HipaLco County
Personnel Adjustment Request Form

/

DEPARTMENT NAME/NUMBER:  DISTRICT ATTORNEY'S OFFICE (080)~ 0l 5 DATE: 1/20/2015

f"%}ow

DIA-00¢

CURRENT POSITION TITLE: ATTORNEY III CURRENT SLOT #: o{ééfnoo-'ooz'(cwm"u'ugauon)

REQUESTED POSITION TITLE:  ASSISTANT DISTRICT ATTORNEY III 03’3 -003)
REQUEST FOR:

|:| New Position |:| Temporary Position |:| Position Reclassification*

X CHANGE TITLE & TRANSFER FROM
Other _ FUNDING SOURCE

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

POSITION SALARY REQUEST:
Civil Litigation Account - 1100-412-00-080-013-0

Salary Amount:

$ 63,500.00 $ 0.00 $ (63,500.00)
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
District Attorney's Office General Fund Account - 1100-412-00-080-002-0
Salary Amount:
$ 0.00 $ 63,500.00 $ 63,500.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

[:] Other

POSITION Type:
Full Time Employee Part Time Employee
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Employee [:] Part Time Temporary I::] $
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A
Start Date End Date ' Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt

Non-Exempt |:’
N/A ]

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

Non-Exempt I:l

Moving to a different fund source and changing the title.

NEW POSITION: Brief job description and attach a copy of the new job description.




POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

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

HUMAN RESOQURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

el
//EAS FUNDING AVAILABLE IN DEPT. BUDGET YES
Dat

z’/ ‘/PERSONNEL PROCEDURES COMPLETED

YES
HUMAN REEBURCES DIRECTOR Da
ﬁ/‘ { 3§ BUDGET PROCEDURES COMPLETED IE/YES
=
DEPARTMENT OF BUDGET-aTIANAGEMENT Da

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ASSISTANT DISTRICT ATTORNEY il

GENERAL DESCRIPTION

Performs intermediate-level legal work; Work involves prosecuting and defending all
manner of civil and criminal matters in various levels of trials and appellate courts and
administrative forums. Work under the frequent supervision of higher level attorneys in
aneffort to build the knowledge, skills, and expertise necessary for this position.
EXAMPLES OF WORK PERFORMED

Will make decisions and/or counsels with clients, victims, or police concerning the
commencement of proceedings in court or related forums

May also provide written or oral legal advice to individual or governmental clients, and
draft legal instruments or other written materials carrying legal implication

Appears in court and/or related forums to select juries, present and cross-examine
evidence, make legal arguments, and act as an oral advocate

Drafts and files pleadings, answering motions, briefs and responses necessary to
conduct litigation and/or proceedings in related forums

Investigate facts giving rise to legal issues, and bring about solutions to their clients
legal problems in a variety of forums

Counsels and advises clients within bounds of confidentiality, when applicable,
regarding legal issues in all phases of litigation

Identifies, locates, and prepares witnesses to present testimony effectively in court or
related forums

Identifies and prepares non-testimonial forms of evidence for use in court and related
forums

Conducts and/or supervises investigations and/or civil and criminal discovery
proceedings

Drafts legal instruments and various documents with legal implications

Negotiates with others to settle litigation or other contested matters or to assist in
solving problems with legal implications
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Develops knowledge and expertise in applicable area of law to keep pace with constant
developments and to impart this knowledge and skills to others in various settings

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two (2) years experience as a licensed attorney
Juris Doctorate (JD) degree

Licensed to practice law in the State of Texas and be a member in good standing of the
State Bar of Texas

Experience and education may be substituted for one another.

Knowledge, Skills, and Abilities
Ability to work efficiently and effectively in high-pressure situations
Ability to communicate effectively

Able to handle all stressful situations with an even temperament and work effectively
with others in achievement of tasks

Possess advanced professional level of analytical ability and be very well versed in the

art of being diplomatic and tactful in addition to the use of good judgment and common
sense :

Must be computer literate
Knowledge of all applicable laws and procedures

Must have good working k‘nowledge and understanding of penal statutes and code of
criminal procedures as well as case holdings and departmental policies

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.
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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 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
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
o demonstrating inteliectual 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

U —
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Himavrco County
Personnel Adjustmjmt Request Form

DEPARTMENT NAME/NUMBER:

CURRENT POSITION TITLE: ATTORNEY III

REQUESTED POSITION TITLE:

DISTRICT ATTORNEY'S OFFICE (080)=0] %

DATE: 1/20/2015

1[4
Koo

CURRENT SLOT #:  080-1100-002 (Civiil Litigation)

AssISTANT DISTRICT ATTORNEY T ( D)) D ;{)

REQUEST FOR:

D New Position

l:l Temporary Position |:| Position Reclassification™

CHANGE TITLE & TRANSFER FROM
FUNDING SOURCE

Other

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

POSITION SALARY REQUEST:
Civil Litigation Account - 1100-412-00-080-013-0

Salary Amount:

DA Bond Forfeiture Account - 1100-412-00-080-016-0

Salary Amount:

District Attorney's Office General Fund Account - 1100-412-00-080-002-0

Salary Amount:

52,002.00 $ 0.00 $ (52,002.00)
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
16,498.00 $ 16,458.00 $ 0.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
0.00 $ 52,002.00 $ 52,002.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

[ ] other

POSITION Type:

Full Time Employee

Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Employee l:l Part Time Temporary I:l $
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt
Non-Exempt |:] Non-Exempt |:|
N/A []

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

Moving to a different fund source and changing the title.




