Qj_,CEIVEO
Hwavrco Counrty
Personnel Adjustment Request For FEB 12 2016

DEPARTMENT NAME/NUMBER: p 2 -2 (084) DATE: 0211012007, I ¥

CURRENT POSITION TITLE: CURRENT SLOT, #: 006 (Proposed)

REQUESTED POSITION TITLE: Assistant Court Coordinator
(For new positions or reclassifications)

REQUEST FOR:

New Position D Temparary Position [] Position Reclassification* [] Other

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

POSITION SALARY REQUEST:

Salary Amount: & 0.00 $ $30,564.00 s 30,564.00
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

Cl Other 9%

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 I:l $
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS:

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

CIVIL SERVICE: FLSA:

Exempt Exempt D
Non-Exempt D Non-Exempt
N/A [:]

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

Requesting an additional position due to the high level of workload in the court.

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 jcb 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 RESQURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

‘)D.: I L= [s— FUNDING AVAILABLE IN DEPT. BUDGET I:] YES [zf__NO
D:’ l PERSONNEL PROCEDURES COMPLETED YES E] NO
| (3
DEPARTMENT OF BUDGET &' MANAGEMENT DATE l BUDGET PROCEDURES COMPLETED D YES D NO
4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
D8M 2007-001

Perscnnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY JUSTICE OF THE PEACE 2-2

ASSISTANT COURT. COORDINATOR

GENERAL DESCRIPTION

Assists the Justlce of the Peace by overseeing oﬁ“ ice operatlons and workﬂow Must
handle a, vanety of: clencal cpordmatrng, and bookkeeplng functions. Work is perfon'ned
under,the adm|n|strat|ve drrectlon of the: Justlce of the Peace ; ,

EXAMPLES OF WORK PERFORMED o Coeh

Greet the. general pub "‘€¢~answer telephone calls Greet c1t|zens/clalmants determrne
the problem ASS|sts /i l'_i_’;f|l1ng procedures or refer cmzens udge proper agency, or
proper court Deal AW|th‘|rate Gitizens/claimants, as necessary\ ' : ‘

Enters all tlckets hot checks juvenile complaints, mental health" commltments mquest
information and autepsy results administrative hearing, crvrl {‘small clalmls and: forcrble

detained; actrons i the County System or docket. ASS|gn n'umbers to each lcase

S, T‘“ el Judgments executlons
sequestratlons garnlshments cap|as pro fine, make up judgments for srgnature “Make
entry of all documents |ssued |n _ach case onto docket sheet makes covers and files

; 3 ke ,/ L :.:'
Prepares warrants* subpoenas summonses, crtatlons,/ab

Collects all fees arid flnes and 1 € '"gr all agencres who: file in this
precrnct -Issue recelpts for all’ flnes andlor ifees and post onto correspondlng docket
sheets and f les vt

Makes reports of all fines and fees coIIected by the County Separate reports to Parks
and Wildlife and issue checks to proper agencres

Prepares and mails monthly statlstrcal report to ‘Judlcral Councrl of all cases filed,
dismissed, disposed of, civil and small clalms étc

Prepares and makes bank deposits whenever Court Coordinator is not available

Schedules cases for hearing and/or trial. Notifies all parties of hearing/trial date, either
in person or by mail, including the attorney(s) representing the plaintiff or defendant.
Makes copies of citations for attorneys

Resets cases for trial depending on documents filed
Keeps inventory of all supplies and reorder when supplies are low

e ——
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Sends warrants, summonses, capias, etc. to proper agency for execution
Make docket entries based on status of cases

Receives and stamp dates: aIl mcomrng marl

Keep and/or make coples of death records and oId blrth records o
Makes certlﬂcatlons on records for Judge to srgn |
Prepares correspondence at Judge s request

t

Schedules weddlng appomtments prepares certrf cates and- forwards mamage ltcenses
to County Clerk for recordmg' L h :

