HiaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: 190.002 DATE: 12/08/2014

CURRENT POSITION TITLE: Human Resources Specialist II| CURRENT SLOT. #: 0005

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

(] New Position [] Temporary Position [] Position Reclassification* Other Add Auto Allowance

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

POSITION SALARY REQUEST:
SalGry 439,50 Salegy  $39,6k0O Salowy —o — 9% |?,\r),[]4
Salary Amount: $ o wance == $Allowancé 3,500.00 $Allowance 3,500.00

Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget Annual Budget Cycle Will Require Additional Funds
U U

[:l Other

POSITION Type:

Full Time Employee Part Time Employee J:‘

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 Non-Exempt
N/A [:]

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

Employee will be making rounds to the Administration Building or other destinations on a daily basis.

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)

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

12/08/2014
DATE FUNDING AVAILABLE IN DEPT. BUDGET Yes [ NO
12/08/2014
DATE PERSONNEL PROCEDURES COMPLETED Yes  [J NO
W[ M
ET & MANAGEMENT DA BUDGET PROCEDURES COMPLETED m/rzs ] no
4, T COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: {g0.002 DATE: 12/08/2014

CURRENT POSITION TITLE: Executive Assistant |ll CURRENT SLOT. #: 0002

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
[1 New Position [ Temporary Position [] Position Reclassification* Other Remove Auto Allowance
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST: 2 hz i
Satowy 0,092 Satowy & p0,)092 Selowy -0 - 9% / ( 4
Salary Amount:  $filewance $3,500.00 $ Allowance —o— gPllowanc ( 3,500.00 )
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget [‘_‘| Annual Budget Cycle | Will Require Additional Funds
D Other

POSITION Type:

Full Time Employee Part Time Employee D

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary I: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:I Exempt I:’
Non-Exempt Non-Exempt
N/A |:|

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

Employee will not be making rounds to the Administration Building or other destinations on a daily basis.

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

HUMAN RESOURCES SPECIALIST Il

GENERAL DESCRIRTION

Performs complex (journey-level) human resources management work Work involves
administering a human resources management program and ensuring ‘compliance with
state and federal laws and regulatlons May train others; May supervise .the work of
others; Works under general supervrsron ‘with moderate Iatltude for the use of mrtratrve
and mdependent Judgment : = :
EXAMPLES OF WORK PERFORMED

Coordmates the recruutment of applicants and makes recommendatlons for selectlon
Coordmates human resources activities |

Completes human resources-related surveys and questlonnarres

Complles and analyzes wage data

Prepares and malntalns vanous human resources’ correspondence and reports

Provides advice and’ assrstance on classification, recrurtment retentlon compensatlon
benefi ts leave provrsrons employee relatrons and salary admlnlstratron matters

Counsels staff on issues, rules and regulatlons related to human resources
management , : \

Makes recommendations for changes to the Classification Plan including additions,
deletions, new classes, title changes and reallocatlons

Conducts audits of human resources actrvrtles to ensure compllance with policies and
procedures S

Conducts workforce analyses and executes workforce plans and recruitment and
retention strategies

Communicates and disseminates human resources policies and procedures

Assists in planning, developing, revising, and implementing human resources policies
and procedures

May train others
]
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May supervise the work of others
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education
One (3) .years experience in human resources management work

Graduation from an accredited four(4) year college or university with major course work
in human resources management business or publlc admlnlstratlon or a related
fi eld \

Experlence and educatlon may be substituted for one another

Knowledge, Skllls, and Ab|||t|es

Knowledge of the pnncrples and practices of human resources management of
compensatlon pnncnples and practices; of job evaluation methods and of federal state
and local Iaws statutes and regulatlons P

Sklll in conductlng mtervrews

Ablllty to evaluate applrcant quallflcatlons to analyze jOb requrrements to prepare and
revise job descriptions, and to explain policies and procedures to staff and the public,
and to train others, and to superwse the work of others

PHYSICAL DEMANDS:

The physrcal demands described here are representatlve of those that must be met by
an employee to successfully perform the essentlal functions of this job

While performing the duties of this job, the employee is requnred to sit and use hands to
fingers, or feel objects, tools or controls. The employee is required to stand; walk; reach
with hands and arms; and stoop, kneél =~

The employee must occasionally lift and/or move up to twenty-five (25) pounds.
Specific vision abilities required by this job include close vision 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.
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The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

Maintain physical condltlons appropnate to the performance of assugned duties and
responsibilities Wthh may include the: foIIowmg B :

e sitting for extended periods of time
o standmg for extended penods of time
o operatmg aSS|gned equ1pment

Malntaln mental capacuty Wthh perrnlts

. . makung sound deClSlonS and usmg good judgment
e demonstratlng |ntellectual capabilities B

Effectlvely handle a work envuronment and conditions Wthh lnvolve
'. worklng closely with others . S
worklng in a multl-task environment (RS EEN

Malntaln effectlve audlo-wsual discrimination and peroeptlon needed for

' maklng observatlons

reading and wrltlng
~ operating assigned equment

commumcatlon Wlth others' :

required to follow the Hldalgo County Accndent Preventlon Plan and department s
safety regulatlons ’ :

A ———
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