NEW POSITION: Brief job desciiption and attach a copy of the new job description.

POSITION RECLASSIFICATION: 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

PERSONNEL PROCEDURES COMPLETED

/ /
HUMAN RESOPRCES DIRECTOR U Dati
3. e A/ Ol g“ﬂ lg l)[S_- BUDGET PROCEDURES COMPLETED
.
Dat

S
DEPARTMENT OF BUDGET &MEMENT

/ﬁs &3/5-’ FUNDING AVAILABLE IN DEPT. BUDGET YES

YES

D NO
|:| NO
D NO

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ASSISTANT DISTRICT ATTORNEY il

GENERAL DESCRIPTION

Performs intermediate-level legal work; Work involves prosecuting and defending all
manner of civil and criminal matters in various levels of trials and appellate courts and
administrative forums. Work under the frequent supervision of higher level attorneys in
aneffort to build the knowledge, skills, and expertise necessary for this position.
EXAMPLES OF WORK PERFORMED

Will make decisions and/or counsels with clients, victims, or police concerning the
commencement of proceedings in court or related forums

May also provide written or oral legal advice to individual or governmental clients, and
draft legal instruments or other written materials carrying legal implication

Appears in court and/or related forums to select juries, present and cross-examine
evidence, make legal arguments, and act as an oral advocate

Drafts and files pleadings, answering motions, briefs and responses necessary to
conduct litigation and/or proceedings in related forums

Investigate facts giving rise to legal issues, and bring about solutions to their clients
legal problems in a variety of forums

Counsels and advises clients within bounds of confidentiality, when applicable,
regarding legal issues in all phases of litigation

Identifies, locates, and prepares witnesses to present testimony effectively in court or
related forums :

Identifies and prepares non-testimonial forms of evidence for use in court and related
forums

Conducts and/or supervises investigations and/or civil and criminal discovery
proceedings

Drafts legal instruments and various documents with legal implications

Negotiates with others to settle litigation or other contested matters or to assist in
solving problems with legal implications
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Develops knowledge and expertise in applicable area of law to keep pace with constant
developments and to impart this knowledge and skills to others in various settings

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two (2) years experience as a licensed attorney
Juris Doctorate (JD) degree

Licensed to practice law in the State of Texas and be a member in good standing of the
State Bar of Texas

Experience and education may be substituted for one another.

Knowledge, Skills, and Abilities

Ability to work efficiently and effectively in high-pressure situations
Ability to communicate effectively

Able to handle all stressful situations with an even temperament and work effectively
with others in achievement of tasks

Possess advanced professional level of analytical ability and be very well versed in the
art of being diplomatic and tactful in addition to the use of good judgment and common
sense

Must be computer literate

Knowledge of all applicable laws and procedures

Must have good working knowledge and understanding of penal statutes and code of
criminal procedures as well as case holdings and departmental policies

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.
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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 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
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
o 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 —
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HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  DISTRICT ATTORNEY'S OFFICE (080) DATE: 1/20/2015

080-1100-092 (DA GEN FUND)

CURRENT POSITION TITLE: ASSISTANT DISTRICT ATTORNEY II CURRENT SLOT #: BOND FORFEITURE) & 080-1223-111 (DA INV. FUND)
REQUESTED POSITION TITLE: ~ ATTORNEY II D@ Ol)

-002-000lp:
REQUEST FOR:

X CHANGE TITLE & TRANSFER FROM
New Position Temporary Position Position Reclassification* Other  FUNDING SOURCE

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

POSITION SALARY REQUEST:
District Attorney's Office General Fund Account - 1100-412-00-080-002-0

Salary Amount:

$ 52,002.00 - $ 0.00 $ (52,002.00)
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

DA Bond Forfeiture Account - 1100-412-00-080-016-0
Salary Amount: 27 ,
AN N . £ .
$ 3,000.00 DL LY 8 3,000.00 $ 0.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change /
DA Investigation Fund - 1223-412-00-080-007-0 ‘f

Salary Amount:

o

$ 3,000.00 $ 3,000.00 $ 0.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Civil Litigation Account - 1100-412-00-080-013-0

Salary Amount:

$ 0.00 $ 52,002.00 $ 52,002.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Full Time Employee D Part Time Temporary D $
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt Exempt

Non-Exempt I:l Non-Exempt ’:'

N/A [T

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

Moving to a different fund source and changing the title.

NEW POSITION: Brief job description and attach a copy of the new job description.



POSITION RECLASSIFICATION: 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

~1¢ 0%@1@52.@
2.

