HIDALGO COUNTY TAX OFFICE

SCGFFLAWDEPUTY CLERK|

GENERAL DESCRIPTION

Performs moderately complex (journey-level) clerical work Work mvolves support tasks
prlmanly mvolvmg customer service: and clerlcal activitiés. whlch may include:
processing inquiries and. requests for” mformatlon entenng and ‘maintaining data,
cashlerlng Works under c se“supervrsron with mlnlmal Iatrtude for- the use of . lnltlatlve
and mdependent judgm i : : : : :

Assrstlng in the Admlnlstratlon of Scofflaw Program. WI|| aSSIS wrt overall responsrblllty
of’ one or more ,IT‘ Sts - in” i ing . plates with  Texas
Department Of Tra nsportation. Compile and analyze data‘-f th artment Of Budget
and Management for Scofﬂaw Collections. R , -

EXAMPLES OF WORK PERFORMED

Hold offenders fmanmallyaccountable

Increase collectlons of ‘ and fees owed to County T

Verlfy driver's llcense W|th Scofflaw Database. program |n“order to see if the customer
owes an outstandlng fihe. before selhng regrstrat|on renewals -

Answer questlons regardmg customers wh alled to pay outstandlng fees and fines

Train employees on the Scofﬂaw program and explaln why we cannot register their
vehicle .

Explain what steps need o be taken before they can reglster thelr vehicles

Communicates with Justice of the Peace who setup partlal payment plans, dismissals,
appeals, Judicial Action or Clerical Corrections for customers

Ensure all Scofflaw Denial Notice/Release letter have been collected

Ensure all subcontractor customers are not on the scofflaw database before registration
is to be processed

Report and Measure Program Success on how many accounts are cleared and how
much the office helped collect in fines
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Report on how many outstanding records fines have been denied and reported on the
loss of time and money in registration fees have been lost due to scofflaw registration
denied

Audit employee scofﬂaw..dériials" :

Performs general clerrcal .duties as requrred mcludlng fi Ilng, rndexmg and recording,
making coples sortlng, stuffrng and miailing documents RN

Enters rnformatlon on offlce records to the computer and retneves rnformatlon to
respond mqumes PEE ‘ . L

processmg software 74

Assist the publlc ln person or by telephone, convey mess make"‘gtelephone_}.cals,
faxes and dlstnbut : mall A T

Ablllty to work well wrth others

Regular attendance sa must

Performs related dutl' as irequired

GENERAL QUALIFI ( lON GUIDELINES

E_perlence and Educatlo'

Graduatlon from a hlgh school or equryalent (GED) plus two (2) years of general office
experlence or an equivalent corhbin ,.t|on of: expenence and training whlch provides the
required knowledge skills and abrlltles

Two (2) years of experlence may be substituted for One (1) year of~edUcation

Bilingual (Spanish and Engllsh) wrth the ablllty to converse fluently in both languages

Certificates, Licenses, & Reglstratlo ‘

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

Ability to read, interpret and accept documents such as safety rules, operating and
maintenance instructions and procedures manuals
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Ability to fill out reports, answer routing correspondence and speak effectively to the
public

Ability to deal with problems mvolvmg several concrete variables in standardized
situations :

Ability to operate a computer typewrlter and other basic offic ice equrpment

Employee may be assrgned other duties in addition to those Ilsted dutres may change
accordlng to the changrng needs of the county | < e

PHYSICAL DEMANDS

The physrcal demands des cnbed here are representatlve of-'ithose that must be met by
an. employee to successfully perform the essential functrons fthisjob. " -

Whlle performlng the dutres of this job, the employee ‘is. regularly,reqwred to. talk or
hear The employee frequently is required to stand. The e yee is occasronally
required to walk; -sit; use hands to find, handle, or feel objec ols or controls; reach
W|th hands and arms cllmb or balance; stoop and kneel. " 4070 S

The employee must‘-occasmnally lift and/or move over 25'; unds SpeCIfIC ylsmn
abilities requrred by: ‘ ob rnclude close vision, depth _,ptron and the! ablllty to
adjust focus RN > , . .

WORK ENVIRONMENT

The work envrronment characterlstlcs descrlbed here are. representatlve of those an
employee encounter whlle performlng the essentral functlons of this job. ‘

The noise level in the work envrronment is usually moderate
SAFETY REQUIREMENTS

Maintain physical condrtrons approprlate to the perfon'nance of assigned duties and
responsibilities which may includé the following: -

¢ 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
o demonstrating intellectual capabilities
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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:

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

A T T T e T i e o= e T T T )
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HIDALGO COUNTY TAX OFFICE

GENERAL DESCRIPTION

t.,-,« i N i i
Performs complex (semor-level) managenal work overseemg.xthe county departments
overall performance Serves‘as “the Chief of Staff: for maJor\countyWIde elected offices
“and fulfils all of ~the Electgd Official's dutie$) ‘m ‘their absegce Oversees all
admlmstratlve and person gl \matte[ lncludlng i fc_ewle\iyj‘ng hlrtng“,flrlng,cass19n|ng
, dut|es/xand repnmandlpg‘i@th I admlnlstratlve dut fstlnclud\e soverseemgr»alledlwsnons
Wlthln; the 3Elected “ ; s-Qff s ) ‘f‘odem, proféssional and
=the office. Handles all- corq mts}(rom the‘*pubho and

s any other functions requested?bﬂhthe EIected Off Cial. ¢

\, \\ \‘ Q)
y( ?

L f‘ihv.{ K 2 ‘ 4
N ¢ i :
S t@-n ] ers promotlons nd

f‘\
: Recommends to™ ElectedJ OfflClal hiring, disciplinary actlon

Oversees specual |nvest|gat|ons re

-a)‘

£

I

Maintains department compllance

k‘y:

Will serve as the liaison between’ the‘" Ele'"cted O‘fﬁcial’s office and the software provider
~ for the office

ith County POIICIGS state and federal laws

Performs all other related duties involved in the operation of the business as assigned
or required

GENERAL QUALIFICATION GUIDELINES

Experience and Education
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Minimum of seven (7) years of experience in office administration with minimum four (4)
_year of supervisory.experience .. . .

