qS-,CEJ Vgo

Hiparco County
Personnel Adjustment Request For

MAR 31 2015

DEPARTMENT NAME/NUMBER: DATE:

WIC/350

CURRENT POSITION TITLE: CURRENT SLOT. #:
Accountant IV 001-012

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
[J New Position [0 Temporary Position [ Pposition Reclassification* [X] Other Deletion

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

POSITION SALARY REQUEST: ( = | ¢\GQ ‘005
$

Salary Amount: 57,462.00 $ 0 i %
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

[E Current Department Budget D Annual Budget Cycle D Will Require Additional Funds
O other
POSITION Type:

Full Time Employee | X 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
Non-Exempt @ Non-Exempt | D
N/A D

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

Vacant

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 N/A

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

N/A

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

a 7 FUNDING AVAILABLE IN DEPT. BUDGET E!/rés O wo
Z;
RESOURCES DIRECTOR AT PERSONNEL PROCEDURES COMPLETED YES [:] NO
3 4-13- 241§
OF@T & MANAGEMENT " DATE BUDGET PROCEDURES COMPLETED YES  [T] NO
4.  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DEM 2007-001

Persannel Adjustment Request Form
Revised: B/7/2007



HipaLco County
Personnel Adjustment Request Form

MAR 3 1 2015

DEPARTMENT NAME/NUMBER: (o1 /350 DATEL o =9 ¢

: » ENT SLOT. #:
CURRENT POSITION TITLE: (v o a0 0 o TV CURR 001-219
REQUESTED POSITION TITLE:

(For new positions or reclassifications)

REQUEST FOR:

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

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

POSITION SALARY REQUEST: ( b, 3% .OO)
$

Salary Amount:  $ 56,238.00 $ 0 —0— %
Current Budgeted Salary Proposed Budgeted Salary Net Change

Pasition to be funded from one of the following:

ﬂ Current Department Budget D Annual Budget Cycle D Will Require Additional Funds
D Other
POSITION Type:

Full Time Employee EI Part Time Employee El
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary El Part Time Temporary D $

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

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

Exempt D Exempt @
Non-Exempt Izl Non-Exempt l:]
N/A D

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

Vacant

HIDALGO COUNTY Personnel Adjustment Request Form
DEM 2007-001 Revised: B/7/2007



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

sdfsdfsdf N / A

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

N/A

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

ﬁ ’/ FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

‘/-/:7- .

DATE BUDGET PROCEDURES COMPLETED

&Y [ w

B(Es [ no
Z/YES [] v

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DEM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



GCEIVE)

Hiparco County
Personnel Adjustment Request Form

MAR 31 2015

DEPARTMENT NAME/NUMBER: DATE:

WIC/350 U 3-31-15
CURRENT POSITION TITLE: CURRENT SLOT. #:
54
REQUESTED POSITION TITLE:
(For new positions or reclassifications
P ) REGISTERED DIETICIAN IT
REQUEST FOR:
E' New Position O Temporary Position D Position Reclassification* |:] Other
*Civil Service Positions are submitted to the Civil Service Commission.
] 00
POSITION SALARY REQUEST: 12 13@@ :
Salary Amount:  § 0 s 52,306.00 $ _0D— e
Current Budgeted Salary Proposed Budgeted Salary Net Change pd
Position to be funded from one of the following:
E Current Department Budget D Annual Budget Cyde D Will Require Additional Funds
O Other
POSITION Type:
Full Time Employee @ Part Time Employee E‘
Object 113 Object 114
Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary D s
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 Exempt D
Non-Exempt E Non-Exempt Iz]
N/A :I

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

We are experiencing an increase in High Risk County-wide that require

Nutrition counseling from an experienced Registered Dietician.

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



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

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 reqgarding this request)

HUMAN RESQURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEPT. BUDGET

23115

e

E,/és [] no

2.
AT] PERSONNEL PROCEDURES COMPLETED YES [] NO
3. 0Y-(3-1d15
T OF REDGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED YES [] NO
4. COMMISSIONERS COURT APPROVAL DATE

HIDALGO CQUNTY
DEBM 2007-001

Personnel Adjustment Request Form
Revised: B/7/2007



HIDALGO COUNTY WIC PROGRAM
REGISTERED DIETITIAN Il

GENERAL DESCRIPTION

Performs advance (senior-level) nutrition work. Work involves planning food selection
and nutritional programs; providing counseling, technical assistance, and referrals on
nutrition and dietary services; and developing food technology testing procedures.
Works under moderate supervision, with extensive latitude for the use of initiative and
independent judgment.

EXAMPLES OF WORK PERFORMED

Interviews clients, staff and cllents relatives to obtain information related to clients’
dietary needs

Develops ahd implements nutrition care plans based on nutritional need assessments
Provides nu,trition education and dietary counseling services‘

Provides consultation and technical assistance to ald in the development of nutrition
education programs

Evaluates data on food market research, food specification, and nutrition analysis
procedures

Refers individuals to other agencies or institutions for nutrition and dietary services as
appropriate

Assists in developing nutrition education brochures and related materials, and provides
education literature to individuals and groups

Assists in planning and conducting nutrition training sessions

Interfaces with medical personnel closely as to appropriate nutrition care of client; Acts
as liaison to other health professionals and community agencies for referrals of clients

May assists with patient flow and customer service
May supervise and train staff

Performs all other related duties as assigned

Approved by CCon , 2014 Page 1



GENERAL QUALIFICATION GUIDELINES

Experience and Education

Four to five (4-5) years of experience in nutrition, public health, or related field