/
—
76
//(j tZ lé FUNDING AVAILABLE IN DEPT. BUDGET
[

‘Date

PERSONNEL PROCEDURES COMPLETED

[

SOURCES DIRECTOR Date
Q\{BUDGET PROCEDURES COMPLETED YES I:I NO

ENT OF BUDGET MGEMENT Date

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ATTORNEY II

GENERAL DESCRIPTION

Performs basic (entry-level) work assisting in the legal advisement to the County’s
Commissioners’ Court and departments. Work involves researching, assisting in
drafting, reviewing, and revising contract and/or agreements. Works under general
supervision with limited latitude for the use of initiative and independent judgment.
EXAMPLES OF WORK PERFORMED

Assists in providing legal counsel on contract interpretation and enforcement

Investigates facts giving rise to legal issues, and develops solutions to legal problems in
a variety of forums

Assists in drafting, reviewing, revising, and/or negotiating County contracts/agreements
which may include County roads, parks and building construction contracts; prepares,
reviews, and/or negotiates professional service agreements for architectural,
engineering, and consulting services as well as purchase contracts for goods and
services and inter-local agreements

Assists in providing legal counsel to Court members and other management staff as
requested

Performs related special projects as assigned
Performs legal research and briefing as assigned
Assists in advising on open government matters

May provide written or oral legal advice to County departments, and draft legal
instruments or other written materials carrying legal implication

Negotiates with others to settle litigation or other contested matters or to assist in
solving problems with legal implications

Develops knowledge and expertise in applicable area of law to keep pace with constant
developments

Performs other related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Zero (0) to three (3) years experience as a licensed attorney, knowledge in Texas Local
Government Code interpretation and County contracts

Juris Doctorate (JD) degree

Licensed to practice law in the State of Texas and be a member in good standing of the
State Bar of Texas

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
Licensed to practice law in the State of Texas is required

Knowledge, Skills, and Abilities

Knowledge of legal principles, practices, and proceedings; and of laws, regulations, and
rules related to the County

Skill in legal research, business writing, grammar, and punctuation, report preparation
and analysis

Ability to complete reports and answer routing correspondence

Ability to apply common sense understanding and direct staff in written, oral or diagram
form

Ability to communicate effectively with staff and the public

Ability to deal with problems involving several concrete variables in standardized
situations

Must have experience in office or related work
Must readily comply with departmental and County-wide policies and procedures
Must have knowledge of computers and spreadsheets

Ability to calculate figures and amounts such as discounts, interest, commissions,
proportions, percentages, area, circumference, and volume
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Ability to effectively present information and respond to questions from judges,
attorneys, County Board members and the general public

Ability to conduct research, to summarize findings, to interpret and apply laws, to use
legal reference materials, to communicate effectively, and to train others

Ability to communicate effectively

Able to handle all stressful situations with an even temperament and work effectively
with others in achievement of tasks

Must possess advanced professional level of analytical ability and be very well versed in
the art of being diplomatic and tactful in addition to the use of good judgment and
common sense

Must be dependable, resourceful, and able to work independently and to maintain strict
confidentiality

Must have strong organizational skills and a proven ability to maintain accurate, detailed
and confidential records

Strong analytical and communication skills are essential to effectively and objectively
advise and/or interact with personnel, external agencies, and outside legal counsel on
legal matters

Must possess necessary writing skills at a seasoned level to communicate information
and advisement to County Departments and staff

Knowledge of all applicable laws and procedures

Knowledge and understanding of Texas statutes and local government code procedures
and departmental policies preferred

Work outside of the normal office hours (Monday-Friday 8-5) may be required to meet
deadlines and accuracy requirements

Some travel to various County offices and locations may be required

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.
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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 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
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
o 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
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HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: ~ DISTRICT ATTORNEY'S OFFICE (080) -0021 DATE: 1/20/2015

080-1100-102 (DA GEN FUND), 080-1100-014 (DA

CURRENT POSITION TITLE: ~ ASSISTANT DISTRICT ATTORNEY II CURRENT SLOT #:  BOND FORFEITURE) & 080-1223-108 (DA INV. FUND)
REQUESTED POSITION TITLE:  ATTORNEY T « - ( DZD-013) ng_ M7 DT
REQUEST FOR:

X CHANGE TITLE & TRANSFER FROM
New Position Temporary Position Position Reclassification* Other  FUNDING SOURCE

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

POSITION SALARY REQUEST:
District Attorney's Office General Fund Account - 1100-412-00-080-002-0

Salary Amount:
$ 52,002.00 $ 0.00 $ (52,002.00)

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

DA Bond Forfeiture Account - 1100-412-00-080-016-0
Salary Amount:

$ 3,088.00 $ 3,098.00 $ 0.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
DA Investigation Fund - 1223-412-00-080-007-0

Salary Amount:

$ 3,000.00 - $ 3,000.00 $ 0.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Civil Litigation Account - 1100-412-00-080-013-0

Salary Amount:

$ 0.00 $ 52,002.00 $ 52,002.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Full Time Employee D Part Time Temporary $
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date ‘ Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt Exempt

Non-Exempt \:] Non-Exempt I:I

N/A [ ]

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

Moving to a different fund source and changing the title.

/

NEW POSITION: Brief job description and attach a copy of the new job description.



POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)

COMMENTS: (Any comments you wish to make regarc!ing this request)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

il =
1. A [/ //) /'? /5 FUNDING AVAILABLE IN DEPT. BUDGET
GROD / - / D

- / - / [A) /4 peRsONNEL PROCEDURES COMPLETED
HUMAN RESOURCES DIRECTOR
3 S,—— o\ !\!ﬂ ! AN\ L BUDGET PROCEDURES COMPLETED

[
DEPARTMENT OF BUDGH%AGEMENT Date

‘Daty

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ATTORNEY I

GENERAL DESCRIPTION

Performs basic (entry-level) work assisting in the legal advisement to the County’s
Commissioners’ Court and departments. Work involves researching, assisting in
drafting, reviewing, and revising contract and/or agreements. Works under general
supervision with limited latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED
Assists in providing legal counsel on contract interpretation and enforcement

Investigates facts giving rise to legal issues, and develops solutions to legal problems in
a variety of forums

Assists in drafting, reviewing, revising, and/or negotiating County contracts/agreements
which may include County roads, parks and building construction contracts; prepares,
reviews, and/or negotiates professional service agreements for architectural,
engineering, and consulting services as well as purchase contracts for goods and
services and inter-local agreements

Assists in providing legal counsel to Court members and other management staff as
requested

Performs related special projects as assigned
Performs legal research and briefing as assigned
Assists in advising on open government matters

May provide written or oral legal advice to County departments, and draft legal
instruments or other written materials carrying legal implication

Negotiates with others to settle litigation or other contested matters or to assist in
solving problems with legal implications

Develops knowledge and expertise in applicable area of law to keep pace with constant
developments

Performs other related work as assigned

M
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Zero (0) to three (3) years experience as a licensed attorney, knowledge in Texas Local
Government Code interpretation and County contracts

Juris Doctorate (JD) degree

Licensed to practice law in the State of Texas and be a member in good standing of the
State Bar of Texas

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
Licensed to practice law in the State of Texas is required

Knowledge, Skills, and Abilities

Knowledge of legal principles, practices, and proceedings; and of laws, regulations, and
rules related to the County

Skill in legal research, business writing, grammar, and punctuation, report preparation
and analysis

Ability to complete reports and answer routing correspondence

Ability to apply common sense understanding and direct staff in written, oral or diagram
form

Ability to communicate effectively with staff and the public

Ability to deal with problems involving several concrete variables in standardized
situations

Must have experience in office or related work
Must readily comply with departmental and County-wide policies and procedures
Must have knowledge of computers and spreadsheets

Ability to calculate figures and amounts such as discounts, interest, commissions,
proportions, percentages, area, circumference, and volume

S
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Ability to effectively present information and respond to questions from judges,
attorneys, County Board members and the general public

Ability to conduct research, to summarize findings, to interpret and apply laws, to use
legal reference materials, to communicate effectively, and to train others

Ability to communicate effectively

Able to handle all stressful situations with an even temperament and work effectively
with others in achievement of tasks

Must possess advanced professional level of analytical ability and be very well versed in
the art of being diplomatic and tactful in addition to the use of good judgment and
common sense

Must be dependable, resourceful, and able to work independently and to maintain strict
confidentiality

Must have strong organizational skills and a proven ability to maintain accurate, detailed
and confidential records

Strong analytical and communication skills are essential to effectively and objectively
advise and/or interact with personnel, external agencies, and outside legal counsel on
legal matters

Must possess necessary writing skills at a seasoned level to communicate information
and advisement to County Departments and staff

Knowledge of all applicable laws and procedures

Knowledge and understanding of Texas statutes and local government code procedures
and departmental policies preferred

Work outside of the normal office hours (Monday-Friday 8-5) may be required to meet
deadlines and accuracy requirements

Some travel to various County offices and locations may be required

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.
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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 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
e operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
¢ 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 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

S —"
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HipaLco County QFCEIVES

Personnel Adjustment Request Form

JAN 13 2015

DEPARTMENT NAME/NUMBER:  District Attorney's Office (080) — DDl DATE: 1/20/2015

CURRENT POSITION TITLE: ADMINISTRATIVE ASSISTANT I CURRENT SLOT #: 080-1222-032

REQUESTED POSITION TITLE:

REQUEST FOR:

New Position |:| Temporary Position I:I Position Reclassification*® |:] Other

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

POSITION SALARY REQUEST:
District Attorney's Office - Bad Checks - 080-032

Salary Amount:

$ $ 30,000.00 $ 30,000.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

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

POSITION Type:

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee D Part Time Temporary i:l $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS:  N/A

Start Date End Date ‘ Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt D
Non-Exempt |:| Non-Exempt

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

Position needed to answer phones, greet visitors and assist in the preparpartion of paperwork on criminal files in the Felony Section.

NEW POSITION: Brief job description and attach a copy of the new job description.




b

POSITION RECLASSIFICATION: 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

il
1 / £l /5 FUNDING AVAILABLE IN DEPT. BUDGET YES
Sl wl : i
2. ,(PERSONNEL PROCEDURES COMPLETED YES
- o —
HUMAN RESOURCES DIRECTOR
3. _,.,/ Q,— 0 | S BUDGET PROCEDURES COMPLETED Ws
“DEPARTHENT OF BUDGER-SAIANAGEMENT Date
4,

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ADMINISTRATIVE ASSISTANT |

GENERAL DESCRIPTION

Employee performs entry-level administrative support or technical program work. Work
involves disseminating information, maintaining filing systems, and performing internal
administrative support work. Employee works under close supervision with minimal
latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Prepares, edits, and distributes correspondence, reports, forms, and documents
Maintains files and records

Performs data entry

Assists in compiling statistical data and preparing various charts, graphs, and written
summaries