Experience in government enwronment O G
‘a‘ “, .‘l\n I"

bR

- Graduation fromlanv accredlted four":'(4) year co lege or unrversrty in accounting,
business admm:stratlon,t,pubhctadmlnlstratlon OF- other related freld“’ 5‘

S
pL

Two (2) years of related experlence may be substltuted -for one (1
: educatlon-wlth a’ maxumum substltutlon of two (2)? years :

(Engllsh/Spanlsh) Wlt- 'the ablllty to con\verse fluentlysm both Iangﬂ"ages

| Brhngual

Must have knowledge of compute?s ands‘preadsheets

Must have previous supervisory experience

General knowledge of city, county, and state government is required
Ability to assist the public in person or by telephone

Must have good writing and communication skills

Must be well organized
S ——————epeety
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. Ability - to. work..well. . with others . including..vendors, department employees, elected
officials, and departments heads

PHYSICAL DEMANDS - S .
“The ph slcalwdemanzis,descnbed here are representatlvé of. those that mUSt be met by
~an emp oyee to successfully pe[férmc‘the essentlal fUnctuons of 1 thls Job‘»' N

o

‘\3 ,‘1 f‘ -, »{
""" iy )'

_ Whlle performlng the( dqtfe,
' *The employee» freqi (i

i \. \./
_ f~th|s jOb the e\rﬁ‘ployee ls\';egularly\ requLed to talk or
't'ly"ls requnred to stan*' émployee is” occasionally

tools or coptrols*ueach

The A ‘rgployee mus;/ occasxonally lift and/or move ovér‘“ 25 po n Specmc v:snon
abllltles requured \by hIS jOb include close vision, depth perceptlon* and the ablhty to

e :
“ w \ PR3

Maintain phys:cal condltlon&appropnaf’&io Ehe berformance of assugned dutles and

>

, responsnbllltles Wthh may lncFudeﬁthe followmg K

| Maintain mental capacity Wthh permlts:

+ 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:
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* making observations

.. - ... reading and writing . .
» operating assigned equment )

» communication with others? & O G
. reqwred to follow‘the’ Hldalg "*Cpunty A cident Preventlon Plan and

T S

o
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' GENERAL DESCRlPTION

~reg é?

:go% coordlnatlng anp =V
; budget requests Plans, gass;gns*‘and supervises the:w
- of cashlenngrprocedures forswhich gmdelmes exnst:b"ut

HIDALGO COUNTY

MANAGIIHERV TAX COLLECTION SECTION

‘w &

I P LN
z N

o d e OV i

‘ i1y -\ s

Performs %moderate\ly co plex gourney-level) managenal work\o*i‘?érs\,elng the daily
operatlogs and‘ﬁaa,ctlvtles ?f 3 County departrnent’s progrem(s Weork involves
establ‘%shlng goals sand objectveswdeveloplng gwdehqes proced res @rules, and
i’ons developlng,?schpdulesf p;prltles an standa ds for h%%\d" g)eStablished
e\‘/’a]uatlng _program actlvmes.and‘@ exelo eValuating

oflgp,.ot ers. Perf’orms aivariety

i Jiggmenh(r&quejmy is

requured in non- ro‘utlneesnu’"tions and/or specialized s“ubje%tlkqo

! J ‘ r;: )
1 1 ,‘) -I il.‘“ﬁ';':{ @
: EX’AMP}ES OF: W@BK PERFORMED R il ;
) (5 g % “‘# ‘Q “’f “1" ) ”;.4 b ’;x
Supervns‘es tax Offl?el computer operations and personnel N, A} \ s ;
Y A
: I{ﬁ"t'e“r\‘he“\'ff/s appllcanfg‘?for en;pployment evaluating, trainln? emplg)?e"és
: A .:') o o :E."?.;;“‘EZ')‘,M g‘j’
j Mamtams*pérsorlnel (ecords, ,tlme cards and processes;’tl p' etsy “lts“"é"ﬁy.ﬂ,njury
. orfiliness reports toeRlsk*Management when accndents or; W ﬁ,/;\;;;;;
& \ RN *’s. Y Al i iy’ O
Travéls to and attendS\traln ) fo gs;esasem;nars# and&ot I meetlngs when requwed
Q"—L ", ‘~,,~,g‘,..7 - e y’/' "ﬂ/ h“ ﬂu}

- Must comply with aII~Board of Tax Professnon |

»Examlnersarequlrements &

F)

Wf”"""“

‘w

1 R @
- Coordinates computer workLoad W|th othervrsupewlsors“ln order to gpsure that all

i deadlines and' requnred computeﬁgeperated reports,are accurate and cémpleted timely

o é;;‘

l ,S.

Evaluates specifi catlons for om'uter equnpment:and«supplles' 6ﬂrchased throughout

the year

. ; ,".?, &
- Responsible for keeping track of sup'plie's""an‘d’ o}deﬁng supplies when needed

Maintains budget reports and payroll reports

Assists with the effective rate calculations, publications, and filings of county and state
required reports

Keeps track of title companies remote users access fees

Reviews and answers correspondence, composes letters and office forms

S —
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Oversees that state, county, and other entity reports are belng prepared and transmitted
_-t|mely-._ e el

E Supervises personnel in acc%rdance ﬁllt;}d Vil Serv:ce Manual
: @ Gows % TR
' Oversees that all returned c‘hecks are*”belng prq&cesged “%:;""‘x, ) @
s L "‘" i, \ '.ff ;
&3 °"~ ‘{\J W
" Must keep l:gy wnth‘\all Leglslatlve,changé"s“éhd Tules. aﬁéd keep Perso‘#%l informed
y o '-“_ ‘r%' \( @

o @
\:‘ .m \'\ ‘0 3 @
. \\ ‘aé\

-~ Visits sqb’*’statlonsmnJ awregular ba3|s
] r‘*w?s N
Dealsﬂmtﬁlthe pu/b/ and heLpnng empLyees solye p .oblerQs vylth taxpayers }n‘izperson or

‘H.’

by telephone conveys ,messag’e’s and makes teléphohe’ ca&l_s&g\

E] wﬁé,...\ Ao v,‘w“u... -k i t.“ @9
WorkLsd*ézclosely wkthklmternalssfandp external audltors schooiﬂ)a city, p E nnej and
delinquent tax atterne’ﬁ[s o b Ny “3 \
; @ o -’ = s o it o | éﬁé \ ¥
' Must, 'haj/e,/ goodgﬁjudygment be -courteous, cooperatlve,‘ {“ "”*’aﬁ go de atten gﬁnce
| recor “ahdibe p[opm"ly dr’essed for the job’ P , E, o

