Hiparco County
Personnel Adjustment Request Form

E J! :/"1‘\ ! \¥ ;

[

DEPARTMENT NAME/NUMBER: 350 /WIC DATE:

2-3-15

CURRENT POSITION TITLE: CURRENT SLOT. #:
LVN II 047

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

1 New Position ] Temporary Position [ Position Reclassification* [} Other Deletion

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

POSITION SALARY REQUEST:

Salary Amount:  $ 41,280.00 $ 0 $ i (li [,.ag&()o

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
O O

X e FY 2015

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 I:’ Exempt l:’
Non-Exempt Non-Exempt @
NA []

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

Vacant position

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.

sdfsdfsdf

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

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

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

é'l;ﬁ i FUNDING AVAILABLE IN DEPT. BUDGET

@/YES |‘_‘] NO
2. < F ' f f%
DATE/ PERSONNEL PROCEDURES COMPLETED [ yes [] no
A /ﬁ, ,,,,,,,,,,,,,,,, i Lo
; _ olfsafisis | )
‘DEPARH”M’ENTQEFBUDGEI' & MANAGEMENT DATE * BUDGET PROCEDURES COMPLETED YES [ NO
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: 8/7/2007




HiparLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: 350 /WIC DATE: 2_3_15 ’ e

CURRENT POSITION TITLE: ' CURRENT SLOT. #:
CLERK IV 063

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

I New Position [ Temporary Position [J Pposition Reclassification* [X Other Deletion

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

POSITION SALARY REQUEST::%A . X/l 6 ‘JD M ‘
Salary Amount:  $ _ 32582900 $ 0 $ /0/ ( 5 9 gg f)d) - OO)

Current Budgeted Salary Proposed Budgeted Salary Net Change 2(‘//

Position to be funded from one of the following:

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

X Other FY 2015

POSITION Type:

Full Time Employee @ Part Time Employee l:l
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary D 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 l___l

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

Vacant position

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.

sdfsdfsdf

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

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

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

DEPA@MEQT ;EAD P - FUNDING AVAILABLE IN DEPT. BUDGET -7 []no
2. ] ./ y;

FUMAN ESOURCES DIRECTOR PERSONNEL PROCEDURES COMPLETED [[yes [dno
3. N {7 . .

aEPARmE”’ TOF Buggﬁ&MANAGEMENT BUDGET PROCEDURES COMPLETED E YES [] No
4, ~ COMMISSIONERS COURT APPROVAL DATE

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




- Hipavco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: 350 /u1C DATE:  ,_ 4 15

CURRENT POSITION TITLE: CURRENT SLOT. #:
CLERK IV 077

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
[J  New Position [ Temporary Position [1 Position Reclassification* [R Other Deletion

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

POSITION SALARY REQUEST:

Salary Amount: $ _ 30,342.00 $ 0 $ A/(‘%DIBL{QOD>?0

Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

& other FY 2015

POSITION Type:

Full Time Employee lzl Part Time Employee I:I
Object 113 Object 114
Enter hourly rate for temp. positions

Full Time Temporary ]_—_l 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 |___|
Non-Exempt @ Non-Exempt
N/A D

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request Is essential)
. 1 s

Vacant position

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.

sdfsdfsdf

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

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

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

;. )‘}W L df/w‘w} //ww///f

FUNDING AVAILABLE IN DEPT. BUDGET [§-es [ ~o
2. s {“ )
PERSONNEL PROCEDURES COMPLETED [1 Yes ] no
3 W f;ﬁfgmf
DERPA T@EﬁuﬁGEl‘ & MANAGEMENT DA E BUDGET PROCEDURES COMPLETED 1 YES [] N
4. COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: 8/7/2007




Hiparco County
Personnel Adjustment Request Form A

350/WIC . DATE: _3-15

CURRENT POSITION TITLE: CURRENT SLOT. #:
CLINIC AIDE IT 118

DEPARTMENT NAME/NUMBER:

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

R EEEEEE

REQUEST FOR:
] New Position O Temporary Position [ Pposition Reclassification*® E Other Deletion

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

POSITION SALARY REQUEST:

Salary Amount:  $ 22,303.00 $ 0 $ i / «9.9‘%2) OG>
Current Budgeted Salary Proposed Budgeted Salary * Net Change ,

Position to be funded from one of the following:

O Current Department Budget O Annual Budget Cycle D Will Require Additional Funds
R other FY 2015

FOSITION Type:

Full Time Employee Part Time Employee [_—_|

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 L]

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

Vacant position

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.

sdfsdfsdf

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

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

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1.
FUNDING AVAILABLE IN DEPT. BUDGET B/YES ] no
HUMAN RESOURCES D%CTOR “““ ™5, DATE / PERSONNEL PROCEDURES COMPLETED " YES [] NO
3 /ﬁy/{ o i A,;!\ﬁf%/ 10[8
PEPARTMENT OF BUDGET & MANAGEMENT DATE © BUDGET PROCEDURES COMPLETED ,« YES [] NO
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: 8/7/2007




