Hmwavrco County
Personnel Adjustment Request Forqi

SEP 25 2014

DEPARTMENT NAME/NUMBER: District Attorney’s Office- BPU/ 080-012 DATE: 09/2&[2014

CURRENT POSITION TITLE:  Assistant District Attorney III Current SLOT. #: 001

REQUESTED POSITION TITLE: Same

REQUEST FOR:
Salary Adjustment (decrease)

|:| New Position |:| Temporary Position D Position Reclassification* Other Remove Auto Allowance

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

POSITION SALARY REQUEST:

Auto Allow: 900.00 Auto Allow: 0.00 Auto Allow: (900.00)
Salary Amount: $ Salary: 79,000.00 $ Budgeted Salary: 77,920.00 ¢ _Salary: (1,080.00) -
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

X other Does not require additional funding.

POSITION Type:

Full Time Employee Part Time Employee I:l

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary L___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
Non-Exempt [ ] NonExempt ]
N/A D

JUSTIFICATION/PRIORITY: (Explain why this position or-adjustment request is essential)
The reduction in budgeted salary amount was needed in order fund other expenses. The actual salary of the prosecutor will remain the same. Auto
i expense under the arant i

'

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

a/ 09/24/2014

1.

DEPARTMENT HEAD DATE FUNDING AVAILABLE IN DEPT. BUDGET m| YES | NO
2. gﬂ{m . (Q(/Ltﬁy MJJY !M %u.zb 0926 &

HUMAN;;?YESOURCES DATE PERSONNEL PROCEDURES COMPLETED [}-Yes []No

A g

s 7 ) 9 ppt

SEPARHWEW OF(BU IDGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED Ef YES [] NO
4. COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007




HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE
ASSISTANT DISTRICT ATTORNEY Il

GENERAL DESCRIPTION

Performs intermediate-level legal work; Work involves prosecuting and defending all
manner of civil and criminal matters in various levels of trials and appellate courts and
administrative forums. Work under the frequent supervision of higher level attorneys in
aneffort to build the knowledge, skills, and expertise necessary for this position.

EXAMPLES OF WORK PERFORMED

Will make decisions and/or counsels with clients, victims, or police concerning the
commencement of proceedings in court or related forums

May also provide written or oral legal advice to individual or governmental clients, and
draft legal instruments or other written materials carrying legal implication

Appears in court and/or related forums to select juries, present and cross-examine
evidence, make legal arguments, and act as an oral advocate

Drafts and files pleadings, answering motions, briefs and responses necessary to
conduct litigation and/or proceedings in related forums

Investigate facts giving rise to legal issues, and bring about solutions to their clients
legal problems in a variety of forums

Counsels and advises clients within bounds of confidentiality, when applicable,
regarding legal issues in all phases of litigation

Identifies, locates, and prepares witnesses to present testimony effectively in court or
related forums

Identifies and prepares non-testimonial forms of evidence for use in court and related
forums

Conducts and/or supervises investigations and/or civii and criminal discovery
proceedings

Drafts legal instruments and various documents with legal implications
Negotiates with others to settle litigation or other contested matters or to assist in

solving problems with legal implications
Develops knowledge and expertise in applicable area of law to keep pace with constant
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HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ASSISTANT DISTRICT ATTORNEY I

GENERAL DESCRIPTION
Performs intermediate-level legal work; Work involves prosecuting and defending all
manner of civil and criminal matters in various levels of trials and appellate courts and

administrative forums. Work under the frequent supervision of higher level attorneys in
aneffort to build the knowledge, skills, and expertise necessary for this position.

EXAMPLES OF WORK PERFORMED

Will make decisions and/or counsels with clients, victims, or police concerning the
commencement of proceedings in court or related forums

May also provide written or oral legal advice to individual or governmental clients, and
draft legal instruments or other written materials carrying legal implication

Appears in court and/or related forums to select juries, present and cross-examine
evidence, make legal arguments, and act as an oral advocate

Drafts and files pleadings, answering motions, briefs and responses necessary to
conduct litigation and/or proceedings in related forums

Investigate facts giving rise to legal issues, and bring about solutions to their clients
legal problems in a variety of forums

Counsels and advises clients within bounds of confidentiality, when applicable,
regarding legal issues in all phases of litigation

Identifies, locates, and prepares withesses to present testimony effectively in court or
related forums

Identifies and prepares non-testimonial forms of evidence for use in court and related
forums

Conducts and/or supervises investigations and/or civil and criminal discovery
proceedings

Drafts legal instruments and various documents with legal implications

Negotiates with others to sefttle litigation or other contested matters or to assist in
solving problems with legal implications
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Develops knowledge and expertise in applicable area of law to keep pace with constant
developments and to impart this knowledge and skills to others in various settings

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two (2) years experience as a licensed attorney
Juris Doctorate (JD) degree

Licensed to practice law in the State of Texas and be a member in good standing of the
State Bar of Texas

Experience and education may be substituted for one another.

