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May assist in compiling and analyzmgadeta nlalglngicalculatlons 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 a33|gned

t‘"\. \

Experience andaE‘ducatlon

Two to thr:)e'e‘ (2-?3) years of,;experlence in admmlstratlve suppor;'wor 3

.:c;f f"f /"ﬁ
Graduaff’bn from a junﬁ%r col[égé%vnthamAssocrate 'S, degree in admugls ratlveesupport
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""e ,practrces and admlnlstratlve procedure
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PHYSICALsDEMANDS .

The physical demands described here are representatlve of those. thatﬂmust be met by
7 I the' ssentla funetlons of thls fob

While performing the dutle§“ ofs thls 'ob‘;ﬁ the emp{!gyee%s regularly required to talk or
%

hear. The employee frequently |s requured 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
S —
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employee encounter while performing the essential functions of this job.

The noise level in the work env:ronment |§ usually moderate

s

Maintain physical conﬁltlons appropnate to the perfona ce of assigned duties and
responsnbllltle"‘éwhlch may fhcludevthe following: .
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HIDALGO COUNTY TAX OFFICE

e @QCCQUN'[I)\NT Il

GENERAL D%S%BI‘PZ%%N
N
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Employee)}perfog&)ro tifie ccountlng work. V\(ork invol es | g, preparing,
posting{ant Iancpg flnanﬁ:lal’ tatements, recor%\gocument h s-\Employee

may spec,!allze in ,some pha Fg of«écgcr,ntlng ‘ fede{al geounting,
propérty. aﬁ&equm [~costspayroll, b Q\I gT %& ond seiic cmg} ployee
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Recommcpds |mproveq1ent§,;a,dag;ra SIbns"% the/accountlngég?stem and
accompany; Jg procedures.. - o ’
& T, o
Provides technfcag,gassnstance tostgﬁln“handllng accountlng transact NS

“i{/

':.v

o

J’ fiiz A
May serve as a cons‘i?lltqaﬁﬁf« on g’;c:cgoungl@ ma&ers to}%dmmlstratwe supervisory, or
technical staff, and asswté‘agep Y admlnlstrato s %Iylng financial data to the
resolution of administrative or opef'atﬁﬁg prob‘léms

May work with state and federal grants

May monitor clerical work in progress and audit completed work for accuracy
May train others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

- e __________]
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Experience and Education

One (1) to two (2) years experlence |n.gove ﬁ(\\mental or commercial accounting

o &6 AR &
Graduation from an ccr’é jed@.fo‘i‘]@zyear co_"legea or@il@lversuy with a Bachelors in
Business Admlnlsfff‘on prefe _i:ccountIQg orifFlnapc 5th 9 hours in accounting
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malnt%ga ce of ntlng ree dgjand automated cé‘eqntlng sys ems *\
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The ph,‘ ical demands desctée _Pergi TE ;;__sentativ >70f those that musttbe met by
an emploée: to successqul péﬁorrm‘,{ \_}_I Jctlons of this job. &

2 .“\ T 0 ¢
While perforﬁ%u@g the dutnes‘*of"fhlSajob,athe.,empl leg is regularly ége‘émred to talk or

hear. The emplo'.‘/eﬁg) frequgﬁl?’ IS qquked- to«sta@d,mThe emple,yee is occasionally
required to walk; sit; use ! hands toy ;hd %a_,,,, dle feé'f“‘@bjects <tools or controls; reach
with hands and arms; cllmb@r bairfg ance; stogp, aé ki é

vl;:?v

The employee must occasionally lift aﬁd/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.

e ——————————————————————————————————
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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:

o maklng sound deC|S|ons and using good Judgment
demonstratlng intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with others
o worklng ina muih—task environment

Maintain effectlve audlo visual discrimination and perceptlon needed for

making observahons_

reading and-writing -

operating assigned equipment

communication with others

required to follow:the Hidalgo County Accident Preventton Plan and department S
safety regulations..

