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HipaLco County
Personnel Adjustment Request Form
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DATE: 01/06/2015

DEPARTMENT NAME/NUMBER: Tax Office #140

CURRENT POSITION TITLE: Deputy Clerk Il CURRENT SLOT. #: 34

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:

35,651.00 $ 0.0 $ (35,651.00)

Salary Amount: $
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  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 l:l Part Time Temporary I: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 EI Exempt l:l
Non-Exempt Non-Exempt
N/A |:|

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

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.

n/a

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

T2t}

1 /} , APaulMi arre%. PCC ‘ 1/06/2015
/

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

YES [] no
YES [] NO
YES [] NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HinaLco County
Personnel Adjustment Request Form

DATE: 01/06/2015

DEPARTMENT NAME/NUMBER: Tax Office #140

CURRENT POSITION TITLE: Deputy Clerk | CURRENT SLOT. #: 59

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

[1 New Position 1 Temporary Position [ position Reclassification* Other DELETE

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

Salary Amount:  $ 26,924.00 $ 0.0 $ (26,924.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

O Current Department Budget |:| Annual Budget Cycle 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 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)

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.

n/a

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

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

“DEPARTMENT OF BUDGET & MANAGEMENT

YES [] NO
G- []no
E/?ES ] 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

May

Ly
W elL

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 01/06/2015

CURRENT POSITION TITLE: Deputy Clerk | CURRENT SLOT. #: 60

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
J New Position [ Temporary Position [J  Position Reclassification* Other DELETE

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

POSITION SALARY REQUEST:

$ 26,394.00 $ 0.0 $ (26,394.00)

Salary Amount:
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:
O Current Department Budget [] Annual Budget Cycle J 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 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 D Exempt D
Non-Exempt Non-Exempt
N/A D

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

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.

n/a

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. Paul Villarreal JyB#CC

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

AU | 515

| EPARTMENT OF BUDGET & MANAGEMENT TpaTE | BUDGET PROCEDURES COMPLETED

YES [] no

%DNO
g g

4, 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: Tax Office #140 DATE: 01/06/2015

CURRENT POSITION TITLE: Deputy Clerk | CURRENT SLOT. #: 135

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:  $ 26,014.00 $ 0.0 $ (26,014.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

D Current Department Budget [] Annual Budget Cycle ] 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 I: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 l:l Exempt I:'
Non-Exempt Non-Exempt
N/A D

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

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.

n/a

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

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

YES D NO

@/{5 [] no
B [N

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request For

DEPARTMENT NAME/NUMBER: T3x Office #140

CURRENT POSITION TITLE: Deputy Clerk | CURRENT SLOT. #: 145

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:

$ 26,014.00 $ 0.0 $ (26,014.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount:

Position to be funded from one of the following:

J 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 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 D

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

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.

nla

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.

nfa

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

Sty

Paul Villarreal JrﬂCC

1/06/2Q15

FUNDING AVAILABLE IN DEPT. BUDGET YES D NO
2

PERSONNEL PROCEDURES COMPLETED YES D NO
3

BUDGET PROCEDURES COMPLETED E’{ D NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



s SCEVES

Personnel Adjustment Request Form JAN 12 2015
|/ &
= __"__—:' C’Q’
DEPARTMENT NAME/NUMBER:  Tax Office #140 DATE: 01/06/2015 \74 \)>
N RgSO
CURRENT POSITION TITLE: CURRENT SLOT. #:167 9%
REQUESTED POSITION TITLE: EXECUTIVEASSTI I ‘-0%
(For new positions or reclassifications)
REQUEST FOR:
[J New Position [ Temporary Position [J  Position Reclassification* Other CREATE
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ N/A $ 38,500.00 $ 38,500.00
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, to be funded from deletion of Slots #34, 60, 145, 135 & 59.
POSITION Type:
Full Time Employee Part Time Employee D
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 I:I Exempt D
Non-Exempt Non-Exempt
N/A |:|
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
After a careful review of office staff, a much greater need for an Executive Asst. | exists at this time to perform advanced senior level professional
assistance work for the Tax Office.
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 attaced.