't..\;-.

u,vﬁi 1 ¢ /’..Wv ) X . \ &
, Mt?m t be. able to*gerj?r{'n copsustently and effectlvely under g, ; eme]

Mu tobserve on‘rules and safety procedures
& o -‘;x’ ‘ I . \ \“E fv’ hY
ik LY L. 5 h\\ ;5 \\{ ‘i'

| EnsEres that ofF ceals.éﬁ"e;l_agq ope rat|onal during aII,
N 'w.if-‘ﬁ '4 ;
Mayéperform other dUthS: Zgh

A crossftrammg ‘\v S 8

: ,ag .. &
GENERAL QUALIFICATION _GUIDELINES

N

- Experience and Ed(lcatlon-'

.n,

L A
Four (4) years of experienc‘é i offlce admmlstra io r'*e'related field with minimum one
(1) year of supervisory experience =

Experience in government environment

Graduation from an accredited four (4) year college or university in accounting,
business administration, public administration or other related field.

Two (2) years of related experience may be substituted for one (1) year of the required
education with a maximum substitution of two years.

e ——————————————————————
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Must provide letter of recommendation from previous employer and copies of diplomas
and certificates of achievements .~ = ... . . .. o Lo

 Certificates, Licenses & Regrstrati&r’r O & @ B g .

| e {i, / "% ¥y
+ Must have a curre{ttfi/alud\Texas motofivehicle operator sthcee’nse. @

5 & = W W B “’"ﬁ fﬁ%i'“?

. Must be ab:{e fo bexlnsured“by the Cotifity’s ifsurance carrier

. @ r« \ = ,, .\v.‘\‘ )
Knowled‘g’e, Skllls.rancl Abllltles Nl e

» W lf oS N
Ablllty tozggrjead and nterp et. documents “Stich- ‘as‘e

. ll ‘\‘ -. »

; mamtenance mstructupp apdfprocedure manuals ~\ﬁk

| LGN -

f Ablllty tozwrltefrou |n rep”ortsaand correspondence%

: Ablllty to, speak

&5y ‘\‘5" l x
¥ t’ r_‘) ,7‘ { f

yltlply, and divide |n all units of measur

¢decrmals , )

_,iJ R
L N

Ablhty tovcompute»‘r‘x,es,, :’af ios, and percents to draw and mterp 7 .
: { ‘»‘ ‘s @
‘ ABl(tyjtoﬁapplytcomﬁo{I <sense understanding to carw;}g ) F; {str;gctlo f‘furnlshgd in
i wnttén oral, or d?agfam‘iwform‘gr . /’\ { ,."f ' m .g,/@g
* Ability to deal W|thtproblems mvolylng several’ concr te varlables in standardlzed
' situations o i Lr Y @

‘5};‘ \’ . & ﬁ’ r/‘/
- Employeg:may be assigned othe_r@dtitres}ln. _‘ﬁdlthn to thoserllsted Dutle%may change
~according fo the changlna‘needs of the'C Countys ELD > £

e, ~-_\“‘_ . --""""w‘:". ) g2

- PHYSICAL DEMANDS ¥ e ‘ @

¥

& . S K K x&
- The physical demands‘descrlbed here areirep esentatlve of 'those that must be met by

A

an employee to successfully® perform the es?sentlahfunctlons of this job.

fu; i

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:
————— o ——————————————————————————————————————————————————————————
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.. The work environment characteristics.described here_are_representative.of those.an... -

- employee encounter while performlng the‘.essentlal functions of this job.
: i 5 €W Do %

S wa !:_9 n
(

. The noise level in the work’i‘enwronment,ls usually mpd grate.,
: »r‘ ‘g ‘“ g At

- 5 By v 4

. SAFETY REQU,!,REMENTS oo o

I SN
d \ WQ.‘ “‘_‘,,,.o -

M e

: Maintain phys;ca cond\nons'appropnate to the performance of# S
: responstbllltues Wthh may mcludé the followmg '
: Ry o -

ﬁi’s ‘ )
iy

j I\/Ifgmtaln;me7tal c\p

o o ma'};mg ég;hg% emsuons and usmg good judgmep

fi,“z onstrating i tellectual capabilities ,_m Nl

: ; \1‘ \t:‘j;‘gj ‘, \‘:\s \ i ;.F

- Effectively ! andlena‘Wdrkfénwronment and conditions whlch mﬁo e;
F.»-u\ y t { y

:

~; N
: @}\. xo} e t L »
LB Y3‘*wo kmg close!y \(wgf\ others } AT
AR wortqng in a@ultl-task environment . 1% @5
. 9,,‘\‘,.. S ‘»-@f\f 1(,\ ; f %&3%@\
: 't;x' ¢« Fod ;‘ / ¥ ’!.-—,“
- Maintain eﬁectlvexaud36§V|“sg?I al discrimination and p perceptione€ded foy! k%h%,/@,
' 3:; \ "“'““gﬁ},\w" YA /i i}%i':‘%' -
" i o €2 7 ‘/‘:, M ‘-:j'?g? @
I - '/ J @
3 < it
SRR 3 oy

sioperating ass:gned equmen
» ddmmunicationwith otﬁersvw :
. requured to follow the Hldalgo~Coun '\Acmdent Preventlon Plan agd

department’s safety: regulatlons et &

T ———
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HIDALGO COUNTY TAX OFFICE

S ees that all’ employees
ilviogs i‘ln by thesub —

\

all employees attendance records, annual and srck\
i RS
1 ‘L ‘* } 3!_}/ e

-

Interviews 1 new appllcants fonemployment after vacancy is created

e

P
e o b i ¥ e

Recommends to Tax Assessor/Collector appllcant for employment

e

- Resolves problems that may arlse at the, counter __.anywhere W|th|n the office

Sees that the public is well treated at aII tlmes o

Sees that all reports on the following are made on time: Auto Registrations, Liquor and
Beer, Cash Variance, reports and other miscellaneous reports like commission on soft
drinks and vending machines. Liquor permits to be checked with employee responsible
that all permit renewals are handled in time for payment