May receive and review forms and applications for completeness of information
May interpret and explain rules, regulations, policies, and procedures

May review applications for agency services to ensure forms are filled out completely
and accurately

May review and route mail

May provide assistance answering phone calls, routing incoming calls, taking
messages, greeting visitors, and directing them to the appropriate staff

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Experience in clerical work or administrative support work

Graduation from a high school or equivalent (GED)

——— s T T ]
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Knowledge, Skills, and Abilities

Knowledge of office practices and administrative procedures

Skill in the use of standard office equipment and software
Ability to communicate effectively
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
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:

e sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

¢ 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

_ - ]
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Maintain effective audio-visual discrimination and perception needed for:

e making observations

e reading and writing

e operating assigned equipment

e communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department'’s
safety regulations

e e e e e
2014 Page 3
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HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  District Attorney’s Office (080) —DD lf DATE: 1/20/2015

CURRENT POSITION TITLE: CRIMINAL INVESTIGATOR II CURRENT SLOT #: 080-1222-033

REQUESTED POSITION TITLE:

REQUEST FOR:

New Position D Temparary Position D Position Reclassification® |:| Other

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

POSITION SALARY REQUEST: )
District Attorney's Office General Fund Account - 1100-412-00-080-002-0

Salary Amount:

$ 50,000.00 $ 50,000.00 $ 0.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
District Attorney's Office - Bad Checks - 080-032

Salary Amount:

$ ' $ 3,000.00 $ 3,000.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
|:| Other
POSITION Type:
Full Time Employee Part Time Empldyee
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Employee D Part Time Temporary l:l $
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt Exempt E]

Non-Exempt |:| Non-Exempt

N/A i

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

Monies needed in order to pay transfering Investigator ﬁ—om HIDTA the same salary that he's currently earning.

NEW POSITION: Brief job description and attach a copy of the new job description.




POSITION RECLASSIFICATION: 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

/

—
a’/s FUNDING AVAILABLE IN DEPT. BUDGET

HUMAN OURCES DIRECTOR

3. ‘_;/’

' d

DEPARTMENT OF BUDGET & MANAGEMENT

EyIJ/PERSONNEL PROCEDURES COMPLETED

Date

Ol D) BUDGET PROCEDURES COMPLETED
Date

5

S

S

COMMISSIONERS' COURT APPROVAL

Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

CRIMINAL INVESTIGATORI I

GENERAL DESCRIPTION

Performs mid-level criminal investigation work; Investigate assigned criminal activities.
Perform supplementary investigation to assist prosecutors in case preparations. Make
arrests and file criminal cases.

EXAMPLES OF WORK PERFORMED

Investigates all types of criminal activities and assists prosecutors in case preparation

Assists local, state, federal and out-of-state police offices in making arrests and filing
criminal cases

Prepares and executes search and arrest warrants and serves subpoenas
Prepares reports and correspondence

Interviews inmates and other people to secure intelligence data and information; takes
statements and confessions

Locates and interview persons, take statements and depositions, evaluate evidence,
examine records, collect data and report facts

Obtains evidence from police agencies and pen packet from various prison systems
Evaluates videotaped interviews of children who are victims of physical/sexual abuse
Testifies in criminal trials

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three (3) years of experience in related field functioning as a law enforcement officer
Associate's degree in Law Enforcement

Certificates, Licenses, Registrations
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Texas Peace Officer certification from the Texas Commission of Law Enforcement
Officer Standards and Education (TCLEOSE)

Mandatory firearms qualification and physical training

Knowledge, Skills, and Abilities

Excellent verbal and written communication skills are necessary

Skill is required in preparing written products and oral presentations
Ability to think logically and objectively

Ability to analyze and evaluate facts, evidence and related information

Laws of arrest, search and seizure, service of legal process, and the legal rights of
citizens

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
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
* operating assigned equipment
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Maintain mental capacity which permits:

* making sound decisions and using good judgment
» 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 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 —
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HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  District Attorney's Office (080) — D{)(P DATE: 1/20/2015

o) L02 -01p
1222 -9 -0l - Dp 31

CURRENT POSITION TITLE: ADMINISTRATIVE ASSISTANT I CURRENT SLOT #:

REQUESTED POSITION TITLE: EXECUTIVE ASSISTANT II

REQUEST FOR:

New Position D Temporary Position |:| Position Reclassification® Other __ CHANGE TITLE

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

POSITION SALARY REQUEST:
District Attorney's Office - General Fund Account - 1100\—412-00-080-002-0
Salary Amount: r(
| 0 $ 28,094.00 $ 28,094.00 $ 0.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

District Attorney's Office - Bad Checks - 1222-412-00-080-006-0
Salary Amount:

$ $ 21,906.00 $ 21,906.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget D Annual Budget Cycle D Will Require Additional Funds
D Other

POSITION Type:

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee I:l Part Time Temporary |:| $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS:  N/A

Start Date End Date ) Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt i:l
Non-Exempt [:! Non-Exempt

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

Appointed Head Administrative Assistant in the Misdemeanor Section.