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)

To be funded from deletion of various slots within the Department.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1 1.1'081'%1 5
DA FUNDING AVAILABLE IN DEPT. BUDGET YES D NO
ATE PERSONNEL PROCEDURES COMPLETED YES D NO
3 5]
ATE BUDGET PROCEDURES COMPLETED E/Vg D NO
4. 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: Tax Office #140

CURRENT POSITION TITLE: CURRENT SLOT. #:

REQUESTED POSITION TITLE: EXECUTIVEASSTII
(For new positions or reclassifications)

REQUEST FOR:

[ New Position [ Temporary Position [ Position Reclassification* 7] Other CREATE
[]

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

POSITION SALARY REQUEST:

N/A $ 44,000.00 $ 44,000.00
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 O Will Require Additional Funds

Other No Budget Impact, to be funded from deletion of Slots #34, 60, 145, 135 & 59.

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

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

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

After a careful review of office staff, a much greater need for an Executive Asst. Il exists at this time to perform highly advanced senior level professional

assistance work for the Tax Office, overseeing high level administrative operations for the Department.

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 attaced.

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)

To be funded from deletion of various slots within the Department.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

Nl

1. Paul Villarreal JHPCC 2 1.’061‘20?
il (i} DA FUNDING AVAILABLE IN DEPT. BUDGET YES [] NO
2. / [
D PERSONNEL PROCEDURES COMPLETED YES [] NO
3 | I
DATE BUDGET PROCEDURES COMPLETED uﬂg [] no
4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



: HipaLco County
: Personnel Adjustment Request Form

PR EL ST

e

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 01/06/2015

CURRENT POSITION TITLE: CURRENT SLOT. #: }69/
10

REQUESTED POSITION TITLE: BOOKKEEPERII

(For new positions or reclassifications) 9%

REQUEST FOR:

(] New Position (] Temporary Position [] Position Reclassification* Other CREATE

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

POSITION SALARY REQUEST:

N/A $ 29,484.00 $ 29,484.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

Position to be funded from one of the following:

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

Other No Budget Impact, to be funded from deletion of Slots #34, 60, 145, 135 & 59.

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

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

After a careful review of office staff, a much greater need for an Bookkeeper Il exists at this time to perform entry level technical accounting work

for the Tax Office, involves detailed assignments, classifying, examining and verifying financial records, reports, etc., for the Department.

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 attaced.

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)

To be funded from deletion of various slots within the Department.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

@mwg

1. Paul Vlllarreal Jr
FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

3, W IITEb IE;—

TMENT OF BUDGET & MANA EMENT ATE BUDGET PROCEDURES COMPLETED

71 YES NO
D NO
YES [ NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



1 AN 19 7015
Personnel Adjustment Request For JAN 12 200
s A/
DEPARTMENT NAME/NUMBER: Tay Office #140 DATE: 01/06/2015 A4 ) R,:qo‘b
CURRENT POSITION TITLE: CURRENT SLOT. #: /170/
REQUESTED POSITION TITLE: ADMINISTRATIVE ASST I Y’( l
(For new positions or reclassifications) %
REQUEST FOR:
[J New Position (] Temporary Position (] Position Reclassification* Other CREATE
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount:  $ N/A s 34,000.00 $ 34,000.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
O Current Department Budget D Annual Budget Cycle D Will Require Additional Funds
Other No Budget Impact, to be funded from deletion of Slots #34, 60, 145, 135 & 59.
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 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 EI Exempt D
Non-Exempt Non-Exempt
N/A D

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

After a careful review of office staff, a much greater need for an Administrative Asst Il exists at this time to perform complex administrative support

and technical program assistance wark for the Tax Office.

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 attaced.

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)

To be funded from deletion of various slots within the Department.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1. 1/06/2015
, / DA FUNDING AVAILABLE IN DEPT. BUDGET YES [J wo
of 75l | [ /IS
i W AR D, / PERSONNEL PROCEDURES COMPLETED Es [ no
s o . (1L 1115]1
DEPARTMENT OF BUDGET & MANAGEMENT BATE T BUDGET PROCEDURES COMPLETED E/@ ] no
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY
EXECUTIVE ASSISTANT |

GENERAL DESCRIPTION

Performs advanced (senior-level) professional assistance work forian executive; Work
involves coordinating or overseeing high-level administrative operations of the County
or department. May assign and/or supervise the work of others; Works under limited
supervision with considerable latitude for the use of initiative and independent judgment.
EXAMPLES OF WORK PERFORMED

Develops administrative procedures, standards, and methods

Prepares technical aspects of manuals and publications

Oversees the review and evaluation of work content for the purpose of developing
effective. administrative practices and formulating policies that may contribute to the
improvement of public services provided by the County

