HmaLco County
Personnel Adjustment Request Form

JAN 30 2015
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DEPARTMENT NAME/NUMBER: DATE: 1/29/2015

DISTRICT ATTORNEY ()%))-0(3

CURRENT POSITION TITLE: N/A CURRENT SLOT #: - - Db O
REQUESTED POSITION TITLE:  EXECUTIVE ASSISTANT I
REQUEST FOR:

New Position

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

|:| Other

|:| Temporary Position |:| Position Reclassification*

POSITION SALARY REQUEST:

Salary Amount:

0.00
Current G&S/ Budgeted Salary

39,500.00
Proposed G&S/ Budgeted Salary

39,500.00
Net Change

Position to be funded from one of the following:

Will Require Additional Funds

I:l Current Department Budget D Annual Budget Cycle

I:l Other

POSITION Type:

[]

Full Time Employee
Object 113

Part Time Employee
Object 114

Enter hourly rate for temp. positions

[1s

Full Time Employee 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:]
Non-Exempt [:l Non-Exempt
N/A ]

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

THE POSITION IS NEEDED TO FULFILL THE OFFICE'S STATUTORY DUTIES AND OBJECTIVES.




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 %\)d%,n.-’( Aot ndment Po\lay

1\')—“ I ] ’/- FUNDING AVAILABLE IN DEPT, BUDGET

T
ate

/ PERSONNEL PROCEDURES COMPLETED

Dati

[ ]

YES

|

YES

COMMISSIONERS' COURT APPROVAL Date

HIDALGO COUNTY

DBM 2007-001

Personnel Adjustment R




HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE
EXECUTIVE»:ASSISTANT I

Lo

GENERAL DESCRIPTION

Performs advanced (senlor—level) professronal assrstance work for :an executive; Work
involves coor: ,‘i]atmg or overseelng high-level admlnlstratlve operatlons of the County
or department May Jassigh and/or supervise the, work “6f - other. ,,"’,‘Wor under limited

supervrsron wrth conS|derabIe Iatrtude for the use of rnltratrve and mdepen e t judgment.

jrpose of _devel6ping
. ontrlbute to the

i

Coordrnates work wrth other governmental agencies and, prrVa e

May assust the executrve wrth general human resource management actlons

May assist i in budget preparatlon L e o 3

May assign and/or supervrse the work of others
Performs related work as assrgned vi.f”: ‘
GENERAL QUALIFICATION GUIDELINES
Experience and Education

One (1) year related experience

Graduation from an accredited four-year college or university with major course work in
business administration or a related field
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Two (2) years of experience may be substituted for one (1) year of education

Knowledge, Skills, and Abllltles R

Knowledge of accepted " busmess practlces and procedures involved in providing
services and of appllcable rules regulatlons and poI|C|es as weII as related legislative
and legal practlces and procedures - .

Abrlrty to communrcate effectrvely, and to handle hrgh level admlmstratrve issues, to
assign and/or supervrse the work of others ‘ : .

Ablllty to analyze and solve work related problems |

PHYSICAL DEMANDS SER -

The phy3|cal demands descrlbed here are representatwe of those that must be met by
an employee to successfully perform the essential functlons of thls jOb ‘ «

Whlle performmg th { dutles of this job, the employee is regularly reqmred to talk or
hear: Theeemployee frequently is required to stand. The ‘ﬂem'ployee is occasno aIly
requrred to walk; Slt use hands to find, handle, or feel objec _cols or controls reach
wnth hands' and arms cllmb or balance; stoop and kneel. ; .

i

The - employee must occaswnally lift and/or move. over. 25 pounds Specn° ¢ :vision
abilities required by thrs jOb rnclude close vision, depth perceptlon and the ablllty to
adjust focus. , RSO A L

WORK ENVlRONMENT

The work envrronment charactenstlcs descrrbed‘here are representatlve of those an
employee encounter while performlng the essential functlons of this jOb

The noise IeveI ln;the work envnronmentvrs usually mo,derate.

i

SAFETY REQUIREMENTS:.

Maintain physical conditions approp‘riat‘e; to }th'e 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
¢ demonstrating intellectual capabilities

o T T T — . e ]
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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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