HiparLco County o
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: DATE:
350/WIC 2-3-15

CURRENT POSITION TITLE: CURRENT SLOT. #:
CLERK I 203

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

RKEQUEST FOR:
[J  New Position O Temporary Position [ Position Reclassification* El Other Deletion
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQ'UE?)Ti % OO /a/( >
) OD 4 . $ {0
Salary Amount:  $ 1—3_1_9_’_1_2_]“_09_ 1@ $ 0 $ . 9 I' 00% 00 261
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
] L]

Other FY 2015

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

Enter hourly rate for temp. positions
Full Time Temporary l:l Part Time Temporary l:l $

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:

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

Exempt l:l Exempt D
Non-Exempt [EI Non-Exempt @
N/A D

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

Vacant position

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.

sdfsdfsdf

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

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

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1.
FUNDING AVAILABLE IN DEPT. BUDGET [G-7es [ no

2, o dfgstifg- | » j ,

HUﬁﬂﬁéBESGU CES DIRECTOR /% DATE / PERSONNEL PROCEDURES COMPLETED [ YEs [ no

Py < a / e -

3. p o A— o f“fﬁz ;/z 1 f(,‘; )

DEPARTMENOF BUDGET & MANAGEMENT DATE L BUDGET PROCEDURES COMPLETED C}'Yes [ No
4. COMMISSIONERS COURT APPROVAL DATE

4

HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: 8/7/2007




Hmarco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: . DATE:
350/WIC

CURRENT POSITION TITLE: : CURRENT SLOT. #:

251 & 252

REQUESTED POSITION TITLE:
(For new positions or reclassifications) COORDINATOR V

REQUEST FOR:

New Position D Temporary Position |:| Position Reclassification* [:] Other

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

POSITION SALARY REQUEST:

Salary Amount:  § 0 $ 60,000.00 $ . ‘0(). DOOXQ: /&0,()(:0 =

Current Budgeted Salary Proposed Budgeted Salary Net Change '

Position to be funded from one of the following:

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

X other FY 2015

POSITION Type: N

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 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 Lzrq’@/ Exempt IE
Non-Exempt IZ’ Non-Exempt &
" ]

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

Coordmadfor o puerae pocd fm?m—;na— st~ Aove feers prctiatod

e

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.

sdfsdfsdf

Qoo attoched

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

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

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

DEPARWMENTHERD

DATE /

:/43,4/5”

FUNDING AVAILABLE IN DEPT. BUDGET

B’Y/ES [ wo

2. PTG stgborg [ ) '/ 4 /iy 4 ”
AUMAN-RESOURCES DIRECTOR = ToAE /° PERSONNEL PROCEDURES COMPLETED ~Yes [ No
3. DA /01412015
BEPARTMENT OF BUBGET & MANAGEMENT DAYE © BUDGET PROCEDURES COMPLETED Cr'yes [ no
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personne! Adjustment Request Form
Revised: 8/7/2007




Hmarco County
Personnel Adjustment Request Form

JAN 2 3 201

DEPARTMENT NAME/NUMBER: DATE! 2_3- 15 RESOY:

350/WIC , "
CURRENT POSITION TITLE: ‘ CURRENT SLOT. #: ., -
REQUESTED POSITION TITLE: Account mﬁ vd

(For new positions or reclassifications) Grants A N 4 Superv1sor

REQUEST FOR:
&l New Positlon [} Temporary Position [l Pposition Reclassification* | Other
*Civil Service Posltions are submitted to the Civll Service' Commission.
POSITION SALARY REQUEST:
Salory Amount: § 0 s _60,000.00 s & (p0,000.00
Current Budgeted Salary Propused Budgeted Salary - Net Change

Positlon to be funded from one of the following:

O Current Department Budget [1 Annual Budget Cycle | Will Require Additional Funds
& Other FY 2015
POSITION Type:

Full Time Employee E Part: Time Employee [:I
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporaty D 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 JZ] Exempt L___X

Non-Exemnpt @f‘) Non-Exempt ’l ‘

N/A ' D

JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request Is essential) W 2 Z
Qoo vibrty ptrommml

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.

sdfsdfsdf e lle S
QDo alf

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

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

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

L
' FUNDING AVATLABLE IN DEPT. BUDGET [5455 [ no
PERSONNEL PROCEDURES COMPLETED [@-Yes []no
3. o7 B L OLAR[Ao(s J
DEPARTMENT OF BUDGET & MANAGEMENT DATE * BUDGET PROCEDURES COMPLETED Bl Yes [QnNo
4.  COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: 8/7/2007




HIDALGO COUNTY WIC PROGRAM

COORDINATOR V

GENERAL DESCRIPTION

Performs advance (senior-level) coordinating work by providing oversight of designated
county program/department. Responsible for the supervision of the department’s
activities, staff training, and coordinating other duties as requested by upper
management. Makes decisions on employee selections and management, team
decisions, client complaints and program policies interpretation.