Coordinates work with other governmental agencies and private organizations

Advises the County’s executive on administrative matters within the County

Provides technical administrative assistance to the County executive

Assists in planning; preparing, or overseeing the preparation of reports

May assist the executive with general human resource management actions

May assist in budget preparation

May assign and/or supervise the work of others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

One (1) year related experience

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

Approved by CC on 2014 Page 1



Two (2) years of experience may be substituted for one (1) year of education

Knowledge, Skills, and Abilities

Knowledge of accepted business practices and. procedures involved in providing
services and of applicable rules, regulations, and pollmes as well as related legislative
and legal practices and procedures

Ability to communicate” effectively, and to handle high-level administrative issues, to
assign and/or supervise the work of others

Ability to analyze and solve work related problems
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
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 dccasionally 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 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 plerformance 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:

e making sound decisions and using good judgment
e demonstrating intellectual capabilities

Approved by CC on 2014 Page 2




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 L

S —
Approved by CCon 2014 Page 3



HIDALGO COUNTY TAX OFFICE
EXECUTIVE ASS@TANT Il

Ly /\

GENERAL DESCRl%TIONe

,.n
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N A8 '

Performs hlghl)ﬁadvfnjgzed (senlor-level) professronal assrstance work for an executive;
Work |nvolves,§oordlnatlng,o overseeing high Ievel\admlnlstratlve operatrons of the
County o department May plan, assign, and/or, superwse\tﬁe vgork of others; Works
under mlnlmg% sﬁ‘pervrsron wrtf‘n extensrve latltude for the usemof |r1|t|at|ve and
mdependept ju gment; - - AR o .

A f‘; T
EXAIYIPLES OF wo K'

Y
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-xé_nd ‘c’é hnlcal assistance to a:

»*-\kx,,;t_
r

TENR
e

f Prowdes:adrnlms%r %7’
: 'w.r P . L “
: Plan prepares,

[y F" %
2 ’.s

vejgps a‘dmlnlstrxa ve: procedures standards, and methods'_.

(\."
> L

Oversees the prepar ton of, manuals and publications ;!
2 VO S Iy

I

-

. Oversees the\revre‘\;/faan‘g eva uatrgn of work content sfor t[} gurpose of deVeIopmg
effectrve admlnrstratlve practlces Tand formulatrng poflcres that‘“’may contrrbute ‘to the
rmprovement of publlc»servrces;prov‘ilg‘eaa‘bl -the Coun ; ;

ot a2

Coordmates work with. other govgr‘hme tal@g

e
L

| May assist in budget preparetlgn &
May plan, assign, and/or supervise the work of others

May plan and coordinate special and administrative assignments and programs
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

ApprovedbyCCon_______, 2014 / Page 1



Experience and Education

.Three (3) years related expenence ;
,88E YT g

: 3
- Graduation from an acgedl ed four- y‘ear college or.unwersnty W|th major course work in
" business admmlstratlon or a related fie eId 3t

- Two (2) yearsf'

7 Knowledg‘ge, S ills-,rand Ablllti’e“s

& 0 \ / ’-, f“ ‘,

Knowledgec,of Yaccepted .bu‘slness practlces ~and\procedures mvolved" |n€ provndlng
, i a SRR A
: servlces an%l of: appllwblegguks; regulations; an polLﬂes as well as\ related IEgislative
T " g"

and Iégal practlces and’ pggo’c‘:edurey ;

2R

Ablllty to commumca%e eﬁectlvely, and to handle hlgh Ieve adm] nlstratlve“
aSS|gn and/or sdperv;?é thenwork of others :

' Abll’ty to analyze aggisolve work related problems

‘ é

: ﬂ:ﬁ |5 DR '— ;
| PHY§LCAL pElvugti BS:,,
R po T84
The physlc | de “a;;”s;d escribed here are representatlve o)
a‘n‘ ém‘p’loyee to spc essf ully’perform the essential funct|

\‘.u “, \ wx\ \k §

\( "»

WHile pen‘ormlng the du t;} h s job, the employee IS

A ee regularly reqwred to: talk or
hear® The emplo\yee‘frequently is. requnredﬂto stand The employee is occaSIonaIly
reqmred to walk; slt use\haﬁd ‘ﬂi\ ”handle orhfe ""objects tools or cont(gls reach

"" £ 80 f-"" 1

with hands and arms;.climb orbala' stoot xan‘d;K"n,ee e o &
%? \\“ ™, 2—«% "zﬁé i L

The employee must occaswnally lift” and/oF moVe over 25 pounds. Specuflc vision

abilities reqwred by this jOb mclude close vision; depth perceptlon and the ability to

adjust focus.