~nEW PQSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASSIFICATION: 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

% ‘ g/

i / " / /?é FUNDING AVAILABLE IN DEPT. BUDGET YES
7 i f

7 . / Datg

/ a
j I wls PERSONNEL PROCEDURES COMPLETED YES

HUMAN RESOURCES DIRECTOR

3. </ 0 \ \g !@ D|S~  BUDGET PROCEDURES COMPLETED Z[ YES
S
DEPARTMENT OF BUDGET"& MANAGEMENT Date

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE
EXECUTIVE ASSISTANT II

GENERAL DESCRIPTION

Performs highly advanced (senior-level) professional assistance work for an executive;
Work involves coordinating or overseeing high level administrative operations of the
County or department. May plan, assign, and/or supervise the work of others; Works
under minimal supervision with extensive latitude for the use of initiative and
independent judgment.

EXAMPLES OF WORK PERFORMED

Provides administrative and technical assistance to a County executive

Plans, prepares, or oversees the preparation of periodic and special reports

Interprets policies and procedures and makes administrative decisions

Develops administrative procedures, standards, and methods

Oversees the preparation 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 department or
county

May assist the executive with general human resource management actions
May assist in budget preparation

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
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Experience and Education

Three (3) years related experience

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

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 policies, 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 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 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:

P —
e ———m e eemrm
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o sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
o 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:

e making observations

e reading and writing

e operating assigned equipment

e communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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Hiparco County SCEVES

Personnel Adjustment Request For

JAN 13 2015

DEPARTMENT NAME/NUMBER: District Attorney’s Office/ OSO—Q)LP paTE: 01/ [;015

CURRENT POSITION TITLE: Coordinator I (part h}no) SLOT. #: 031

REQUESTED POSITION TITLE:

REQUEST FOR:

|:| New Position D Temporary Position |:] Position Reclassification™ @ Other _DELETE SLOT

POSITION SALARY REQUEST:

Salary Amount: $ 35,391.00 $ 0.00 $ -35,391.00
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

K otrer 5-1222-412-00-080-006-0 — 114 -- DA BAD CHECKS ACCOUNT

POSITION Type:
Full Time Employee D Part Time Employee
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:

01/01/2015
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt @ Exempt ‘ \:I
Non-Exempt D Non-Exempt EI
N/A D

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

Position is no longer 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.

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

DATE FUNDING AVAILABLE IN DEPT. BUDGET D YES |:] NO

/ e
15 2005
*DATE PERSONNEL PROCEDURES COMPLETED YES [] NO

olllpors
DATE BUDGET PROCEDURES COMPLETED MS |:| NO

4,  COMMISSIONERS COURT APPROVAL DATE

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



HipaLco County

Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  District Attorney's Office (080) ~ D"’ DATE: 1/20/2015
- -
(1 0b- D&~ 004 - D55
CURRENT POSITION TITLE: EXECUTIVE ASSISTANT II CURRENT SLOT #: 080-1223-028

REQUESTED POSITION TITLE:

REQUEST FOR:

[:I New Position l:| Temporary Position D Position Reclassification™* Other  Salary Adj. (increase)/Cost Allocation

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

POSITION SALARY REQUEST:
District Attorney's Office General Fund Account - 1100-412-00-080-002-0

Salary Amount:
$ 37,589.00 $ 37,589.00 $ 0.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
District Attorney's Office - Investigation Fund - 1223-412-00-080-007-0

Salary Amount:
$ 15,091.00 $ 21,411.00 $ 6,320.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget |:| Annual Budget Cycle I___l Will Require Additional Funds
|:| Other

POSITION Type: P

Full Time Employee Part Time Employee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee l:] Part Time Temporary $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt IZI Exempt |:|

Non-Exempt @M Non-Exempt

N/A ]

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

Appointed by Mr. Ricardo Rodriguez.




NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASSIFICATION: 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

[ /1Y /v
FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

HUMAN RBSOURCES DIRECTQ
3, Ol h]ﬂ &a _bu’- BUDGET PROCEDURES COMPLETED
T O

DEPARTMENT OF BUDGET & MANAGEMENT Date

H
3
m
wv

YES

YE

-l

S

NO

[]

NO

[]

COMMISSIONERS' CQURT APPROVAL Date



QSQCEI VEA

Hiparco County

p ;
ersonnel Adjustment Request For AN 13 2015

DEPARTMENT NAME/NUMBER:
Hidalgo County District Attorney’s Office

DATE:

CDD-001 ) 01/20/2015

CURRENT POSITION TITLE: CURRENT SLOT. #:
H44—

TIZSs

REQUESTED POSITION TITLE: Clerk IV

REQUEST FOR:

@ New Position D Temporary Position D Position Reclassification* D Other

POSITION SALARY REQUEST:

1 $8,320.00 $ 8,320.00

NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE

Position to be funded from one of the following:

Current Department Budget D Annual Budget Cycle |:| Will Require Additional Funds
[ Biier 5-1223-412-00-080-007-0-122

POSITION TYPE:

Full Time Employee D Part Time Employee $20.00 hrly
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary | XX $20.00 hrly * 416 hrs = $8,320.00 (6 months)
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
01/21/2015 06/30/2015 __Mon-Fri s s Reriveck Gt
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt E Exempt EI
Non-Exempt D Non-Exempt
] |

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
Working on modification of forms such as judgments, waivers and also make sure that we are in compliance with CJIS. Will also be working on the
transition from Ableterm to Qdvssey