EXAMPLES OF WORK PERFORMED

Interviews, selects, and counsels employees for programs and/or department

Assesses employee job performance and participates in the evaluations process

Provides department assistance as needed

Coordinates area activities, staff training, public education and/or outreach activities for
quality assurance

May perform high risk counseling depending on department assigned

May oversee customer satisfaction through the performance of patient flow analysis,
surveys, and direct observation

May provide program information to health care providers and/or other community
organizations depending on department assigned

Assists with the development and implementation of policies and procedures that guide
and support program services

Assists with the monitoring of a performance based budget
Promotes program and/or department services throughout Hidalgo County

Act as a department liaison to community and professional groups to coordinate,
improve, and stimulate interest in the assigned program or activities

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

M
Approved by CC on 2014 Page 1




Experience and Education

Minimum five (5) years of experience in department coordination, business
management, or a related field related to the specific program or department with four
(4) years of supervisory experience required

Graduation from an accredited four (4) year college or university with a Bachelor's
degree in public administration, management, or a field relevant to the assignment is
required

Master’s degree

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

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

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
Position may require certifications and/or licenses depending on department assigned

Knowledge, Skills, and Abilities

Knowledge of local, state, and federal laws related to the program area; of public
administration and management techniques; of statistical analysis processes; and of
program planning and implementation

Ability to gather, assemble, correlate, and analyze facts; to devise solutions to
problems; to prepare reports; to develop and evaluate policies and procedures; to
communicate effectively and to supervise the work of others.

Good verbal and written communication and presentation skills
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.

0O
Approved by CC on ,2014 Page 2




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 assignhed equipment

« communication with others

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

T e ]
e s =

Approved by CC on , 2014 Page 3




HIDALGO COUNTY WIC PROGRAM

GRANTS ACCOUNTING SUPERVISOR

GENERAL DESCRIPTION

Performs complex (journey-level) grant management activities; Under general direction,
plans, directs and manages activities related to the development, negotiation,
monitoring, implementation, auditing and evaluation of grants, grant contracts, and
program practices for a department or division.

EXAMPLES OF WORK PERFORMED

Researches and identifies sources of external funds and assists in the development of
orcreates proposals to secure funds for new grant opportunities and grant renewal
opportunities

Interprets and/or develops policies, rules, or regulations; provides guidance to staff and
the community regarding grant administration, policies, and procedures; and resolves
related issues and concerns

Sets and implements goals based on the County strategic plan goal to increase the
revenue resources for the County

Coordinates pursuit of grants with County Departments

Develops work plans and time lines to ensure submission of federal grant applications
and program reports in a timely manner

Assures compliance with conditions of grrants by monitoring and analyzing agreements,
contracts, expenses, and activities, as well as federal and state regulations

Obtains and analyzes project costs and prepares budget justifications and budget
revisions for federal grants

Initiates and coordinates cross-functional workgroups composed of internal and external
stakeholders to develop program objectives, work plans, and budgets

Serves as a liaison between the agency, the State, and grant funding sources by
attending meetings, responding to information requests, and resolving issues between
parties involved

Maintains files and records and prepa‘res reports related to grant activities
Prepares letters of intent and grant applications

T e ]
Approved by CCon 2014 Page 1




Ensures full utilization of grant funds

Initiates budget developments and revisions to ensure efficiency and effectiveness of
grant services

Coordinates grant closeout activities by ensuring reports are submitted to grantors;
ensuring all grant funds are fully utilized; liquidating all unused budgeted funds;
confirming that all grant funded equipment is accounted for

Devise performance measures and processes/systems to manage data and measure
performance

Ensure compliance of grants and contracts with the terms and conditions and all
applicable, state, and federal requirements, including researching and obtaining
technical assistance related to grant requirements

Responsible for the full range of supervisory activities including selection, training,
evaluation, counseling, and recommendation for dismissal

May train others
Performs related Work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Four (4) years of experience managing, reviewing, monitoring and/or negotiating grants,
contracts or other similar documents

Graduation from an accredited four (4) year college or university with major course work
in public administration, business, or a related field; CPA

Experience and education may be substituted for one another

Knowledqge, Skills, and Abilities

Knowledge of laws and regulations pertaining to grants and contract administration and
of research and budgeting processes

Skill in grant and report writing and budget development
Ability to interpret guidelines, policies, procedures, and regulations; to evaluate fiscal

data for reasonableness, necessity, and conformity with grant requirements; and to train
others

T T e e ]
Approved by CC on 2014 Page 2




PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job

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

The employee must occasionally lift and/or move up to twenty-five (25) pounds.
Specific vision abilities required by this job include close vision and the ability to adjust
focus ,

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

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

e sitting for extended periods of time
e standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

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

Effectively handle a work environment and conditions which involve:

o 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

- ]
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safety regulations

- _______|
Approved by CC on ,2014 Page 4






