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Personnel Adjustment Request Form
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DEPARTMENT NAME/NUMBER: CRIM DA (080-002) DATE: 3/25/2015
CURRENT POSITION TITLE: N/A CURRENT SLOT #: 0112 & 0113

REQUESTED POSITION TITLE:  ASSISTANT DISTRICT ATTORNEY II

REQUEST FOR:
New Position D Temporary Position L__] Position Reclassification* Other ADD AUTO ALLOWANCE

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

POSITION SALARY REQUEST:

Salary Amount: (CRIM DA 080-002)

080-002 $ 0.00 $ 2 % $58,100.00 $ 116,200.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Auto Allowance Amount: (CRIM DA 080-002)

080-002 $ 0.00 $ 2 x $900.00 4 1,800.00
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
D Other 5-1100-412-00-080-002-0-XXX CRIMINAL DA ACCT. & WILL REQUIRE ADDITIONAL FUNDS

POSITION Type:

Full Time Employee Part Time Employee l:l

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary l:] Part Time Temporary El $

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 Duraticn (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt
Non-Exempt |:| Non-Exempt I:I

WA O

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

POSITIONS ARE NECESSARY TO ALLOW THE DISTRICT ATTORNEY TO MEET STATUTORY OBLIGATIONS AS WELL AS TO DECREASE THE

COSTS RELATED TO OUTSIDE HOUSING OF INMATES.




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

al Wlm {{ C‘)LE{NG AVAILABLE IN DEPT, BUDGET
i JV o

l{ 1Y personneL proceDURES CoMPLETED

UI‘-‘IAN URCES DIRECT Date
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DEPARTI"‘I[NTO BUI L_'I' ANAGEMENT Date
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COMMISSIONERS' COURT APPROVAL Date




HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ASSISTANT DISTRICT ATTORNEY Il

GENERAL DESCRIPTION

Employee performs legal work. Work involves prosecuting and defending all manner of
civi and criminal matters in various levels of trials and appellate courts and
administrative forums. Work under the frequent supervision of higher level attorneys in
an effort to build the knowledge, skills, and expertise necessary.

EXAMPLES OF WORK PERFORMED

Will make decisions and/or counsels with clients, victims, or police concerning the
commencement of proceedings in court or related forums

May also prowde written or oral legal advice to individual or governmental clients, and
draft legal mstruments or other written materials carrying legal lmpllcatlon

Appears in court and/or related forums to select juries, present and cross-examine
evidence, make legal arguments and act as an oral advocate

Drafts and files pleadings, answering motions, briefs and responses necessary to
conduct litigation and/or proceedings in related forums

Investigate facts giving rise to legal issues, and bring about solutions to their clients
legal problems in a variety of forums

Counsels and advises clients within bounds of confidentiality, when applicable,
regarding legal issues in all phases of litigation

Identifies, locates, and prepares witnesses to present testimony effectively in court or
related forums

Identifies and prepares non-testimonial forms of evidence for use in court and related
forums

Conducts and/or supervises investigations and/or civil and criminal discovery
proceedings

Drafts legal instruments and various documents with legal implications

Negotiates with others to settle litigation or other contested matters or to assist in
solving problems with legal implications

“
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Develops knowledge and expertise in applicable area of law to keep pace with constant
developments and to impart this knowledge and skills to others in various settings

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Experience in legal setting with prior experience in the relevant areas of law
Juris Doctorate (JD) degree

Licensed to practice law in the State of Texas and be a member in good standing of the
State Bar of Texas

Experience and education may be substituted for one another.

Knowledge, Skills, and Abilities

Ability to work efficiently and effectively in high-pressure situations
Ability to communicate effectively

Must be computér Iiteraté

Knowledge of all applicable laws and procedures

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:

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

e —
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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:

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

Effectively handle a work environment and conditions which involve:

o wopking 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 safety regulations

e
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HiparLco County
Personnel Adjustment Request Form

APR -7 2015
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DEPARTMENT NAME/NUMBER: CRIM DA (080-002) DATE: 3/25/2015

CURRENT POSITION TITLE: N/A CURRENT SLOT #: 0114 & 0115

REQUESTED POSITION TITLE:  ADMINISTRATIVE ASSISTANT I

REQUEST FOR:

New Position D Temporary Position |:| Position Reclassification® D Other

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

POSITION SALARY REQUEST:

Salary Amount: (CRIM DA 080-002)

$ 0.00 $ 2 % $30,000.00 $ 60,000.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

|:] Current Department Budget D Annual Budget Cycle Will Require Additional Funds
D Other 5-1100-412-00-080-002-0-XXX CRIMINAL DA ACCT. & WILL REQUIRE ADDITIONAL FUNDS

POSITION Type:

Full Time Employee Part Time Employee D

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary |:| Part Time Temporary D $

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

]
Non-Exempt D Non-Exempt
A ]

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

POSITIONS ARE NECESSARY TO ALLOW THE DISTRICT ATTORNEY TO MEET STATUTORY OBLIGATIONS AS WELL AS TO DECREASE THE

COSTS RELATED TO OUTSIDE HOUSING OF INMATES.