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)

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

MENT OF BUDGET & MANAGEMENT D BUDGET PROCEDURES COMPLETED

m| YES []NO

;ZKES [] no

B/YES |_—_| NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

CLERK IV

GENERAL DESCRIPTION

Performs advanced (senior-level) clerical work in areas such as bookkeeping, inventory

control, statistics, employment, human resources, purchasing, and accounting; Work
involves compiling and tabulating data, checking documents for accuracy, handling and

transporting documents and/or stock and inventory, and maintaining files; May train
others; May supervise the work of others; Works under limited supervision with
considerable latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Oversees, prepares, edits, and reconciles discrepancies in, and reviews for accuracy
and completeness reports, purchase orders, correspondence, summaries, manuals,
vouchers, journals, ledgers, requisitions, records, and other related forms

Answers inquiries regarding procedures and policies, and provides routine information
to the public by mail or telephone

Posts information to agency records and modifies forms or records
Assembles, organizes, and tabulates data, and develops charts, graphs, and tables

Maintains and/or oversees the maintenance of files, materials, and supplies, and
oversees the receiving, storing, and issuing of stock items

May open and distribute incoming mail and prepare mail-outs
May perform data entry and retrieval and arithmetic computations
May maintain office schedules and appointments

May perform back-up receptionist or telephone switchboard duties

May receive, maintain accountability for, and forward payments to the appropriate
agency staff

May screen applicants and assist in orienting employees; may conduct preliminary
Interviews

May administer employment tests
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May arrange the scheduling, transfer, and display of surplus property
May make arrangements for or obtain bids for repairs and services
May inspect merchandise for quality and compliance with specifications
May train, oversee or supervise the work of others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three to five (3-5) years of progressive experience in clerical work
Graduation from a high school or equivalent (GED)

Vocational training

Experience and education may be substituted for one another

Certificates, Licenses, Registrations

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 business or program terminology, office procedures, spelling,
punctuation, grammar, and arithmetic; of records administration and maintenance
techniques and procedures; of warehousing procedures; and of state purchasing
policies and procedures

Skill in using a personal computer and office equipment; MS Word and Excel

Ability to make arithmetic computations; to prepare and maintain detailed records, files,
and reports; to transfer stock from one location to another; to maintain files, and to train
or supervise the work of others

Supervisory skills preferred

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.
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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 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
» operating assigned equipment

Maintain mental capacity which permits:

» making sound decisions and using good judgment
» 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 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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HipaLco County
Personnel Adjustment Request Form

s o
DEPARTMENT NAME/NUMBER:  District Attorney's Office (080) - 0y) ] DATE: 1/20/2015 0/17'4 N %\K}%@\/
RES

CURRENT POSITION TITLE: CLERK I CURRENT SLOT #: 080-1223-120

Ti2

REQUESTED POSITION TITLE:

REQUEST FOR:

‘:I New Position Temporary Position |:| Position Reclassification™ |:| Other

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

POSITION SALARY REQUEST:
District Attorney's Office - Investigation Fund - 080-120

Salary Amount:

$ : $ 7,500.00 $ 7,500.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget |:] Annual Budget Cycle EI Will Require Additional Funds

[ ] other
POSITION Type:
Full Time Employee [ ] rartTimeemployee [ | s15.00
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Employee |:| Part Time Temporary $ 15.00 X 500 Hrs = $7,500.00
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A
1/20/2015 6/30/2015 M-F - 4 hrs daily 20 hrs 6 months

Start Date End Date 2 Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt E@V l Exempt I:]

Non-Exempt E Non-Exempt

N/A ]

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

Invidivual is needed to assist in the preparation of form in the Civil Litigation Section.

NEW POSITION: Brief job description and attach a copy of the new job description.




POSITION RECLASSIFICATION: 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

- "'—‘
L / /{.3 4,5 FUNDING AVAILABLE IN DEPT. BUDGET YES

Dafce/ /

3 / /. PERSONNEL PROCEDURES COMPLETED YES
MAN RESOURCES DIRECTOR Da
3. ”4/ ng BUDGET PROCEDURES COMPLETED IZ/YES
DEPARTMENT OF BU & MANAGEMENT Date

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

CLERKI

GENERAL DESCRIPTION

Performs (entry-level) clerical work in areas such as bookkeeping, inventory control,
statistics, employment, human resources, purchasing, or accounting; Work involves
compiling and tabulating data, checking documents for accuracy, transporting
documents, and maintaining files; Works under close supervision with minimal latitude
for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Produces and proofs correspondence, reports, purchase orders, summaries, manuals,
vouchers, records, and other related forms

Reviews completed forms for signatures and proper entries
Provides information to the public by mail or telephone

Receives shipments and supplies, inspects for damage, and checks for correct quantity
and quality

Assembles, organizes, and tabulates data; may perform data entry and retrieval
Files and maintains forms, records, and reports
Opens and distributes incoming mail and prepares mail-outs

Delivers documents, supplies, or other items; takes deposits to the bank; and runs
errands as appropriate

May maintain office schedules and appointments

May perform back-up receptionist or telephone switchboard duties
May assist in conducting physical inventory

