HipaLco County DEC -3 204

Personnel Adjustment Request For

DEPARTMENT NAME/NUMBER: ~ URBAN COUNTY PROGRAM/250 DATE: December 3, 2014

CURRENT POSITION TITLE: CLERK II CURRENT SLOT. #: 0006
URBAN COUNTY — HOME (250-002)

REQUESTED POSITION TITLE: CURRENT SLOT. #:

REQUEST FOR: OF POSITION

I:I New Position \j Temporary Position D Position Reclassification* ’X‘ Other ~ DELETE POSITION

POSITION SALARY REQUEST:

1 $ 22,303.00 $ 0.00 $ (22,303.00)
NO. OF CURRENT SALARY/ALLOWANCE PROPOSED SALARY/ALLOWANCE NET CHANGE
POSITIONS

Position to be funded from one of the following:

X current Department Budget (] Annual Budget Cycle [ winl Require Additional Funds

] other

POSITION SALARY REQUEST:

Full Time Employee \Xl Part Time Employee D
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary |:| Part Time Temporary J: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 I:I
Non-Exempt E Non-Exempt EI
]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
AS PER THE NEEDS OF THE UCP, THIS POSITION IS NOT NEEDED.

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)

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

/p é( i 12/3/14

1.

“DE TMENT\-Zﬁ Z/ DATE FUNDING AVAILABLE IN DEPT. BUDGET Er YES |'_"| NO

1

2.( g% h% 1”‘/5'// 5/

"HUMAN RESOURCES DIRECT! ( DATE/ 7/ PERSONNEL PROCEDURES COMPLETED ERE] [] no
3. ' Y2

& MANAGEMENT DA BUDGET PROCEDURES COMPLETED YES [] NO

4. COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



Hiparco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: URBAN COUNTY PROGRAM/250 DATE: December 3, 2014
CURRENT POSITION TITLE: EXECUTIVE ASSISTANT I CURRENT SLOT. #: 0028

URBAN COUNTY - CDBG (250-001)

REQUESTED POSITION TITLE: CURRENT SLOT. #:

REQUEST FOR: OF POSITION

|:| New Position [:I Temporary Position D Position Reclassification* IZ] Other DELETE POSITION

POSITION SALARY REQUEST:

| $ 41,280.00 $ 0.00 $ (41,280.00)
NO. OF CURRENT SALARY/ALLOWANCE PROPOSED SALARY/ALLOWANCE NET CHANGE
POSITIONS

Position to be funded from one of the following:

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

D Other

POSITION SALARY REQUEST:

Full Time Employee IZI 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 I:I Exempt I:l
Non-Exempt E Non-Exempt [Zl
A ]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
AS PER THE NEEDS OF THE UCP, THIS POSITION IS NOT NEEDED.

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



a

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)

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

| M/p b - 12/3/14

2 %@ﬁﬂé/é DA/TE s/d

—

FUNDING AVAILABLE IN DEPT. BUDGET

E/YES' ] no

HUMAN RESOURCES DIRECTOR/  (/ DATE/ PERSONNEL PROCEDURES COMPLETED YES [] nO
3. /2«/7// L
%)Uﬂt‘r & MANAGEMENT pate T BUDGET PROCEDURES COMPLETED B/YES [] no
4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



Himavco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: URBAN COUNTY PROGRAM/250 DATE: December 3, 2014
CURRENT POSITION TITLE: CURRENT SLOT. #:
REQUESTED POSITION TITLE: ASSISTANT DEPUTY DIRECTOR CURRENT SLOT. #: 0032

URBAN COUNTY - CDBG (250-001)

REQUEST FOR: OF POSITION

New Paosition I:’ Temporary Position \j Position Reclassification™® \:l Other

POSITION SALARY REQUEST:

 § $ 0.00 $ 63,583.00 $ 63,583.00
NO. OF CURRENT SALARY/ALLOWANCE PROPOSED SALARY/ALLOWANCE NET CHANGE
POSITIONS

Position to be funded from one of the following:

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

I:I Other

POSITION SALARY REQUEST:

Full Time Employee IZ' Part Time Employee D
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 D
Non-Exempt E Non-Exempt EI
]

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
THIS POSITION IS NECESSARY TO APPROPRIATELY MEET PROGRAM REQUIREMENTS.

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)

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

/)&W K ﬁg\g 12/3/14

1. )
DATE FUNDING AVAILABLE IN DEPT. BUDGET

5 / /4
UMAN RESOURCES DIRECTOR DA PERSONNEL PROCEDURES COMPLETED

3. é’r /0l
OF BUDGET & MANAGEMENT DA BUDGET PROCEDURES COMPLETED

E’ YES  [] no
E/YES [] no
EI/ YES [] NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY URBAN COUNTY PROGRAM
ASSISTANT DEPUTY DIRECTOR

GENERAL DESCRIPTION

Performs highly advanced (senior-level) policy administration and managerial work; Work
involves specialized knowledge of state government, strategic planning, and County
administration. Works closely with the Deputy Director on the day-to-day operations of the
County; Works under minimal supervision with latitude for the use of initiative and independent
judgment.

EXAMPLES OF WORK PERFORMED

Provides assistance and advice to the Deputy Director regarding County operations
Plans, prepares, or oversees the preparation of periodic and special reports

Assists in budget preparation

Assists in management of the day-to-day operations of the County

Ensures that the agency adheres to County goals and objectives

Provides assistance and advice to members of the county upon request

Provides information and advice to county agencies and the general public regarding County
activities and responsibilities

May act as Deputy Director in the absence of the Deputy Director

Plan, assign, coordinate special and administrative assignments, programs and/or supervise the
work of others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years of experience in public administration and/or management work

Graduation from an accredited four-year college or university with major course work in business,
public administration, or related field required

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

5
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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

Knowledge of local, state, and federal laws and regulations and of the principles and practices of public
administration and management

Ability to read, interpret documents of federal, state, local laws and procedures.
Ability to complete reports and answer correspondence

Ability to apply common sense understanding and direct staff in written, oral or diagram form
Ability to supervise and communicate effectively with staff and the public
Must have extensive experience in office or related work

Must have knowledge of computers and spreadsheets

Must have previous supervisory experience

General knowledge of city, county, and state government is required

Ability to assist the public in person or by telephone

Must have good writing and communication skills

Must be well organized

Ability to work well with others including vendors, department employees, elected officials, and
departments heads

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

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.

B —
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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 may
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
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
¢ 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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