Hiparco COUNTY, Texas
Auto Allowance Authorization Form

Department Name/Number: Human Resources / 190-002 Date: 12/10/2014
Position Title: Human Resources Specialist III  Position Slot No. : 5
Position Status: O Vvacant B Current

If position status is vacant go to Justification for Auto Allowance Section

Employee Name: Employee Number: 126322

Employee Driver License No.:

Auto Allowance Amount Request $3,500.00

Auto Allowance to be funded from one of the following:

B Current Department Budget [ Annual Budget Cycle [0 Wwill Require Additional Funds [ other
Year, Make, & Model: 2005 Dodge Stratus Ins. Policy Number:  C-PR1740141-09
VIN Registration No. : 4B3AG42G75E028356 Policy Holder's Name:
License Plate No. : CKé 7577 Ins. Coverage Date:  10/31/14 thru 05/01/15
*Vehicle Insurance Provider: CEM Insurance Company Ins. Verified By: Sylvia Rios

*Employee should provide copy of current vehicle liability insurance policy and driver license to their respective department and to the Safety

Niviician

JUSTIFICATION FOR AUTO ALLOWANCE

In the space provided below, please justify why the auto allowance is needed, in lieu of receiving the IRS current mileage
reimbursement rate for In-County business use of personal vehicle.

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

/ / - e, ;o
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" Employee Signature ‘Date

By signing this Auto Allowance Authorization Form, I understand that I will not be eligible to receive mileage reimbursement for using my personal vehicle for In-
County business travel. I further understand that the Auto Allowance provided to me is subject to all applicable federal and state income taxes and will be included in
my bi-weekly or semi-monthly paycheck (as applicable). The Auto Allowance amount is subject to change, upon Commissioners Court approval.

‘ & ﬂ{)/;éﬂ

er A. Cortez, HR Director

Funding Available in Dept. Budget [l YES [] NO

DBM XXX
Revised: April 2011



Himarco County
Personnel Adjustment Request Form

A

r""'»-'-;:.,,..r 3
DEPARTMENT NAME/NUMBER: 190.002 DATE: 12/08/2014
CURRENT POSITION TITLE: Human Resources Specialist Ill 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:
Salavy 439,560  salaty 39,600 Salwy —o— 3 12|14
Salary Amount:  $fllowance - o-— $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:

L—_l Current Department Budget D Annual Budget Cycle ] Will Require Additional Funds
L Other

POSITION Type:

Full Time Employee Part Time Employee l:]

Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary I:‘ 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 I:I Exempt l___l
Non-Exempt Non-Exempt
N/A I:I

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

12/08/2014
DATE

\QJ \\|‘Lotq
DATE ©

BUDGET & MANAGEMENT

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

YES D NO
YES D NO

m/YES D NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



Hinarco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: {g90-002 DATE: 12/08/2014

CURRENT POSITION TITLE: Executive Assistant lll CURRENT SLOT. #: 0002

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
] New Position [1 Temporary Position [ position Reclassification* Other Remove Auto Allowance
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST: 9% 12 hz (i
Salowry $b0,092 Salowy & 00,092 Selowy -0 - } (4
Salary Amount:  $Rllewance $3,500.00 $ Allowance —o-— ¢Pllowanct (3,500.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget [l Annual Budget Cycle O Will Require Additional Funds
O 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 l:l $

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)

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



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
o, ./M? DA FUNDING AVAILABLE IN DEPT. BUDGET YES |:| NO
l'/ | JEA /_/ ‘J /
PERSONNEL PROCEDURES COMPLETED YES D NO
2] 1oty
DATE \ BUDGET PROCEDURES COMPLETED d YES D NO
4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY HUMAN RESOURCES DEPARTMENT

HUMAN RESOURCES SPECIALIST lli

GENERAL DESCRIPTION

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 regulations; May train others; May supervise the work of
others; Works under general supervision with moderate latitude for the use of initiative
and independent judgment.

EXAMPLES OF WORK PERFORMED

Coordinates the recruitment of applicants and makes recommendations for selection
Coordinates human resources activities

Completes human resources-related surveys and questionnaires

Compiles and analyzes wage data

Prepares and maintains various human resources correspondence and reports

Provides advice and assistance on classification, recruitment, retention, compensation,
benefits, leave provisions, employee relations, and salary administration matters

Counsels’ staff on issues, rules, and regulations related to human resources
management

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

Conducts audits of human resources activities to ensure compliance with policies and
procedures

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

Approved by CC on ,2014 Page 1



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 public administration, or a related
field

Experience and education may be substituted for one another

Knowledge, Skills, and Abilities

Knowledge of the principles and practices of human resources management; of
compensation principles and practices; of job evaluation methods; and of federal, state,
and local laws, statutes, and regulations

Skill in conducting interviews

Ability to evaluate applicant qualifications, to analyze job requirements, to prepare and
revise job descriptions, and to explain policies and procedures to staff and the public,
and to train others, and to supervise the work of 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 required 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, kneel

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 conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

e sitting for extended periods of time
e 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
e 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

e e e == —————,,. -
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