= eSS sS s e
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HIDALGO COUNTY

GENERAL DESCRIPTIOTT
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processmgg&lmq ,ri S and reqﬁdests wa'mforﬁLatlon, r%xeqng aqd malﬁfalmng data,
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maklng copies, s rtlhg*
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Processes the T oresgﬂ‘ﬁca
obtairiithe neede \Lnformaf ion.
‘s.; ‘\ ,.{ = o 4 =
Accepts ahd processesﬂegal docum / w_!:ééﬁfees and ﬂles papers ¢
- -

Wi W v

Assists the pt?buc in person«or by~teLephone conveyﬁessages maké‘telephone calls,
faxes and dlstnbute maul ’ . -
Proofreads records and con&d)uctsi?eseareh s needed

May train others
Ability to work well with others
Regular attendance is a must

Performs such other duties as may be assigned

e —
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GENERAL QUALIFICATION GUIDELINES

Experien(:e and Education o
Ry ‘:{‘.J ”

LoD YCTG e
Graduation from a hlgh@CﬁO%] Slcor.eql liyglent (G,gD)*;{) =
:t 7 \;- -
Typing courses; tﬁlas%v% s minimum 6f two (2)Jy’ea;s 0 f progresswely responsible
experience m@%lencg\l functlons of- the‘”governme‘ntalusxstem ,

,.Texas motor vehicle operator”s»ik
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Ability to opez:ate a computer;ttypewn r and 6Tﬁef”b’é§j,c,ofﬁée equipment- i
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_§S|gned;ethe dutuesaln radditi ri%gg those listed; duties may change
according to the chang’“ﬁgL ' ihg C@n o

T ‘g

Skill in the operation of offlce equ:bmentw
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

e —————————————
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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 occasgonajlyﬁ f—t?' Hd7ors ‘movey; over 25 pounds. Specific vision
abilities required by th g TObdgClUdé‘"beSG wsuah,*gep hsperceptlon and the ability to
adjust focus. e :

"\

-

The work*enwronm t“"" harac;fystlcs described?; here are *'repre"en txveﬁof those an

emplo%ee encoynte; hile performing the essentlal\fungtlops o’f‘thﬁis,gjo

&n

The,,poise level lf‘l the(wér ef T%’f:

4 ‘y 14
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Maintain.p
requnsnblpl

signed{equnpment

' €79 /
“f_\ maklng‘somq eci )lons\anq\usmg good Judg;nent

By 5

demonst(atlng mte egt gl*capabllltles

"“‘v 2

o wo“r(g g closely W|th\<)fhe 3 e
. worklng ina mulh-taskemnronment

b 75

making observation
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

Pen‘onns moderately compleXr(Journey -level) clerlc Iwork Worknnvolvessupport tasks
primaril} ,«involvmg fcustomen f,‘serwce\ and clerlca . activities, wbl‘“h may include:
processmgr., nquu;:es and requests for mformatuon, é mtammg data
casl'genng “Works undeFo sup
an mdependent judgme t,

.‘negng and
Jfatifude for

Enters mférmat\on,
resp"o‘nci‘to 1nqu|r|es‘m

Pu QRS *genera!*clenoal duiles as required, mcludln
making coples sortkngis?u mg and malhng documen}s

Processes the ore‘dlfflc
obtainithe neede alnjormatlon :
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o

Accepts ”nd processes: Iegal dog u sje,es and flles papers .
< et &

Assists the publ;c in person 0[ b
faxes and dlstrlbqte mall ki

y-telephone, convey messages make:;telephone calls,

™

Proofreads records ando‘ond___'uct ,.

May train others
Ability to work well with others
Regular attendance is a must

Performs such other duties as may be assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and VI'::du¢ation

& \*.:

Graduation from a hlgh@dﬁgb’l«
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Apillty To read ‘@@{et‘gnd accept documents such »as «safety; :
mamten_apce mstructums ,andaprocedures manuals. D

)

suuaﬂons

Employee may bé"’9 as&gnedigéthet?f;dutlesx|r},sadej|on,gto ;Qose listed; dutles may change
according to the changlhg&needs 5 't e Ceunty {.' K , &

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

e ———————————
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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 occaslgngjlyu‘llft‘ aﬁd/Br%oVe, \ger 25 pounds. Specific vision
abilities required by thlS job«mclud “close vision, d g erceptlon and the ability to
adjust focus. ;

o
’5.