' WORK ENVIRONMEN

The work environment characterlstlcs descrlbed 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.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:
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o sitting for extended periods of time
-e.—operating-assigned equipment - - -

- Maintain mental capacity whlch(berr;uts
@‘{ 3 w.gv ; 5
akin dﬂ%ems <and using good-jud me it
e making soug@ ionstan G__gg J‘“j%‘ n .
. demonstratlng m’tellectual capabilities . Sl }f

.’"’.

Effectnve%han%le a work envnrqgment and condlt!gns wﬁlch lnvolve;
" 3 ) NN
. gworklng close with otpers- XN e _\
% ﬂorklng nya multl- ask‘re“'ﬁwronment ‘\fﬁj‘*{(

.‘p,,‘{

-L."A
ey

& \ 5 % o oo
- Maintain effectlve au i |sual dlscnmlnatlon and percepti

=~ e {3, @ e
,::aas ) ,/ ’ ‘\{Jl'. ’,‘,"" R """u,;}_

3 wreadmg ar!@\\‘ oy
, ' AR

ROPeratlng‘a%gned eqUIpment N
.wco mumcatlon,WIt others

“
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HIDALGO COUNTY TAX OFFICE

i BOOKKEEPER I

Rl

%Z%‘s
.

\

@ \ "“Xz : 5 =
Performs entry';ijgvel tecl'}glcal accountlng work; Work-involve defallegm assignments,

cIassﬁyung* exaang,,and venfylng financial records docu?nents on;{ reports; Works

under i'no'derate supervusmrm vrfth mlnlmal Iatltude fq{r thefﬁsei«of Jguatlve and
mdegendept juggment A\ TR «\ ,‘v‘“‘\f;@

GENERAL DEscﬁIR'noy

R
r"

EXAMPLES OF WOFEI@
@ \gq\ P ’ : ) g
N
Classifies, codes,.bos@/and,balances assngned fi nanqLal@acco ntlng do%uments and
récords. S % é%fq‘,yﬁ‘ NN L o
%ﬁ]“ “Lt» i( !‘ ""\3”'{ = ,—-n} . i CR \{.‘?&%ﬁ;‘x‘ % ‘;& %‘ :5:;-3‘:5‘&3&%

Complles statlstlc‘l ’ﬁn nC|aI accountlng, or audltmg repcn;ts‘§ agl tablesi pertalnmg to

3
i

caangecelpts S‘er, itlrés, accounts payable and recelva‘b\l@} gnd ;’5rof t and/ou;lostges
A o\ \ s S oas
€ )‘ilpancialkstatements

&

f Jt'

Qﬁglculates& prepares,; lnvdices account statements, and

accordmg to proc"’dur ?d submlts to audltor’s offlce for pr¢
{Lrﬁ } . L5
Prepares pa;')ment cas Q;gein}feﬁr\al Journal and relatedeo/u‘c ‘

ésu \ F’ e, “

Reviéws balances on. expgﬁé'd[b
& \ i A
Reconcjles bank statements res, ar
@3’ k«& "‘q{ %

Will create*‘é‘preadsheets for.[eports #

I

gt

May perform payroll related %ctwmes\ iy j‘j"‘"""""““’
ﬁg(' N é‘w& 3 X
May receive cash, prepare Jeposits S S"PS,?— nd n%ntaln cash Ebntrol records

i & A S g o
& s & W

Assists with financial statements and operatlng reports

l B

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two (2) years related experience with accounting or bookkeeping principles

ApprovedbyCCon______,2014 Page 1



Graduation from a high school or equivalent (GED) supp|emented by college course
work in accounting

Experience and education may rbe'substltuted for one‘,aérl‘other
,,,1 Q‘r E < \-@& ’J: =y

Knowledge, Skills, %nd‘Abﬁlties W

oA s v
Knowledge of»gene\ﬁy%cce ted-’accountrng prrncrples and procegkr.ges affecting the
malntena%c"é‘* ofvaccountlng -récords and automated accountlng sy/s{tems .