Transfers fi Ies when dlsposed of to storage boxes returns s to frle or storage

Accepts appeals on aII cases when properly applied. Ma_r
all documents before sendlng to County Clerks "'-_fz.: ‘

ra f}cnpts and coples of

1
Prepares the State Comptroller’s quarterly report and |ssues check ﬁo‘r moneys owed to
them :,\ : LN :

Prepares bank deposﬂs on a: dally and timely basis as mandated\,by the Hldalgo County
Audltor’s Ofl‘ ce 5} '*. A :

Regular attendance o S
Ability to work well WIth others l:;f:t L
Other dutles as assigned |

GENERAL QUALIFICATION GUIDELINES |

Experience and Educatlon

Graduation from a high school dlploma or equnvalent (GED)

Two (2) to three (3) years experience in legal system

Must have good computer skills

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

Good communication skills

Certificates, Licenses, Registration

{0 S P S
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Must have a current valid Texas motor vehicle operator’s license and must have liability
insurance

Must be able to be insured by the County’s insurance carrier

May be required to be a No’tar‘y,_Public‘ |
May be required to be bondable
Knowledgé, Skills, ‘and Abiiities

Employee may be aSS|gned other duties in addmon 10 those. Ilsted and du’ues may

VVVVVV

PHYSICAL DEMANDS

The physrcal demande descnbed here are representahve of those*that must be met by

Whlle performlng the dutles of this job, the employee is reqwred‘to S|t and use hands to
flngers or feel objects tools or controls. The employee is requrred‘tp stand walk reach

focus ‘ Lt Lo

WORK ENVIRONMENT

The work environment charactenstcg "é 'ibed here are representatlve of those an
employee encounter whlle performlﬁg" he essentlal functions of this job.

The noise level in the work environment is usually moclerate.
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
¢ 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

m
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Effectively handle a work environment and conditions which involve:

e working closely with others
e workingina multl-task enwronment

Maintain effectlve audlo-wsual dlscrlmlnatlon and perceptlon needed for

maklng observatlons 7
readlng andwriting
:_operatlng assigned equment o o
communlcatlon with:others . L -
i requ;red 1o follow the ,;__ldalgo County Acc1den E’*reventlon Plan and department’
if‘\safety regulatlons S :

o O® o @ e
;
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Procedure: ' BAP-PA.1
HipALGO COUNTY, TEXAS Page: 1of1

ADMINISTRATIVE POLICY MANUAL Date Authorized:  09/11/2013

Supersedes: 06/25/2013

BUDGET AMENDMENT POLICY — PERSONNEL-RELATED AMENDMENTS

PURPOSE

1

The purpose of this policy is to provide budgetary guidelines pertaining to personnel-
related actions, in accordance with Texas statutes and local requirements; to set forth
operating principles which minimize the cost of government and reduce financial risk;
and to maintain financial structure of the County for present and future needs.

SCOPE

2.1  This policy applies to all positions funded by General Fund revenues that are not
statutorily restricted or designated for a specific purpose (e.g. record archive funds)

BACKGROUND

3.1 During the County’s annual budget process, Elected Officials and Department Heads
petition the County Commissioner’s Court for the required number of employees, the
title of the positions, and the respective compensation. The Commissioner’s Court then
determines the number of employees and authorizes positions during the adoption of
the County’s annual budget. The Commissioner’s Court sets the amount of
compensation, office and travel expenses, and all other allowances for County and
Precinct officers and employees who are paid wholly from County funds.

POLICY

4.1  After the Hidalgo County budget has been approved and adopted for the ensuing fiscal

year, Commissioner’s Court may amend the budget to permit an emergency
expenditure in limited circumstances only. Therefore, Commissioner’s Court will not
consider requests for changes to increase the number of budgeted positions or increase
the compensation paid to each authorized position within a department/office until the
next appropriate budget cycle. Personnel actions, including but not limited to requests
under the County’s Personnel Policy Manual, Civil Service Commission Rules, and Law
Enforcement Pay Plan are permitted, so long as the personnel action requests are in
compliance with applicable constitutional or statutory provisions.




