- RECEVED

HipaLco County 0CT 812014

Personnel Adjustment Request Form
HUMAN RESOUR

DEPARTMENT NAME/NUMBER: Tay Office #140 DATE: 10/20/14

CURRENT POSITION TITLE: Accountant [ll CURRENT SLOT. #: 14

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.

POSITION SALARY REQUEST:

Salary Amount:  $ 44,583.00 $ 614 $ (44,583.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

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:] 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 EI Exempt I:I
Non-Exempt Non-Exempt
N/A ~ D

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

After review of Department's needs, position is no longer needed in this capacity.

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

1. %Ilarmal Jr. PCC 5\ 9/20/2014

ENT HEW é/ DATE FUNDING AVAILABLE IN DEPT. BUDGET
2 Il |81
‘ﬁUMAN ESOURCES DIRECJOR DATE PERSONNEL PROCEDURES COMPLETED
AT T Dol o s

MMMF ET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED

Yes [] NO

E(v&s [ no
@/YES [] no

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



RECEVED

HipaLco County 0CT 31201
Personnel Adjustment Request For}

M LUMAN RESOUREEY

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 10/30/14

CURRENT POSITION TITLE: Bookkeeper [ (U\, CURRENT SLOT. #: 38
e

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.

POSITION SALARY REQUEST:

Salary Amount:  $ 31,045.00 $ (‘,75 $ (31,045.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

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—_—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 l:l Exempt ’:I
Non-Exempt Non-Exempt
N/A D

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

After review of Depariment's needs, position no longer needed in this capacity.

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

v




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

5@5 dwg

Paul Villarreal Jr. PCC 10/30/2014
ENT HEAD 4 FUNDING AVAILABLE IN DEPT. BUDGET YES D NO
2. /ﬁ j /-3~ //
HUMAN DATE PERSONNEL PROCEDURES COMPLETED YES E] NO
3. NOV 0 5 2014
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



RECEVED

HipaLco County OCT 312014

Personnel Adjustment Request Form HUMAN RESOUl" C

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 10/30/14

CURRENT POSITION TITLE: Deputy Clerk | CURRENT SLOT. #: 96

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

[ New Position [ Temporary Position [J. position Reclassification* 7] Other DELETE
/]

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

POSITION SALARY REQUEST:

$ 26,014.00 $ @ $ (26,014.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount:

Position to be funded from one of the following:

Current Department Budget Annual Budget Cycle Will Require Additional Funds
]

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 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 D Exempt D
Non-Exempt Non-Exempt
N/A D

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

After review of Department's needs, position no longer needed in this capacity. Slot currently vacant.

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

Yol

Paul Villarreal Jr. PCC 10/30/2014

1
DEP. TMENTHEAU / / / FUNDING AVAILABLE IN DEPT. BUDGET
.. GBS #7 5{ 6 }1 /5// o
DATE

HUMAN RESOURCES DIRECTOR PERSONNEL PROCEDURES COMPLETED
NOV 0 5 2014

DATE BUDGET PROCEDURES COMPLETED

& MANAGEMENT

YES [] no
W [] no
[Z/YES [] no

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



RECEVED

HiparLco County 0CT 31201

p ;
ersonnel Adjustment Request Form HUMAN RESOURGES

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 10/30/14

CURRENT POSITION TITLE: Deputy Clerk | CURRENT SLOT. #: 106

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

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

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

POSITION SALARY REQUEST: J)\p‘
2, 173.%° 7 b

) C_U&N(LBmged»S‘alan Proposed Budgeted Salary Net Change

. {36,073 < ) UL

~

Salary Amount: $

Position to be funded from one of the following:

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

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 E‘ 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 D Exempt I:I
Non-Exempt Non-Exempt
N/A D

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

After review of Depariment's needs, position no longer needed in this capacity.