Knowledge, Skills, and Abilities

Ability to work efficiently and effectively in high-pressure situations
Ability to communicate effectively

Able to handle all stressful situations with an even temperament and work effectively
with others in achievement of tasks

Possess advanced professional level of analytical ability and be very well versed in the
art of being diplomatic and tactful in addition to the use of good judgment and common
sense

Must be computer literate
Knowledge of all applicable laws and procedures

Must have good working knowledge and understanding of penal statutes and code of
criminal procedures as well as case holdings and departmental policies

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. 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 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 Forlgi

Crp g

DEF 4D /‘EM

DEPARTMENT NAME/NUMBER: District Attorney’s Office- BPU/ 080-012 DATE:  09/24/2014
CURRENT POSITION TITLE:  Assistant District Attorney IV Current SLOT. #: 004

REQUESTED POSITION TITLE: Same

REQUEST FOR:
Salary Adjustment (decrease)

D New Position [:] Temporary Position [___l Position Reclassification* Other

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

POSITION SALARY REQUEST:

Salary Amount: $ 78,000.00 $ 76,420.00 $ (1,580.00)
‘ Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

I other Does not require additional funding.

POSITION Type:

Full Time Employee Part Time Employee l:l .

Object 113 Object 114

Enter hourly rate for temp. positions
Fult Time Temporary I: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 Exempt E‘]
Non-Exempt I:I Non-Exempt . D
N/A D

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

The reduction in budgeted salary amount was needed in order fund other expenses. The actual salary of the prosecutor will remain the same.

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

R A
i

09/24/2014
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HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007




HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ASSISTANT DISTRICT ATTORNEY IV

GENERAL DESCRIPTION

Performs senior-level legal work; Work involves prosecuting and defending all manner
of civil and criminal matters in various levels of trials and appellate courts and
administrative forums. Work under the supervision of higher level attorneys in an effort
to build the knowledge, skills, and expertise necessary for this position. Investigates and
litigates various cases filed with the District Attorney’s office.

EXAMPLES OF WORK PERFORMED

Will make decisions and/or counsels with clients, victims, or police concerning the
commencement of proceedings in court or related forums

May also provide written or oral legal advice to individual or governmental clients, and
draft legal instruments or other written materials carrying legal implication

Appears in court and/or related forums to select juries, present and cross-examine
evidence, make legal arguments, and act as an oral advocate

Drafts and files pleadings, answering motions, briefs and responses necessary to
conduct litigation and/or proceedings in related forums

Investigate facts giving rise to legal issues, and bring about solutions to their clients
legal problems in a variety of forums

Counsels and advises clients within bounds of confidentiality, when applicable,
regarding legal issues in all phases of litigation

Identifies, locates, and prepares witnesses to present testimony effectively in court or
related forums

Identifies and prepares non-testimonial forms of evidence for use in court and related
forums

Conducts and/or supervises investigations and/or civii and criminal discovery
proceedings

Drafts legal instruments and various documents with legal implications

Approved by CC on , 2014 Page 1




Develops knowledge and expertise in applicable area of law to keep pace with constant
developments and to impart this knowledge and skills to others in various settings

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three to four (3-4) years of experience as a licensed attorney
Juris Doctorate (JD) degree

Licensed to practice law in the State of Texas and be a member in good standing of the
State Bar of Texas

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

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

Ability to work efficiently and effectively in high-pressure situations
Ability to communicate effectively

Able to handle all stressful situations with an even temperament and work effectively
with others in achievement of tasks

Must possess advanced professional level of analytical ability and be very well versed in
the art of being diplomatic and tactful in addition to the use of good judgment and
common sense

Must possess necessary writing skills at a seasoned level to communicate information
and directions to attorneys, detectives, police agencies and citizens

Must be computer literate
Knowledge of all applicable laws and procedures
Must have good working knowledge and understanding of penal statutes and code of

criminal procedures as well as case holdings and departmental policies

PHYSICAL DEMANDS:
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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 operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
¢ 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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