HIDALGO COUNTY TAX OFFICE
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May assist in planning accounting and clerical work procedures
May direct the maintenance of accounting records on receipts and disbursements
May allocate tax revenues to the appropriate funds

May assign and/or supervise the work of others
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Performs related work as assigned
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The physical derﬁands descrlbed here are representatlve of those: that must be met by

an employee to succeszuIIy perfqrm the essential functlons of this job.

While performing the dutles of thIS‘jOb the empléyee 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.
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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 e
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i‘)QdSQEt[m e,
Giprhet ...~

. S!ftfng ope ;e’nded pe
. operatlné asmgngd €

M@lntaln mental capaclty‘ fbébﬁfejfi;ﬁiits:

_|ons-’and using good Judgment
i te!lectual capabllltles

f.’f?

S g ‘
z- Jweirlélng &IOSéJy wsth’q\pthers _
" ' [tl faék enwronment'

P

maklng étgservathn
readlng arid writif
operatlng asslgned'qulp 1
commumcatlon with other
reqwred to follow the Hidalgo
safetyregulations .

]

.
e s 0 oﬁ_o J

unty Aceident Pre_\;eﬁfi;bn Plan angﬁ}’epartment’s

e

. .. _ ___ _______ ___ .
Approved by CCon , 2014 Page 3




HIDALGO COUNTY TAX OFFICE

ADMINISTRAE??iVE'“ASSISTANT I
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procedures = . : R

S
{.,

May coordinate work’ between organlzatlo aI units__of th"';'agency
May assist in compiling and anatyzmg data maklng‘caiculatlons 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
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May supervise the work of others

Performs related work as aSS|gned
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PHYSICAL DEMANDS

The physma[ demands described here are representatlve of thos§ ;that must be met by
an employee to succe§sfully performfthe essentlal functlons of thls job.

While performing the dutlesjof thls jOb the employeeK is regularly required to talk or
hear. The employee frequently is requlred 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
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employee encounter while performing the essential functions of this job.

The noise level in the work environme,qt is usually moderate.
SRS 0 ey

Malptam m@n’gél cap Wh[Ch$ pyéri'frj

dd CIS/OI‘Ié and us:ng good judgmen
, II

ffwit others )
fal’:;k enwronment

'alpta'n efféctwe u.fl, -\\?Ir‘sual d|scr|m|nat|on and percepii'
| : 3 2) e Y }.‘E
.+, reading ay SN A

operating ass@ned eg ﬁ‘meht
ommunlcatlon with' otl)er S

L
makinéobé

Approved byCCon______,2014 Page 3




HIDALGO COUNTY TAX OFFICE

INVENTORY SPECIALIST |
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

One year (1) of experience in Accounting or Inventory Control
Graduation from a high school or equivalent (GED)

Associate’s degree in business or Accounting

.. ... . _______________________________ __ . ]
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Two (2) years of experience may be substituted for one (1) year of education

Knowledge, Skills, and Abllltles o
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SAFETY REQUIREMENTS

Maintain physmal condltlons appropnate to the performance of aSS|gned dutles and
responsibilities’ whlch may mclude’-the foIIowmg AN

» sitting for extended perlods _ftlme | G
e standing for extended perlods of time
* operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

» working closely with others
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e working in a multi-task environment

Maintain effective audio-visual dlscnmmatron and perceptlon heeded for:
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