WORK ENVIRONMENT; S

The wor J( envuronme@tfcharactegstlcs described \here are™ representgtlv €:zof those an
employee enc“:e‘unter/whlle performlng the essentlal functnczns of‘thls Job &

\ ,g .
Ma;ntaumphysuca[,co _i‘ ltlons~a
rés r’fsnpll’tles Wh.é@may include the following:

0
PR

\s,lttmg for\ekte’gd‘ed periods of time
e ope}atmg assigned; ’équupment

! )
i f
guc_t in me‘ntaLcape‘@;ty !h|%h permits:

f J« "3 ’
= S
g Y

2" makmg;sodhd\'de ’ {?gﬁ -and using good Judgr_r'f;egn*t!‘a
L demons\tratlngx -inte I’egtdaj*’cababllltles s

4 “»., W
e A’d‘ 5
work® envn;_o‘n

Effectl\/ely handle a\L

ant
N e

Maintain effectlvev'agglo-vnsual dlsc mlnatlon and, perce%ptlon need€d for

making observatlons‘.,
reading and writing ;
operating assigned equupment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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HIDALGO COUNTY TAX OFFICE
DéT@:EMT%YQC%EBK Il

o R T s,
e
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Performs routm%data entry,work Work involves eﬁtenng
documentation -.'..o,a under m‘oderate supervuswn%wnh\l‘mlted
mltlatlve ﬁd“independ/ nt Judg,me‘nt.k,,h s, 2

data:and, malntalnlng files and
Alatltude f@r the use of

W y, venfy data gn‘twe\:

GENERAL QUALIFICATION G 1

Exgerien e=“and Educatlon -

Graduation from a hlgh'school or. equ:vale =.(GED)

Experience and education may be sUbstffl’Jted'fb’r one another

Knowledge, Skills, and Abilities

Knowledge of data entry equipment and of office practices and procedures
Ability to detect and resolve error conditions and to select and transcribe data
Type 45 wpm

Good organizational skills and attention to detail
O e —
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PHYSICAL DEMANDS:

The physical demands described herg éé’ presentatlve of those that must be met by
an employee to successfully @egtorm the sser'?fia!éfugctLons of this job.

While performing g@dutles thls j the oyee; reg
hear. The em@l reguently. is reqmred to\s .'I}he emplqyee is occasnonally
required to walk sit; ﬂse ands,teﬂflﬁ'd handlg:~ or«feel objects
with handéan&@rms }h/ny)v(%alance stoop and knesl... U

in

*r,‘,‘x:ﬁ,, ¥ g
—‘must occaglgngléy/ lift- %d/or m_oxe QVer, 25 pouggs Specuflc vision
Fﬁnclude clese vus:on}}&epfh Dercep lon,, anff"t ’

The e %oyé %
abllltlgs reqwred by th}s Job,
adj st focus"" VA { «})

W3RK€ENV}RONI\Q§,§I;]§. :
i 5 o

Th_e»worke?wronme characterlstlcs descnbed here arg‘{rep% ‘
employe}e encounte%@ule‘performmg the essentlal functuo?’sfﬁ thi

1‘1' A

W
™,

& i A
w\e‘:‘ } \J» §
- ¥ %
€ I"IQISB ?evei ln ts'l :q/yVO ﬁ enwronment is usually moderatg\ 3

» E»T\éR‘EQUIRﬁEst o
« o |
Malﬁ“tafﬁ‘»’ph)} ical congltl‘éf'lsgppropnate to the performq

respon3|bllltles w |chm ‘y |@§ude,§?e following:

& el E24Y
% sitting fof"extenged pejigd Oftim

standmg fc;hextended Bé’m@

e making sound decusmg AS \"’n
. demonstratlng’ @ellectual ca

':

nG90¢

pabllltps

u~<.1

A
Effectively handle a work enwronme@; and cond tpoins‘ewhlch involve:
e working closely with others
¢ 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

e ——————————
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» safety regulations
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