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

Jr. PCC 5 10/30/2014

L Paul Villarreal

DEPA ENT HEAD ‘%@ FUNDING AVAILABLE IN DEPT. BUDGET
-
, sHn . (-3 /L/
DATE

NOV 05 2014

F BUQGEY & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED

YES [] no
] no
|B/ YES [ NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



RECE!VED

HipaLco County 0CT 312014
Personnel Adjustment Request Form

HUMAN RESOURGE

[

P

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 10/20/14

CURRENT POSITION TITLE: Clerk II CURRENT SLOT. #: 154

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

(] New Position [ Temporary Position ] Position Reclassification* 7] Other DELETE
/]

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

Salary Amount:  $ 20,250.00 $ ?é $ (20,250.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

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 s

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 D Exempt D
Non-Exempt Non-Exempt
N/A |:|

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

After review of Department's needs, position is no longer needed in this capacity.

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

B Paul Villarreal Jr. PCC 9/20/2014

DEPARTMENT HEAD / / FUNDING AVAILABLE IN DEPT. BUDGET
2 9»4&4 4 ﬂf IISIC(

PERSONNEL PROCEDURES COMPLETED
NUV 05 2014

YES [ nO
[Q/YES []no

3.

& MANAGEMENT DATE BUDGET PROCEDURES COMPLETED MES D NO
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: 8/7/2007



RECEVED

Personnel Adjustment Request Form
HUMAN RESOURC
DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 10/20/14
CURRENT POSITION TITLE: CURRENT SLOT. #: 162
REQUESTED POSITION TITLE:  Accountantll
(For new positions or reclassifications)
REQUEST FOR:
d New Position ] Temporary Position [] Position Reclassification* Other CREATE
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount:  $ 0.0 s 36,000.00 s 36,000.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
O Current Department Budget [] Annual Budget Cycle [:| Will Require Additional Funds
Other To be funded with current office budget.
POSITION Type:
Full Time Employee Part Time Employee |:|
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 D Exempt l:l
Non-Exempt Non-Exempt
N/A D
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
After review of Department's needs, a greater need for an Accountant | exists at this time in order to perform routine accounting work.
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 - to be funded from deletion of Slot #14 and #154.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

b Paul Villarreal Jr. PCC

e

9/20/2014

S LA e

N

DATE FUNDING AVAILABLE IN DEPT. BUDGET

/sty

HUMAN RBSOURCES DIRECTOR 4/ 7

w

PERSONNEL PROCEDURES COMPLETED

NUV 05 2014

BW & MANAGEMENT

DATE BUDGET PROCEDURES COMPLETED

YES [] no
@/{s [] no
IEAfEs [] no

4, COMMISSIONERS COURT APPROVAL

HIDALGO COUNTY
DBM 2007-001

DATE

Personnel Adjustment Request Form
Revised: 8/7/2007



RECEVED

HipaLco County 0CT 31201
Personnel Adjustment Request Form

HUMAN RESOURCE

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 10/20/14

CURRENT POSITION TITLE: CURRENT SLOT. #: 163

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

REQ? FOR:
New Position [ Temporary Position [J  Position Reclassification* Other CREATE

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

POSITION SALARY REQUEST:

0.0 $ 30,000.00 $ 30,000.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

Position to be funded from one of the following:

n Current Department Budget [:] Annual Budget Cycle D Will Require Additional Funds

Other To be funded with current office budget.

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

Enter hourly rate for temp. positions
Full Time Temporary l:l 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 ‘:l

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

After review of Department's needs, a greater need for a Deputy Clerk |l exists at this time to assist with moderately complex clerical work.