Sees that supplies are on hand at all times

Sees that the budgeted monies are not overspent

O
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Prepares the new budget

4' Sees that equrpment |nventory is up to date

4
& 5 90 u & 35 &5 e

Sees that all i mcomlng rnafi |s processed ona dally basrs K

Tax Collector’ saHearlng,% Upon petltlon for a" hearmg, appllcant |s .advised to bring all
- pertinent infofmation requrred to-set"thé hearing.... A prepared brochure is given to
applrcant to follow procedures

Posts éﬁallaretur ed checks and;sees that they are paiduf not, places caIIs and follows up
by letter requestlpg paymenty;»

5 Departmer\rt“”of Trans ortatlo -
court or Drstnct Attorney- &”Qﬁiéé“ o~ 7\. po

L i

‘ Answers correspohdence 'that is addressed to the offlce a%t_
answered p;ropertyzand ‘promptly

,e
F ]

ik ) T
Makes sure thatrallf past»du e Beer Permits are renewedx ndiau horlzed\,,afte b eing

;{ A i
: requested by Tax'Assessor/Collector or by the Alcoholic Beyeragge Commrsswn

B .
R Y

' GENERAL QUALIFICATION GUIDELIN“ES”

Experience and Education’

Graduation from a high school or equivalent (GED) with courses in typing, plus a
minimum of one (1) year of responsible clerical work experience, preferably with a
governmental entity

Any equivalent combination of experience and training which provides the required
knowledge, skills and abilities
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BBA Degree from a four (4) year accredited College or University in Accounting

Blllngual (Spanlsh and Engllsh) W|th ablllty to converse fluently in both Ianguages

Y \ 1
k.z —'\ & l

Must have a cuqent Valid. Texas motor vehlcle operator S‘Ilcense

PP VT S

IR

AN \
lnsured by the County ] msurance carrler

Provlde copre}s of d|p im!

L35

Tk oY l’

. k A &k
Knowledge,’ Skllls"l ‘al’ﬁ1 Abllltles

Employee may be assrgned other duties in addition to thos \
accordlng to the changlng heeds of the County N

&

automated ‘mail met /processor calculator, typewriter, coprer facsrmlle rnachlne cash
reglster and electron lmg system ; l

s

’processmg, Ydata mquury or‘spreadsheet software

Ability to use standard work

Ability to read and mterpret‘documents such as nreference manuals, safety rules,
operating and maintenance instructions and procedural manuals

Ability to write routine reports and correspondence

Ability to add, subtract, multiply and divide all units of measures, using whole numbers,
common fractions and decimals

Ability to compute rate, ratio and percent to draw and interpret bar graphs

Ability to apply commonsense understanding to carry out instructions furnished in
written, oral or diagram form
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Ability to deal with problems involving several concrete variables in standardized
situations .. ... . ..

PHYSICAL DEMANDS:

The physical demandsv}descnb‘ed here fare representatlve of those that must be met by
an employee toeucce\ssfully pep‘orm the-essential. fu’nct;ons of thls job

B T
-

~ While performlng the dutles of thls job, the employee is regularly, reqwred to talk or
hear. The employee frequently‘lls required to stand. The\employeeﬁlsx,occasmnally
requ1red"’to wallé sit7Use handsjfo flnd,khandle or f\eel objects,xtool S
with hands;e!hdfarms cllmb p;,balance stoop and- kneel\}i LN
The employee must) o_" snonally llft and/or move: over
abnlntues“*requured sby:'thlsf J'oti»mclude close vision, depth.‘_
adjust focue : .
i

WORK\_{ENVI RO

, pounds “-Specifics vision

tlon and“"the sability to

v

}
The. work envuronme

&

employee encounte

.73

¥y
r

t,characterlstlcs described here are representatlve of those an"':'
1 hlle performlng the essential functlons\ S

-’ s

* Maintain physncal condlhon ia
“ )

responsnblhtles whlch mayvlncl
. snttlng for extended perlods of«tlm e

. operatlng assngnedwequment’

N

nd crjuagments,
* demonstrating mtellectual capabllltles Loy G

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
R ————
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» communication with others
* required to follow the Hidalgo County Accident Prevention Plan and
department’s safety regulations
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HIDALGO COUNTY

MANAGER, {IA)( vASSESSIE‘lG SECTION

t&g “/ {9
GENERAL DESE “’lPTlo %

e},’ 4\\ . "’H o """""*'*uu\;; . %%,Sr :‘#“@
Performs a¥Vafie ety C}f procedures for which guideline” eX|st aQ requrre judgment
and SpeC%y]lzed t?lbject'knowled’ge “*21;:& T
wgf s e \\‘*ﬁ\ \i";'-,a \"‘m
EXAMPL S OF OR}(' LERF@RM{EJDJ* “3’\1 "‘ , )
1 {' gy e, 1 : i
Sup‘ﬁer ises ax Off|01 ~. puter @ perations and%Persgflj 3@[53 l\« .tﬂervie plrcants for

emplol}’ment evaludte }ram&and supervrse employee& <V nnelsregords,

antaifs
tifMe cards and processes time sheets.: Submits a??y Jr ]i‘f“ry oe'«ll SS, reports to, risk
N Bk %P

manager?ept wh ¢ Egérdents or illness-occur. Travels {0, an‘g alje'"n s training, gourses,
seminars/ and or%e\r gmeetings when reqiured Must co%pl §” itk ﬁall lBof" d of gl X
EJO essnonal Exarn nefsrequrrements - \ 3 ’ ’:? i L. o

U i

g@ﬁdgw‘m_&s ] ,’ “;‘ﬁ : AL
Coordlnates et mpgf er workload W|th other supérvisors \I[’l orae d/o rnsure That all

d\éadlmes and req%lrred;cornputer generated reports are accpl% '3‘an con}pleted trr'nely
€

..% & . T‘« At V/ 2
BV luatesgspec'lf‘ egt\l\é*’r‘iks(r for*%omputer equupment and suppﬁlles pg;chased throiughout

I'd

thé?y Yyear. ls\ responslbje {ojr *lfeeprng tract of suppéles and},OJdenng suppllesaawhen
neéded. Maintains b“‘dg t«re Ots: and payroll repo/rtsd ; o