May receive and count cash

May make arrangements for repairs and services

May assemble and pack shipments, contact transportation companies to arrange for
shipping, and assist in loading trucks
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Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Six (6) months of experience with clerical operations
Graduation from a high school or equivalent (GED)
Experience and education may be substituted for one another

Certificates, Licenses, Registrations

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 office procedures and of spelling, grammar, punctuation, and arithmetic
Skill in using personal computers and office equipment

Ability to prepare and maintain records, files, and reports

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
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
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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
» operating assigned equipment

Maintain mental capacity which permits:

* making sound decisions and using good judgment
« 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 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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HiparLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: DATE:
Hidalgo County District Attorney’s Office (080)- ()07 01/20/2015
CURRENT POSITION TITLE: Intake Clerk I %RIRENT SLOT. #: OGP~ 12223~

REQUESTED POSITION TITLE:

REQUEST FOR:

D New Position D Temporary Position |:| Position Reclassification® D Other DELETE SLOT

POSITION SALARY REQUEST:

1 33,280.00 $ -33,280.00

NO. OF POSITIONS CURRENT GRADE & STEP PROPOSED GRADE & STEP NET CHANGE

Position to be funded from one of the following:

|Z| Current Department Budget D Annual Budget Cycle |:| Will Require Additional Funds
- -412-00- -007-0-
5 - 5-1223-412-00-080-007-0-114
POSITION TYPE:
Full Time Employee I:I Part Time Employee
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:
01/01/2015
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:

Exempt lzl Exempt \:1
Non-Exempt D Non-Exempt
]

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

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)

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

MENT OFCBYDGET & MANAGEMENT D;']FE l BUDGET PROCEDURES COMPLETED

m| YES []nO
YES [] NO

‘z(YES [:I NO

4.  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HiparLco County

Personnel Adjustment Request For

DEPARTMENT NAME/NUMBER:  District Attorney's Office (080) DATE: 1/20/2015
DA Pre-Trial Intervention (080) - 0 15
A-00]
CURRENT POSITION TITLE: ASSISTANT DISTRICT ATTORNEY V CURRENT SLOT #:  080-1100-001

080-1225-001

’

REQUESTED POSITION TITLE:

REQUEST FOR:

X SALARY ADJ]. (INCREASE)/
New Position Temporary Position Position Reclassification™* Other  COST ALLOCATION

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

POSITION SALARY REQUEST:
District Attorney's Office - General Fund - 080-001

Salary Amount:

$ 105,625.00 $ 105,625.00 $ 0.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
DA Pre-Trail Intervention - 080-001

Salary Amount;

$ 4,875.00 $ 9,875.00 $ 5,000.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget ' D Annual Budget Cycle El 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 Employee I:] Part Time Temporary [:] $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months,

CIVIL SERVICE: FLSA:

Exempt Exempt

Non-Exempt |:l Non-Exempt D

N/A (]

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

Recently Appointed as 1st Assistant District Attorney'




.

L
.

NEW POSITION: Brief job description and attach a copy of the new job description.

POSITION RECLASSIFICATION: 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

e
/ /5 &)/5 FUNDING AVAILABLE IN DEPT, BUDGET

D

/ —
/) y/’ PERSOMNEL PROCEDURES COMPLETED

HUMAN RESOURCES DIRECTOR ‘ Da
3. v i /g/r O\ |§" BUDGET PROCEDURES COMPLETED

(—/
DEPARTMENT OF BUDGET & MANAGEMENT Date

YES

A

l:l NO
I:l NO
|:| NO

COMMISSIONERS' COURT APPROVAL + Date



: Hiparco County
Personnel Adjustment Request Form
DEPARTMENT NAME/NUMBER: District Attorney's Office (080) DATE: 1/20/2015
DA Pre-Trial Intervention (080) —EI &
CURRENT POSITION TITLE: ASSISTANT DISTRICT ATTORNEY IV CURRENT SLOT #: 080-1100-011

080-1225-008

REQUESTED POSITION TITLE:

REQUEST FOR:

SALARY ADJ. (INCREASE)/CREATE COST
New Position Temporary Position Position Reclassification* Other _ ALLOCATION

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

POSITION SALARY REQUEST:
District Attorney's Office - General Fund - 080-001

Salary Amount:

$ 80,652.00 $ 80,652.00 $ 0.00

Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
DA Pre-Trail Intervention - 080-001

Salary Amount:

$ 2,348.00 $ 19,348.00 S 17,000.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

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

|:| Other

POSITION Type:

Full Time Employee Part Time Empldyee

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee D Part Time Temporary I:l $

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS: N/A

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)

CIVIL SERVICE: FLSA:

Exempt Exempt -

Non-Exempt |:| Non-Exempt |:|

N/A []

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

Recently Appointed as Chief Assistant District Attorney for the Juvenile Section.




NEWwOSITION: Brief job description and attach a copy of the new job description.
7 .

POSITION RECLASSIFICATION: 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

/ /j @/( FUNDING AVAILABLE IN DEPT. BUDGET YES
=2 /
/ z‘,j PERSONNEL PROCEDURES COMPLETED YES

Of
HUMAN READURCES DIRECTOR d Date’
3. IS BUDGET PROCEDURES COMPLETED ﬂYES
[~

e ——

DEPARTMENT OF BUDGET EMENT Date

COMMISSIONERS' COURT APPROVAL Date