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

i




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 - to be funded from deletion of Slot #14 and #154.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

O@&LQ

Paul Villarreal Jr. PCC 9/20/2014
'ﬂVIENT HEAD DATE FUNDING AVAILABLE IN DEPT. BUDGET YES D NO
/n? li-2-rd
DATE PERSONNEL PROCEDURES COMPLETED YES D NO
3. NOV 0 5 2014
& MANAGEMENT DATE BUDGET PROCEDURES COMPLETED B/YES D NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



RECEVED
HiparLco County

Personnel Adjustment Request Form
HUMAN RESOU
DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 10/30/14
CURRENT POSITION TITLE: CURRENT SLOT. #: 164
REQUESTED POSITION TITLE:  Deputy Clerk Il
(For new positions or reclassifications)
REQ? FOR:
New Position ] Temporary Position (]  Position Reclassification* Other CREATE
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ 0.0 $ 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 O] Will Require Additional Funds

Other (NO BUDGET IMPACT)
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 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 E‘ Exempt I:I
Non-Exempt Non-Exempt
]
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
After review of Department's needs, a greater need for this position exists to assist with moderately complex clerical work. *
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, to be funded with current office budget.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

A

D DATE

l-= -/‘—!

DATE

/—\ yal Py
1. Paul Villarreal Jr. PCC 10/30/2014

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

YES |:] NO
e [ no
@ s [ no

3 NOV 0 5 2014
F BUBGET & MANAGEMENT DATE
4. ~ COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007




RECE'VED

AR O
9 X HipaLco County 0CT 31201
Personnel Adjustment Request Form

HUMAN RESOYR( E

L SPRET.
e, STR A

fag e

DATE: 10/30/14

DEPARTMENT NAME/NUMBER: Tax Office #140
CURRENT SLOT. #: 165

CURRENT POSITION TITLE:

REQUESTED POSITION TITLE:  Adm. Asstlll

(For new positions or reclassifications)

REQlIJZEF' FOR:
New Position L] Temporary Position [ Position Reclassification* Other CREATE

*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
30.000.00

0.0 30,000.00 $
Net Change

Salary Amount: $ $
Current Budgeted Salary Proposed Budgeted Salary

Position to be funded from one of the following:
D Will Require Additional Funds

D Current Department Budget ['_'1 Annual Budget Cycle

Other (NO BUDGET IMPACT)

POSITION Type:

Full Time Employee Part Time Employee I:l

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 Exempt I:,

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

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
After review of Department's needs, a greater need for this position exists to assist with complex administrative support or technical program assistance

waork.

Personnel Adjustment Request Form
Revised: 8/7/2007

HIDALGO COUNTY
DBM 2007-001



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, to be funded with current office budget.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

=)D 4 10/30/1/

1. Paul Villarreal Jr. PCC 10/30/2014
DATE FUNDING AVAILABLE IN DEPT. BUDGET YES [] NO
) [1%-/
DATE PERSONNEL PROCEDURES COMPLETED ) .:E/YES ] no
§ NOV 0 5 2014
BEPARTMENTOF BUBGEL& MANAGEMENT DATE BUDGET PROCEDURES COMPLETED YES [] NO
4. COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



RECE!VED

HipaLco County 0CT 312014

Personnel Adjustment Request Form HUMAN RESOU

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 10/30/14

CURRENT POSITION TITLE: CURRENT SLOT. #: 166

REQUESTED POSITION TITLE: Data Entry Clerk II
(For new positions or reclassifications)

REQl[gFV FOR:
New Position [ Temporary Position [ position Reclassification* Other CREATE

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

POSITION SALARY REQUEST:

0.0 $ 21,906.00 $ 21,906.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

Position to be funded from one of the following:

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

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 D Part Time Temporary |:| $

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 D Exempt I____\
Non-Exempt Non-Exempt
N/A D

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

After review of Department's needs, a greater need for this position exists to assist with routine data entry work involving entering data and

maintaining files and documentation.

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 altached.

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, to be funded with current office budget.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

= A

1 Paul Villarreal J’r,,P)CC 10/30/2014

T Tax

v/ 7
NOV 0 5 2014

DATE

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

YES [] no

YES [] NO

IZ/YES D NO

4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