X

s l*\ K ) Lo A
g Sl N e s S E e %
Keepsitract of tltlewcompa ofe,use vacee,sfg;jee,s. i K i
5 ., ’ e o %

oses letters and offuce formé Performs

Revrewssand answers *correspondencef 6
Pdlng organlzmg, planning, sortmg and

) p
and malntalns other duties. as reqﬁ”lred Jl’lnicz

distributing |nc%m|ng mail, faxglén\g% ling, lndexmg,,ﬁplattlng deeds, maklng copies, mailing
and stuffing state@ents prepares %p%susr?ts post offlce forms for;narl outs
@ e /

l-’x oL

Gnd 2 analyzes data &

Researches, compiles

& . i ;S
Deals with the public and helps employees solc\r/e problems with taxpayers in person or
by telephone, conveys messages and make telephone calls

Works closely with internal and external auditors, school and city personnel and
delinquent tax attorneys

Must be flexible and available if assigned to perform other department duties for cross
training

Must have good judgment, be courteous, cooperative, maintain a good attendance
record and be properly dressed for the job
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Must be able to perform consistently and effectively under extreme pressure

Ry 3
K W

Must be observant of rules and safety procedures

Ensures that office i is open and operational durlng aII worklng hours

Working hours may vary ;;

Ability to work well W|th others f

Regular attendance isamustv R N Y

entltyv :‘ . 7

Any equrvalent combrnatlon of experience and training wh|ch provrded the requrred
knowledge* skllls and abrlltles 3 S/
{ S J

Knowledge in word processrng software or program related to malntaln a tax database

Brlmgual (Spanrsh and Engllsh) W|th abrhty to converse ﬂuently in both Ianguages >

/

Certlfrcates Llcenses&Reglstratlon o

Must have a current va||d Texas motor..vehrcle operator s llcense

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

Knowledge, Skills and Abilities ~.

1

Ability to read and interpret documents such: as~ safety rules, operating, and
maintenance instructions and procedure manuals & ¢

Ability to write routine reports and correspondence
Ability to speak effectively before groups of employees of departments

Ability to add, subtract, multiply, and divide in all units of measure using whole numbers,
common fractions, and decimals

Ability to compute rates, ratios, and percents to draw and interpret bar graphs
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Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form

Ability to deal with problemsg‘ mvol\lmg sev"eral%qw éete variables in standardized
situations . @ e WA & By @y
6% X T ‘{;j{s i g e
Employee mayg asSigned other duties in addition tog }hose listed’ Dutles may change
according to the changmg needs@ﬁthe County™=e._ P
@. “X\@ "' > :‘”‘f ,
PHYSICAL DEMANDS" ] "ﬁ Y,
w,’ "%?\:} j o \\ AN '

The pmsnggahl demandsades [Epedmére are representatlv%g(t

Sforin the essential funcgﬁﬁ\s*o

a

AR

Whlle‘perfor‘rir"’illngxth"é g%y lesaso}'\ﬁ“ls job, the emplo,yee“*sia;;;
h&ar. The ?mp oyeeg requgmtly is requnred to standsf. e
req/unred,‘to walk; Slt’ L‘lsexhands to find, handle, or feel ob;e

quire dato dalk or
Iswoccamgnally
controls,a Ldach

i
wnth hadr;gs:and ar s?cllmb or.balance;: stoop and kﬁeel \\‘; : % | u,
Lheeaemployee m st}ﬁoccaswnally lift and/or move over 25&\pou pecific, viglon

ggllltles requuredxbﬁ:} IS/jOb include close vnsnon "depth pé‘weﬁhon Janc} tpe ability to
7 » i | | ‘ u* ' (ﬁ,;{

aﬁgjﬂstifocus N o Z\’) % i '{\% ,é/;f! i
, AT ANy A A, I\ dd 1 e @
W(?}RK*&ENVIRO%l ME 113 S ¢ . ,gga’njﬁ.;ﬁ ({ {w o
w\; \\ w\}.&'\@h I ;'; it a g ;, w") 7 \%&ﬁ;)ss@

Théwork environmefif charact A"nét? described here'g j pl"/‘sentatlve of those;an
T By w3 1) a { J i
employee encoﬁoter i lile- pgf_i rmif 9 dh the esseytla'l funct PRl ons-of oﬂthls ]Qb 3

s
G

Ris '\‘_3.’;:.3, i" /
& ‘: amt o ‘Qg{a;w.‘_ . : ,}_ , ;’ 1. %) ..-;'? e
The noise level in the work environm G e &
& N Sl 1 o @"‘"’
SAFETY REQUIREMENTS P 8 ; ‘ i
i, g, i o @

7

Maintain physmglecondltlons apprqprla;e to The pfgrformance of assighéd duties and
ey % i

responsibilities which may m&udeﬁ@e followmg At &

35’.'~:

\:; ) ’Lk . .s" {
* sitting for extended %enocj; of tlme
* operating assigned equment el

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
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Maintain effective audio-visual discrimination and perception needed for:

* making observatlons?
. readmg and wntmg

. reqmred o, fo!low the Hldalgo County Acmdent Preventlon PIa

n: and

iy

. T

i T S ——

g 7

o T e e e e e e e e e |
Page 4
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HIDALGO COUNTY

WSWREPOR,TSPE@IALIST

,,“:r .m

*f%“' »f%
GENERAL Dichl "rl’é‘*N
Gl N N
Performs@ vanety o\f/lerlcal jurqictlons which follgw}establlsh”éd ;gfrb"ce AU(gs and which
may requ re“"z%%te jgdgment ané{spevlaLzed sub;ect« qovgjed\g‘e\ ¢ -

s,

th;s \:@r'gamzatlon

en tyqdle}rlbutlon and accountan 3 :pg(tl qr
or Js ,'nd "alll school and 0|ty entities eoTﬁéged t%rs oga ization
Goor mat S ccmiJ el‘* w load with supervrsors and emple e '}orde%té»msure,éthat
alltrdeadhnles n‘d [ u:red computer generated reports %ntsg areﬁprepgred

acgﬂgrgteuland col i edror%,a timely ba3|s

ith staft-ma\v‘ﬁri\‘

= VL\,Y,. :
Becor‘hes knowl geaB’le*m the ’Ian_

" - u’ u!"

