jr. PCC 6/17114

1:
ZﬁEARTMENT H /ﬁ%y DATE FUNDING AVAILABLE IN DEPT. BUDGET
c 7% 2 5 - .- 5/
HUMAN @ESOURCES DIREGTER™ & DATE PERSONNEL PROCEDURES COMPLETED

[[] Yes DNO
[B—es™ [] no

3, 2. 81y
ET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED E/YES D NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



97 % HipaLco County

AN Bor ; U!

e Personnel Adjustment Request Form JUN 25 2014 !

" LIRS ,}
_'— ‘ &

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: Jupe 17, 2014 AN RFSO\BQ‘
CURRENT POSITION TITLE: CURRENT SLOT. #: 158
REQUESTED POSITION TITLE: Administrative Asst. llI
(For new positions or reclassifications)
REQUEST FOR:

] New Position O Temporary Position [l Position Reclassification* [ Other CREATE
*Civil Service Positions are submitted to the Civil Service Commission. 9% 9%'_’
POSITION SALARY REQUEST: SMM:{ ﬁ’\\\owm ce 5‘*"““‘“‘1 Allowasnct

n
Salary Amount:  $ $ 33,233.00 + Auto$ 1,500 ¢  33,233.00 + Auto-§1,500
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
Current Department Budget [[] Annual Budget Cycle O Will Require Additional Funds
O Other (NO BUDGET IMPACT)
POSITION Type:
Full Time Employee Part Time Employee I:I
Object 113 Object 114
Enter hourly rate for temp. positions

Full Time Temporary D Part Time Temporary I:l $
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 I:I Exempt I:I
Non-Exempt Non-Exempt
Z O
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
After a review of Tax Office needs, a need for an Administrative Asst. |ll position exists in order to promote better parity with in our Office.
(No Budget Impact because we are requesting to delete slot #22 and #57 in order to fund this slot #158 and slot #159.)
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.

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

N/A

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties,

N/A

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

NO BUDGET IMPACT.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

(3,

1. Paul VillarreaHr. PCS ~ 6/17/14
}TWENT TM DATE FUNDING AVAILABLE IN DEPT. BUDGET YES |:| NO
/ g - -
2 oS ¥ ez //
HUMAN RESOURCES DIRECTOR ¢ ¢ DATE PERSONNEL PROCEDURES COMPLETED Q/YES I:I NO
& DAL
DERARTMENTZOF Buﬁ)‘ & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED e O
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY

ADMINISTRATIVE ASSISTANT Il

GENERAL DESCRIPTION

Employee. performs ‘complex administrative support or technical program assistance
work. Work: involves disseminating information, - maintaining  filing systems, and
performing internal-administrative support work. Employee may. supervise the work of
others and may train others. Employee works under general supervision with moderate
latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Prepares, interprets, and disseminates information concerning agency programs and
procedures

Prepares,  edits, .and “distributes correspondence, reports, studies, forms, .and
documents :

Participates in the_pianni'ng and execution of an agency program

Develops, coordinates, and maintains record keeping and filing systems
Responds to inquiries-._[ggarding rules, regulations, policies, and procedures
Coordinates meetings, conferences,_aﬁd seminars =

Assists in the development of administrative or technical assistance policies and
procedures

May coordinate work between organizational units of the agency
May assist in compiling and analyzing data, making calculations, and preparing reports
May assist in the preparation of presentations for administrative hearings

May research, compose, design, or edit agency publications such as brochures, forms,
and manuals

May develop training materials

May train others

e
Approved by CC on ,2014 Page 1



May supervise the work of others
Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to three (2-3) years of experience in administrative support work.
Graduation from a junior col[égé;with an Associate’s degree in adminis'trativ:é-zsupport

Two (2)years of experiencﬁéxiﬁaybe substituted for one _(1) year of estc,ation"

Knowledge, Skills, and Abilities

Knowledge of office prabticéé and administrative procedures

Skill in standard office equipment and software

Ability to implement administrative procedures and to evaluate their effectiveness
Ability to interpret rLJIes; regulations, policies, and procedures

Ability to communicate effectively .

Ability to train others - 8

Ability to supervise the work'_of 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

Approved by CC on 2014 Page 2



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
¢ _standing for extended periods of time
. 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:
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

e e e e e e e
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HimavLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: Tay Office #140 DATE: June 17, 2014

CURRENT POSITION TITLE: CURRENT SLOT. #: 159

REQUESTED POSITION TITLE: Deputy Clerk Il
(For new positions or reclassifications)

REQUEST FOR:

] New Position [ Temporary Position [J Pposition Reclassification* [] Other CREATE

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

POSITION SALARY REQUEST:

Salary Amount:  $ s 30,000.00 $ 30,000.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
Current Department Budget [[] Annual Budget Cycle [] Will Require Additional Funds

L]  other  (NOBUDGET IMPACT)

POSITION Type:
Full Time Employee Part Time Employee l___l
Object 113 Object 114

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

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 [:I Exempt l:l
Non-Exempt Non-Exempt
N/A |:|

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

After a review of Tax Office needs, a need for an Deputy Clerk Il position exists in order to promote better parity with in our Office.

(No Budget Impact because we are requesting to delete slot #22 and #57 in order to fund this slot #159 and slot #158.)

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

DEPUTY CLERKIII

GENERAL DESCRIPTION

Performs moderately complex (journey-level) clerical work; Work:involves support tasks
primarily involving -customer service and clerical. activities. which may include:
processing inquiries and .requests for information, entering and maintaining data,
cashiering. Works under close supervision with minimal latitude for the use of initiative
and independent judgment.

EXAMPLES OF WORK PERFORMED

Type correspondence and other documents and materials using a typewriter and/or
processing software

Enters information: on office records to the computer and retrieves information to
respond to inquiries

Performs general clerical duties as required, including filing,f:” indexing ‘and recording,
making copies, sorting stuffing and mailing documents L

Processes the more'difficu]i requests for information or docurﬁénts; searches files to
obtain the needed information.

Accepts and processes legal documents, collects fees, and files papers

Assists the public in person-or by telephone, convey messages, make telephone calls,
faxes and distribute mail

Proofreads records and conducts research as needed
May train others

Ability to work well with others

Regular attendance is a must

Performs such other duties as may be assigned

e e e s m et
Approved by CCon 2014 Page 1



GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a high.school or equivalent (GED)

Typing courses; plus a minimum of two (2) years of progressively responsible
experience in clerical functions of the governmental. system

Two (2) years of experience may be substituted for-one (1) year of education

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

Certificates, Licenses, & Registration

Must have a current valid Texas motor vehicle operator’s license

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

Knowledge, Skills, and Abilities

Aﬁbility to read, interpret and accept documents such as safety rules, operating and
maintenance instructions and:procedures manuals.

Ability to fill out reports, answer routing correspondence and speak effectively to the
public.

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

Ability to operate a computer, typewriter and other basic office equipment

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

Skill in the operation of office equipment
Ability to maintain files and records, 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
RIS e T e e S e
Approved by CC on 2014 Page 2




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. B, s

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 aésigned duties and
responsibilities which may include the following: :

¢ sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

» - making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditiohs which involve:

o 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

e e ———— e ————— e e
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