/ﬁ@ ﬁrw"‘ f) fg V.:‘*"« ""'
Skill %;he usé‘{of a pérsonal co puter'an;c,:l related off ice eq‘rupment«
iy L)m PPV SO
Knowledge of MS Word andr Excely "i‘:s@.;:f
f i f' <§ & \ el \ “‘::1:“*‘;}‘5‘:3 N, &
/ FaL oy Mg Sy R
Ablhty fozrevj ew work gor accuracy, to accurately perfo nﬁme’ gg; work to
’ tlnd re o

Q“é%m
PHYSTCAL DEMA DS *; -

& . rr A% _ .
Lh&p ysroal dema dS»aescrlbed here are representatlve
employee tols c essfu)l]y perform’ the essentral functions
g

n:
‘.‘\‘h}

make anthr7etrcal;co put‘étlons and to prepare financial: agg

f" ' B
Wh le p orml g*th dutles'of thrs JOb the employee gs reg
hea

ﬁr-?;s»The empo e fequeptly is. required to stand./The j ] fee i ’occias' |onally
required to walk *sit> se,hepd,s to\frnd handle, or feeI!r objg }.S'(t ols o rcontrols,g‘reach

with*hands and .arms, C |mB‘orfba} ce; stoop and kneel,_/
& P

'ﬁ & g
Y

The employee must occasronaly' hd/- movef_‘p”e’ 25 pounds Spec Egc vision
abilities¥required by tl\‘us Jobflncl di

, é/ on,ed ~\J;,th, perceptlon and the ability to
adjust foétr§ f.* st :

WORK ENVIRONMENT

The work envrronment charactenstrqs descrlbed Qer re. representatlve of those an
employee encounter whilg performmg the essentral funcgons of this job.

v;;_f‘r “5 5 . @ @
The noise level in the work enwronm%nt ls ugﬁally moderate.

SAFETY REQUIREMENTS:

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

o sitting for extended periods of time

» standing for extended periods of time

e operating assigned equipment
“
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Maintain mental capacity which permits:

¢ making sound decisions and’ usmg good Judgment
o demonstratlng tntellectual capabmties ;

Effectively handle a work enwronment and condlt[ons Wh]Ch mvotve
* working closely with others™™" :
o wqulng ina multi-task environment

Maintain effective audio-visual discr_i_r_nination and perception needed for:

o making observations -

-+ _reading’and writing - - :
 operating asmgned equlpment
o communlcatlon with others ;
requlred to- fo[low the Hidalgo County Accident Preventlon Plan and departments

: safety regulatlons

_—— .. — -— b e e
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HIDALGO COUNTY

ADMINISTRATIVE ASSISTANT lil

GENERAL DESCRIPTION

Employee. performs complex administrative support or technical program assistance
work. Work: involves disseminating information, . maintaining" filing systems, and
performing internal-administrative support work. Employee may supervise the work of
others and may train others. Employee works under general supervision with moderate
latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Prepares, interprets, and disseminates information concerning agency programs and
procedures

Prepares, @ edits, .and distributes correspondence, reports, 's_,tu_dies, forms, .and
documents

Participates in the planning and execution of an agency program

Develops, coordinates, and maintains record keeping and filing syétems
Responds to inquiries regarding rules, regulations, policies, and procedures
Coordinates meetings, conferences, and seminars

Assists in the development. of administrative or technical assistance policies and
procedures :

May coordinate work between organizational units of the agency
May assist in compiling and analyzing data, making calculations, 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 assigned
GENERAL QUALIFICATION GUIDELINES

Experience and:Education

Two to three (2-3) years of experience in administrative support work.
Graduation from a junior college with.an Associate’s degree in administrative support
Two (2) years of experience may. be substituted for-one (1) year of education

Knowledge, Skills, and Abilities

Knowledge of office p'ractices and administrative procedures

Skill'in standard office equipment and software

Ability to implement administrative procedures and to evaluate their effectiveness
Ability to interpret-rules, regulations, policies, and procedures

Ability to communicate effectively

Ability to train others ‘

Ability 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 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
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employee 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:

« sitting for extended periods of time
o standlng for extended- perlods of time
* . operating assigned equment

Maintain mental capamty which permlts.

e making sound decisions and using good judgment
o demonstrating intellectual capabilities

Effectively handle a-work environment and conditions which involve:
« working closely with others '
» .working in a multi-task environment

Maintain effective audio-visual discrimination and perceptio_nneeded for:

making.observations

reading and writing

operating assigned equipment

communication with others

required to follow the Hldalgo County Accident Preven‘uon Plan and department'’s
safety regulations :

e ——
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