\ ""**e
Corr)munlcates ith vem,d“o
X s

,_;__% -l o s
JILd other méetings w

heg;requnred

r»f \V :::;-

Must be able to f(eep a ﬂexrBIe workY |
during periods with he?wg)wmkloag) p
0 s

Must be flexible and available if a%mgned‘*to ﬁeﬁérm other duties

Must have good judgment, be courteous, cooperative, maintain a good attendance
record and be properly dressed for the job

Must be able to perform consistently and effectively under extreme pressure
Must observe all rules and safety procedures

Must abide all regulations set forth by the Hidalgo County Civil Service Manual

e ——————————————————————————————————————————————
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Ability to work well with others

Regular attendance is a must

GENERAL QUALlFlcg@ﬁﬁe‘ﬁlo uN‘Es

Graduatlomé%ro ‘3}9%@3“{" olor equnvalent (GED) “"“

e

& Pl ST
ﬁ"”}‘férty%es, 45) wor snpe wrﬁ/mu e S N

S Y
Be»‘famu;g;a(mth apd %ar,,}efexpenence with malnfr;iéfand}{gg oﬁal computej; peratlng
systems / }\ e 3 ‘i T e

Collegg hpurs"’b /9mputer P}ogrammlng and%c&m’hqj

. {(ﬁﬁd

g

N g i

age. djta processmg computer syst“eh{s*«ggn‘ ]

Dbarse or« dther

‘kfowfédQ% o M§ DOS, Quattro Pro Lotus 23,
3 ané 6’ther_¢r;e‘lated

are pre :

cpn'{pute‘r;e wpm Vg

&a % S5 g = a4y s

Biliggual (Spaqlsﬁ @ rghs,h) WIL\ ability to convers? ,ﬂ{ue
@ N, i

Certificates Li‘censes’ e%tl'a!ilonk A

ONE|

&~Ré
Must hdye a curren »\Qlld Texas'mot ]
@ " ‘\A/’

-

Ability to read and mterpret go%lments st{ch as.safety rgjes« operatmg and maintenance
instructions and procedure manuﬁs G o8

Ability to write routine reports and correspondence

Ability to add, subtract, multiply and divide in all units of measure using whole numbers,
common fractions and decimals

Ability to compute rate, ration and percent to draw and interpret bar graphs

Ability to apply common sense understanding to carry out instructions furnished in
written, oral or diagram form

- _____ ____________________________._______|
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Ability to deal with problems involving several concrete variables in standardized
situations

Employee may be assigned ot@rﬁuﬁe@ur@’addltggnéo those listed; duties may change
D
according to the chang@gﬁheedsm he ¢ C’ounty" T @ a@

PHYSICAL DEMA‘N R ;

J
ka S b

.iﬂ “ﬁ- B i — ’.N, /
The physica) %emands\descmbed here are representatlve of thes\ ét__p
an employbee f?sgccesgfull/ pedorm the essentlakfunctlon&oﬂtlﬁls 5jOb.
ef?; .‘Vﬂ‘
Whlle(;pegormlfpg he dutle ,,ﬁo thls,jeb“ thew(employ‘ée mregul rlyé“r %,ea to talk or
hearw];bewémplo ee s¥ y»usr«ré Dired to~3 tand QE is ¢ c sionally
requjred to wa}k sit; Sus‘é,,h ds to* fi nd handle, oriée!%kg' ts; too
wuth hands a?d armg ;c mb-er, alance stoop and‘l‘f_gel;@
'I;t;;e emplo ee | ust& cea‘s aIIy lift and/or move overv

:?ﬂ'tl e unreq‘\;if IS 13 mclude close vision, depth'trp
djlﬁs focu : \

W@R((TEN& do‘rj NJ

o 0
tc ;3? acteristics described here aréyref
§

gn ust be met by

Pt
S

owacohtro s reach

lifhds 1Sraecmc Yision
@%\Q an t{pe&abﬂ" ty to

~‘}

The worl environ\}; e
e@‘?@)’@%%%e jcoun en

pegformlng the essential functto

. N

SAF‘%Y REQUIR\E\MENTS %

Malntal%3 hysical condklon K

I'espOHSIB%QeS which may; |nc ud hv,, !fe lowing
J snttlng foti extended peJ;\ogl\% @qf'tlmemww

e operating asthned o (llpm?_gf‘f < b

5

& AR S
Maintain mental capacnty whlch:spé‘zrmltsi N L e
PO 0 sa®”
¢ making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

¢ working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

e ———————————————————————————
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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 e e e e e e e e e e e e
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HIDALGO COUNTY

GENERALAE)ESCRII?TION '
41 : 4

Employee per:fgrm complex,acgountlng work. WorR“lnvoIves p( angg“ané{gverseemg
the prepa&atuon?of financial sta,tements recoreLsr—and rep@rts May?spe@al[@ in some
phase of a’*‘cl:‘eeuntlng W‘ér@s h"‘as“*federal funds. accouvt : g,. 1property and@ eguipment

i hiLix

{

contrgl, cost, payroll \om&e dasegncmg May assngrb
others-' Employee wor inder Mimited supervision Wlth T
|n|t|at|ve andilndepen ent. judgment
iooah g B
EXAMPLES OF, W@ﬁk PERFORMED

d/er supe\rwset«{he n/;ork of
erateizl tltLgde for. tbe Ase of

H*

Y

bm;tged by the agency

L

M@ntalns ade uate\records:f‘o 3\e)gpend|tures fundsf'{a' " '6p
well as of revenye collectjj‘zgn g

nd'« p?o, 1\ed

Malntams andlor ov,ersees the v(?.
provide aecurate accouqts of\eggeg 7
~

("‘f e

yster
sx%ﬁdéggﬂget baTancest‘or agency p’i’ograms
: ~ ;:j!

1/1"\3

',»’ D .

May instruct staff’ en the m mteqn_gnceaof accountlng recordé en expendltures and

revenue collected, thefposltlng of geheral Iedger nd the postlng of journals

May approve and sign expense acceunts» nd” purchase vouchers submitted for
payment

May assist in planning accounting and clerical work procedures
May direct the maintenance of accounting records on receipts and disbursements
May allocate tax revenues to the appropriate funds

May assign and/or supervise the work of others
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Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

rom anvaccredlted fgﬂjr (4) year college~or unwersnty«wuth ‘ ajo’i‘“course work
igfmahce w:trljﬁ ‘hours of- accayntlng‘co rses S

s wy:, ‘\%,N.:f,‘,‘

of the agé“ﬁcys_&cal program; of governmerit
nyrocedures and of Iawsf

control metbods pel’@es
nGia 'operatlons,; & e o ‘

xaccoun,‘tlng,,ﬁof bhdget
gulations pertalnl g to

B # Fa\ fv ;{

AblI}fy fo{lnierpret and’ apply accountlng theory
g
Abili Htjyﬁto;.plen and»cd%rdmate financial programs

phi o
Al

Ablhty tgﬂpl

- oiads

ndx coordmate accountmg operej 0

~

»

The physical dema 1ds descn ed he ere are )'epresentatl ve of thoseﬁthat must be met by
an employee to successfgllwperfomn the e,sgentﬁﬁfun“t ons of«thls job.