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

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

! i (l u | I!g FUNDING AVAILABLE IN DEPT. BUDGET
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HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ADMINISTRATIVE ASSISTANT |

GENERAL DESCRIPTION

Employee performs entry-level administrative support or technical program work. Work
involves disseminating information, maintaining filing systems, and performing internal
administrative support work. Employee works under close supervision with minimal
latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Prepares, edits, and distributes correspondence, reports, forms, and documents
Maintains files and records

Performs data entry

Assists in compiling statistical data and preparing various charts, graphs, and written
summaries '

May receive and review forms and applications for completeness of information
May interpret and explain rules, regulations, policies, and procedures

May review applications for agency services to ensure forms are filled out completely
and accurately

May review and route mail

May provide assistance answering phone calis, routing incoming calls, taking
messages, greeting visitors, and directing them to the appropriate staff

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Experience in clerical work or administrative support work

Graduation from a high school or equivalent (GED)
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Knowledge, Skills, and Abilities
Knowledge of office practices and administrative procedures

Skill in the use of standard office equipment and software
Ability to communicate effectively
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 thls 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:

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

Effectively handle a work environment and conditions which involve:

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

e
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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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Hiparco County

Personnel Adjustment Request Form APR -7 2015

%/ IE &
, N N
DEPARTMENT NAME/NUMBER: CRIM DA (080-002) DATE: 3/25/2015 AN RESO

CURRENT POSITION TITLE: N/A CURRENT SLOT #: 0116

REQUESTED POSITION TITLE:  CRIMINAL INVESTIGATOR 11

REQUEST FOR:
New Position El Temporary Position |:] Position Reclassification* D Other

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

POSITION SALARY REQUEST:

Salary Amount: (CRIM DA 080-002)

$ 0.00 $ 55,000.00 $ 55,000.00
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

D Other 5-1100-412-00-080-002-0-XXX CRIMINAL DA ACCT. & WILL REQUIRE ADDITIONAL FUNDS

POSITION Type:

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

Full Time Employee Temporary |:] Part Time Temporary [:l $

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 D
Non-Exempt |:| Non-Exempt
VA O

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

POSITIONS ARE NECESSARY TO ALLOW THE DISTRICT ATTORNEY TO MEET STATUTORY OBLIGATIONS AS WELL AS TO DECREASE THE

COSTS RELATED TO OUTSIDE HOUSING OF INMATES.




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
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HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

CRIMINAL INVESTIGATOR I

GENERAL DESCRIPTION

Performs mid-level criminal investigation work; Investigate assigned criminal activities.
Perform supplementary investigation to assist prosecutors in case preparations. Make
arrests and file criminal cases.

EXAMPLES OF WORK PERFORMED

Investigates all types of criminal activities and assists prosecutors in case preparation

Assists local, state, federal and out-of-state police offices in making arrests and filing
criminal cases

Prepares and executes search and arrest warrants and serves subpoenas
Prepares reports and correspondence

Interviews inmates and other people to secure intelligence data énd information; takes
statements and confessions

Locates and interview persons, take statements and depositions, evaluate evidence,
examine records, collect data and report facts

Obtains evidence from police agencies and pen packet from various prison systems
Evaluates videotaped interviews of children who are victims of physical/sexual abuse
Testifies in criminal trials

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three (3) years of experience in related field functioning as a law enforcement officer
Associate's degree in Law Enforcement

Certificates, Licenses, Registrations
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Texas Peace Officer certification from the Texas Commission of Law Enforcement
Officer Standards and Education (TCLEOSE)

Mandatory firearms qualification and physical training

Knowledge, Skills, and Abilities

Excellent verbal and written communication skills are necessary

Skill is required in preparing written products and oral presentations
Ability to think logically and objectively

Ability to analyze and evaluate facts, evidence and related information

Laws of arrest, search and seizure, service of legal process, and the legal rights of
citizens

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:

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
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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 assigned equipment

« communication with others ‘

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