Graduation from an accredited four-year college or university with major course work in
food and nutrition, food systems management, food science, or a related field

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

Certificates, Licenses &'R]eqistration

Licensed certificate as Nutritionist or Dietitian required
Must have a current valid Texas motor vehicle operator’s license
Must be able to be insured by the County's insurance carrier

Knowledqe, Skills; and Abilities

Knowledge of food and .nutrition, of food systems management, and food science and
technology principles

Ability to counsel on food and nutrition, develop nutrition care plans, conduct
evaluations of food and nutrition, and communicate effectively

Knowledge of human nutrition requirements through the life cycle

Knowledge of nutrition education techniques

Ability to assess eligibility for a service

Ability to assess diets and prepare and present nutrition education materials

Must have experience working with spreadsheets and/or word processing software
Must have good verbal and written communication/presentation skills

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

Approvedby CCon ______, 2014 Page 2



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
o demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

o working closely with others
o 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
Approved by CCon ,2014 Page 3



Hiparco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: WIC/350 DATE: 3-31-18

CURRENT POSITION TITLE: : CURRENT SLOT. #:
255,256
REQUESTED I?C')SITION 'ITI'LE} i Administrative Assistant IV
(For new positions or reclassifications)
REQUEST FOR:
[B New Position O Temporary Position [ Pposition Reclassification* D Other
*Civil Service Positions are submitted to the Civil Service Commission,
POSITION SALARY REQUEST: 1 ,,000 _00
3 |

Salary Amount:  $ 0 $ 38,000.00 X s S

Current Budgeted Salary Proposed Budgeted Salary et Change P2
Position to be funded from one of the following:

m Current Department Budget EI Annual Budget Cycle | Will Require Additional Funds
D Other
POSITION Type:
Full Time Employee Iz] Part Time Employee l:l
Object 113 Object 114
Enter hourly rate for temp. positions
Full Time Temporary I: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 E’ Exempt D
Non-Exempt E Non-Exempt El
N/A E]

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

Lack of Administrative staff especially with new grants that have

been added to program.

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



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

sdfsdfsdf See job description attached.

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 RESQURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

S5

E e FUNDING AVAILABLE IN DEPT. BUDGET @/ YES D NO
. 9/
AT PERSONNEL PROCEDURES COMPLETED YES [] nNO
3 Y-13-23,5
ENPOF m@f & MANAGEMENT * DATE BUDGET PROCEDURES COMPLETED E'/ves [ no
4. COMMISSIONERS COURT APPROVAL DATE

HZDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Rewvised: B/7/2007



HIDALGO COUNTY WIC PROGRAM

ADMINISTRATIVE ASSISTANT IV

GENERAL DESCRIPTION

Employee performs advanced (senior-level) administrative support or technical program
assistance work. Work involves disseminating information, maintaining filing systems,
and performing internal administrative support work. Employee may supervise the work
of others and may train others. Employee works under limited supervision with
considerable latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Performs complex technical assistance work for an agency program

Prepares, interprets, .and disseminates information concerning agency programs and
procedures

Prepares, ‘edits, and distributes correspondence, reports, studies, forms, and
documents

Responds to inquiries regarding technical program or administrative regulations,
policies, and procedures

Coordinates meetings, cohferences. and seminars

Develops administrative and technical policies and procedures

Develops, coordinates, and maintains record keeping and filing systems

May assist in the implementation of program planning

May assist in compiling and analyzing data, making calculations, and preparing reports

May research, compose, design, or edit agency publications such as brochures, forms,
manuals, and reports

May research technical and policy issues
May develop training materials

May train others

S —————————
ApprovedbyCCon_____, 2014 Page 1



May supervise the work of others
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three to four (3-4) yeérs of experience in administrative support work in a government
setting :

Graduation from an accredited four-year college or university with major course work in
related field. :

Two (2) years of e,xperiénce may be substituted for one (1) year of education
Knowledge, Skills, and Abilities
Knowledge of ofﬁcéapr’actices and administrative procedures

Skill in the use of stan'dard'ofﬁce equipment and software

Ability to implemént_ ne\“(v“ éystems and procedures and evalu"ate their effectiveness
Ability to communicate éffectively |

Ability to effectively interpret programs and plans

Ability to train others

Ability to supervise the work of others

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:

Approved by CCon ,2014 Page 2



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:

¢ 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

e —————————————————————————
Approvedby CCon_______,2014 Page 3



QS;C,EI VED

.r'/::‘ ‘;-’:}:i’ ;'-".

HipaLco County
Personnel Adjustment Request For

MAR 3 1 2015

DEPARTMENT NAME/NUMBER: w1 /350

CURRENT pPosITION TITLE: Coordinator IV CURRENT SLOT. #: (3¢
5-1292-441-00-350-013-5

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
D New Position B Temporary Position [J Position Reclassification* @ Other M’
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST: C E ! L2 ° cn)
Salary Amount: § _96,162.00 $ 0 s ;== le

Current Budgeted Salary Proposed Budgeted Salary Net Change e

Position to be funded from one of the following:

O Current Department Budget [:] Annual Budget Cycle O 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 Temporary I:] Part Time Temporary D E

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 E
Non-Exempt Non-Exempt l:l
N/A D

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

Vacant

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 N/A

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

N/A

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

3-3-15

/ FUNDING AVAILABLE IN DEPT. BUDGET D YES D NO
2 I/
A PERSONNEL PROCEDURES COMPLETED YES D NO
3. Y-13-215
DATE BUDGET PROCEDURES COMPLETED E/ﬁis D NO
4,  COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: B/7/2007