While performing the dutles of thlsﬁfobﬂ'f h%emp%yee is regularly requnred 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:
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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 envuron"‘ﬁ‘\e‘n T ﬁ‘é‘ua‘ll imgderate.

SAFETY REQUleMENTs

1_&4,;.* ! '%*g

I ..}

e duties and

¥ a0

F

e

\ .
Maintain p %Is‘lcal condltlons a_pproprlat e to the berfocmance of a
responsnbéjl ‘“e%@ch ma:ynclude the following: .

)4‘“1

%
:"" f" i3

1!‘

. ﬂ§|ttmg ‘fok e)st,eﬁded p?hof s oftime

.hkope t gassug ﬁ|p e tM 5

qut

. A
n mental capam

r*{' :'- .
makmg soand d}é}o'/sglfons?*‘and using good judgmen
ﬁ'htelleﬁtdal capabllltles

’44

iy W|tH§others

vorking close ,
Rl ultl-t'qsk envnronment

rklng in, &m

r

'm making opservatlog
. u;eadlng and wrltlngu T
o Qeratmg assggned equnpme
) commumcatlon ith othifs >
o required to follow the Hidalgo

safety%ﬁongulations

.-:-

‘ @%'Acc“dgnt Preventlon Plan an v”d"épartment’

[ e e T e — ]
——  ——
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HIDALGO COUNTY

r

»..— I fRY -
Pion R < {__l “' (4‘.) o

i«COUNTANT?‘" ile .

GENERAUEESCR“PTIO
155 \ "‘§ T @
Emplqy@e “‘lﬂkP:rf oym moderafély cgmplex accountmg uork V\\’ltork«ﬂ’*folveg preparing
financidl é ts, regorgﬁu éuments? or re’pert Em Qlee may spgr zg in some
phafé of a’ccogp”ung v«{o : c-_:p &deral funds~3 cun hg rope‘fty andyequipment
cont el co} ayroll,} or? Bt bo d‘se jigjng. Employe we g\deer genéral supegvision
wifh %@tgi}era latity o % gme{n;an@ may

1

“ﬁp‘mtbe is&” of initiative and. ‘nde

smpervuse th;e wﬁ(?&tb oIS, ﬁ

exf P ES OF ,K,P RFORMED

VQ : ? fthe\ preparatlon of technlcal r%g_ i

.-.\ }[5

Prepa,es monthlyetatus,,a

ly.e"

& ; EaT 3-»-;;4;-" j‘
Preparesgvarious repotts on‘feﬁie“ lig | s and }taﬁstlcs as re(gtjlred

(4.) "... t
&b
Maintains adequate records&ﬁexpendltures fungs;«fappropnatlons and expenses, as
well as of revena e £ e

i _'J WA /’ '-Z’?‘- % é,:;
es and i'egu ations’ tmcontro tj;Le Zisbursement of allocated
réuofplqgtrdgtlm% ﬁag@ug; revisions, and related forms as

<y

Assists in plannlng proceg
funds and in preparing le
necessary

Serves as a consultant on accounting matters to administrative, supervisory, or
technical staff, and assists agency administrators in applying financial data to the
resolution of administrative or operating problems

Provides technical assistance to technical and lower-level accounting staff in clarifying
operating problems, such as the allocation of income or expenses; cost accounting
procedures; the closing, correcting, or adjusting of journal entries; and the preparation
of special exhibits and schedules

e ——————————————————————————————————————————————
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Recommends improvements, adaptations, or revisions to the accounting system and
accompanying procedures

May train staff on the maint ,ancé?’ofua Cotmfi ngfi’fegorﬁs on expenditures and revenue
collected, the postlng ofﬁgé'ne “Iedge s/and the postlng otéjournals

May superwse ﬂg.e%’k.g{\otheﬁ B
Performs réf3 3 J( ored
erforms [€lateg,wo ?/assngne

. Cﬁq flcflo!{?/

Ex e‘l"fénce an duca

4 -
: a\ B"c’helor

tw?

|th 15 hcyrs

pun@wasmg me{hod ~an'v”- ) dures
h Wkt

Knowgi%dge of M Wogthxc and=

Ability, Wé@perform corplex acv_,u J@
interpret amg apply accounting theory. 2

Ability to supervns& the work ota*o;hers

Knowledge of Umformé@(gnfé Maﬁéﬁem ’\‘?{Stapa%;dﬁs (UGgS;) and GAAP

\‘— -Ef'—fg - J ) /\:
PHYSICAL DEMANDS: v G 8%

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.

S ———
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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:

o 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

Effectively handle a work environment and conditions which involve:

¢ _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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HIDALGO COUNTY

INJ'@BNALQAUD ITOR I

GENERAL DE%(_:‘RI a;lg;g

;w‘

[

T
Performs m‘édeégtely cbmplex (journey-level) aud|tmg'~work,WWorkéin\7Qolves examining,
mvestngaf ﬁg, and;revnemng reco ds, reports, finar Qlal statements mfgrmyon systems,
and mah”age ctlces toensure,legal compl ance ‘with state statutes @and internal
regulatlo s, an c c&tmg a dlt§ fof grogram~econpm e fflClency, ands aefzectlveness
Ma *traln ol iy f f" eﬁeral supervision_withlir 'féd Iatl‘ude fg;f trre use of
nde &

|n|t ve an grﬁent A

..J_ % e Jq ‘ ‘ 1': Wi }g ':-5?1'
EXAMPLES]OF(W {3 PERF RMED
‘\;—Zj’ ' ‘5 %3"‘&' "\f‘ gt T

b

Ega_mmes the m“n;é_’gement operations, internal cor—l?élxs
(ewWor!adeqUag'X,gdccaracy, and compllance with Iegal g

B o " -
g nﬂ{es apd repg uestlonable or erroneous transactlo

}-3: AT e ¥

P?epares a"gdlt re*iB“

aétion Tt
Mtg A %_{\ X r 3

1'!] f i B
Adyjses on re‘clwremem NIE ‘lté and penaltues,,(a?{;Z ﬁpﬂa
and gecommends imprave d:a }‘oqvgit systen £ -
& , Ve N
Analyze§ accountlng and man“é’é'f' ; 3ns—~s%f“ste‘ms ,and |dentlﬁaes internal
controls & ., : Sy =

& g LA -
Verifies andGreconcHes bank‘~accounts approg W_Latlons balances flxéd assets, and
supply mventoﬁ‘ei) P

o, 4 ;,5 t
Reviews and evaluatei nteT'naI centrol st‘mctures

:’;,

May perform statistical random samplmg”’féf d‘ét

May perform compliance testing of significant controls to determine electronic system
reliance

May conduct special investigations into questionable practices or records
May train others
Performs related work as assigned

——————————————————— e —————————————————
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GENERAL QUALIFICATION GUIDELINES

Exgeriehce and Educafion

Three (3) to five (5) £)‘;,e'é ‘ ' tng,naudltmg, or management
information systerg,,sf\"ﬂorlg 5 : G A T @

Graduation frem ar accredlt fjour (4)year college.er unlversnymvnt r@ajor course work
in accountnﬁ’g,%%smess admmlstratlon computer or manggeme‘ntgmformatlon systems
ora relat?ﬂftel Ly

Expgﬁ’en ajedﬁ‘ tion. Qf ’eTéfSr'*st;tuted fb&one a"‘n !
g lestonpbese ;
WA \

Ceﬁlf‘ cates Llcenses" «R% istration.

© G S A f‘?x,é”@ *3‘"“ hi

My requ1re” certific: =y

EA“ Gertlfed Int,ernal

Aéldltor IA), Ge f;‘éd\lnter ation Systems Audltor__( : *"Q!'tlf' ed anagerglent
| n (C @ertlfbd Professional Envuronmental> u ,"’&CPEA),{G?Ce%Fed
@o@‘é\"’n’ Aept A |tugg‘P,ro;éssmnal (CGAP) L

"“"L LELE, o
Abilities PTTRE
Vi | i J@
mg methods and systems and pted. auditing
f‘n’ 24 A k et
stangaT s‘«argd proq\ed“ s/ g [ The
AR ﬁs& / &

Seag N,
Ability to compgse élea‘?ffand’ anglyze accurgte and

relevAnt audit information ﬁl?

accurét:y and Iegal\onforman

PHYSICA‘L;?DEMANDS' N
¥ & j
The physncafd% mands descn ed-ahere are representatlve of those thate’must be met by
an employee to's ﬁpcessfully perfogmntpe essential fu filons of thls job
"ﬁ‘s.' w{%‘ =&

While performing the dutle é,’f thléiijob the@mplo%g‘;usfregylred to sit and use hands to
fingers, or feel objects, tools orc.contrg;s The{ie‘,‘m pleyee S required to stand; walk; reach
with hands and arms; and stoop, kneel i

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.

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

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

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

Maintain mental capacity which permits:

e making sound decisions and using good judgment
» 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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HIDALGO COUNTY TAX OFFICE

CHIEF FRAUD INVESTIGATOR

GENERAL DESCRIPTION

Performs highly advanced(senior-level) investigative work; Workv'iﬁbolves planning,
organizing, and conducting investigations relating-to fraud concerning county matters.
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.
EXANMPLES OF WORK PERFORMED

Oversees or conducts investigations of alleged violations of laws, rules, and regulations

Assists Federal, State and Local Law Enforcement agencies

Oversees or conducts background and personal history investigations, reviews records,
and verifies information

Makes lawful arrests for violations of Laws for the State of Texas and local government
ordmances and resolutlons

Oversees or contacts and;i_‘ntervie’ws witnesses and complainants
Oversees or evaluates and summarizes investigative findings

Reviews gathered and-labeled evidence, photographs, fingerprints and will guard and
transport prisoners

Oversees or examines, investigates;.and analyzes the business activities of entities to
ensure compliance with statutory standards and regulations

Testifies and presents evidence in formal hearings or court proceedings
Reviews and analyzes records and reports for compliance with laws and regulations

Reviews investigative techniques, policies, and regulations; and recommends
improvements, changes, or modifications

Monitors the quality and quantity of investigations conducted

Develops procedures for conducting investigations and trainings
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May address and work with community groups to promote good public relations and to
inform citizens on designated subject matter

Serves court papers, writs, .subpoenas, summons, caplas felony and misdemeanor
warrants, and makes arrests :

May perform undercover or surveillance work regarding suspected violators

Ensures that the job functlons mentioned above are properly performed by subordinate
personnel

Performs related work as assiQned
Hours. may vary
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years of Law Enforcement experience as a full time peaceﬁ officer
Two (2) years of investigative work experience

Graduation from an accredited four (4) year college or university with major course work
in‘criminal justice or a related field s '

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

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

Certificates, Licenses & Registration
Must have a current valid Texas motor vehicle operetofs license
Must be able to be insured by the County’s insurance carrier

Must possess an intermediate Peace Officer Certification from the Texas Commission
on Law Enforcement Officers Standards and Education

Knowledge, Skills, and Abilities

Knowledge of investigative principles, techniques, and procedures; and of court
procedures, practices, and rules of evidence

Skill in the operation of technical equipment and detection devices

Proper use and properly care for firearms
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Ability to read, analyze and interpret the complex documents

Ability to think logically and objectively

Ability to plan, organiz"e,,an’d conduct investigations; to interpret and apply laws and
regulations; to conduct interviews and gather facts; to evaluate findings; to prepare

reports; to testify in ‘hearings and court proceedings; and to plan, assign, and/or
supervise the work of others™

Understanding of p‘ertinent federal state and local laws, regulations and codes

Knowledge in principles and practlces of legal document preparatlon mcluding citations
and arrest warrants :

Knowledge of laws of. arrest ~search and seizure, service of Iegal process,.and the:legal
rlght of c1t|zens

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; cllmb 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:‘(':haracteris'ttlcs 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 lntellectual capabllltles

Effectively handle a work enwronment and condltlons whtch involve:

* working ciosely with others
» working:in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for
* making observations
*reading.and wrmng
* operating assigned equipment
« communication with others :
* required to’ follow the Hidalgo County Accident Preventlon Plan and
department s safety regulations
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