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HipaLco County
Personnel Adjustment Request Form

APR 13 2015

DEPARTMENT NAME/NUMBER: Tax Ofiice #140 DATE: 04/11/2015

CURRENT POSITION TITLE: Deputy Clerk |l CURRENT SLOT. #: #26

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

] New Position O Temporary Position [] Pposition Reclassification* Other DELETE

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

POSITION SALARY REQUEST:

$ 37,145.00 $ 0.0 $ (37,145.00)

Salary Amount:
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

Other No Budget Impact .

POSITION Type:
Full Time Employee Part Time Employee D
Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary 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 D Exempt D
Non-Exempt Non-Exempt
N/A D

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

After a careful review of Tax Office staffing needs, we are requesting to delete this position to create a Fraud Investigator position for the Tax Office

Fraud Department to assist in addressing fraudulent transactions ,
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NEW POSITION: Brief job description and attach a copy of the new job description.

See attaced.

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.

See attached.

COMMENTS: (Any comments you wish to make regarding this request)

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

MQQ

Paul Villarreal Jrn?CC 1 41" 1/2015

D f " FUNDING AVAILABLE IN DEFT. BUDGET
2 b
ﬁ PERSONNEL PROCEDURES COMPLETED
3. , / k=
EPARTMENT OF BUDGET & MANAGEMENT ) BUDGET PROCEDURES COMPLETED

YES [] ~no

YEs [] NO

B/{DNO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007
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HipaLco County
Personnel Adjustment Request Form

APR 13 2015

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: 04/11/2015

CURRENT POSITION TITLE: CURRENT SLOT. #: #178

REQUESTED POSITION TITLE:  FRAUD INVESTIGATOR
(For new positions or reclassifications)

REQUEST FOR:

[1 New Position O Temporary Position [] Pposition Reclassification* Other CREATE

*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:

Salary Amount:  $ —0 — s 37,145.00 s 37,145.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

D Current Department Budget |___| Annual Budget Cycle D Will Require Additional Funds

Other No Budget Impact .

POSITION Type:
Full Time Employee Part Time Employee [:'
Object 113 Object 114

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

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 D
Non-Exempt Non-Exempt
N/A D

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

Requesting to create a Fraud Investigator position for the Tax Office Fraud Depariment to assist in motor vehicle investigative work to prevent

fraud and assisting with the prosecution of such cases.

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.

See attaced.

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.

See attached.

COMMENTS: (Any comments you wish to make regarding this request)

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1 4/11/2015

D FUNDING AVAILABLE IN DEPT. BUDGET YES,- [] NO
2,

PERSONNEL PROCEDURES COMPLETED YES [] NO
—_—

3. "I' 5/15

ATE BUDGET PROCEDURES COMPLETED @/rss/ [] no
4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY TAX OFFICE
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GENERAL DESCRIPTION‘

‘. i

Performs moderately complex (journey level) motor veb\cle fraudcrnveshgatrve work;
Work involves conductlng lnvestlgatlons to prevent fraud" and assrstlng with the
prosecutlgﬁC of, cases mvolvrlngﬁfraud Works under; general supervusuon WJth minimal
, latltuge forathe/use ‘of my.tlatlve and’ mdependent ]udgment s
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E)SAMPLES OF WORKgP)iERFORlVIED N T—
t:' \ J‘-'.‘q‘g ,‘ t :\ o tj\ v A Pty
Conducts mv’estrg itiof E‘of alleged vrolatlons of laws, rules ind regulatlons |nvest|gates
Ly NGB VRS

complaints of susp;e!ct fr"audulent activity, such as vehlcle Woe rshrp ocument gaud
' odometer itamp mg/fraud falseffictitious ~certifications;: T rag guléht obtainnﬁ”ént ~of

reglstrat‘ or! docﬁrﬁ,ént” §_and certificates of fitle; and alteratl 1n"'

nu ers F
A ! :

=T j LS N\
Assnstsafe eraIL‘state and local law enforcement agengres ‘co, cts and collatg\on,ates
wrth county ofﬂcralsxglavy gnforcement, attorneys, and/orxfgg rél;;ﬁff‘ cralsf to facﬂrtate or

assist with. m‘yestlgahbns and provrde documentation of rele‘ éant?f*ﬁ"t"sg ;o e,

-y
¥ T f !‘

\,

s

\ \r s R z 2 phy ¢
Perfornls field inspections to_ ensu .ecc pﬁ%@@_Wlth County regulatlons in accordance
)

with applicable Texas" laws and. enforcetcomphance > With't the Teias Penal Code

@ \"\ w 5{‘5&;? \:.)Q“Eﬂ.‘.\i o
Conducts background and personal hlstory mvestrgatlcns revrews recor?js and verifies

(j":’—

information ! o :: T vl — rf’* L&

Investigates dealershlp premlses;fr uctlons and salvage/wrecker locations assumed to
be participating in fraudulent motor vehlcle actlvrty“ o W

i R

Prepares records, correspondence, and reports; complies detailed reports on fraud
cases, and submits and discuses cases with police

Reviews the records of licensed dealer and vehicle recyclers for compliance with Texas
Code provisions and departmental rules and regulations; investigates complaints and
may testify at hearings relating to complaints involving dealers

May serve subpoenas and make arrests

P ——r————————————————————————————
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Responsible for completion and assembly of cases, conduct and review case
.preparation for.prosecution. ... ... ...

May perform surveillance of suspects and assugned Lcatlons

» a &r }, - ‘.; l 4::-‘ i .
Locates, mtervnewés and‘obtalns state[nents from wutnesses and persons suspected of
involvement i in fraudulent actuvufles - it i

e
g
"u R Fera
s

Performs ;elated work as assugned

rélated f|eld / V VR ,u-rg:,

- Y DS -

(u‘ ; ( SRR INY SNy V¥
Graduiatlon from:an accreqlted four (4) year college or umversnyg“;t
in cnmlnal {ustlce o\%‘_crelated field \._ T
3 SR i#—- . E )

lll' - ‘V v:] et

Certlflcates, Llcenses;, ,Reglstratlo
% Y ~<, -3 )

Must possess an intermediate- P“%gceﬁ@fr cer’Certlflcatlon from the Texas Cé“mmlsswn
on Law Enforcement Offlcers‘Standar Is: anﬁ"’rEducatlon
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Knowledge, SklllsI and Abllltlesa e R

e e e 2

& “
Knowledge of |nvest|gat|ve prmmples
procedures, practices, ‘and rules of ewdence
\_‘ 5‘,. :: JlfA F
- Knowledge of the principles of ldentlflcatlon and preservatlon of evidence relating to
identification and motor vehicle document fraud; and the criminal statutes regarding

theft, fraud, perjury, and conspiracy
Skill in the operation of technical equipment and detection devices
Proper use and properly care for firearms:

Knowledge and understanding of the Texas Penal Code, Code of Criminal Procedures,
Texas Department of Transportation Motor Vehicle rules and policies, and current case

law
e ———————————————————————————————
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Ability to read, analyze and interpret the complex documents

i. Bllmgual (Spamsh and Englrsh) wrth the ablllty’ to converse fluently in both languages
5, gé_ \};‘ ".,?r ﬁ
* Ability to think Ioglcally@nd ob\lectlvely /

< i Y
. Ability to plan, ‘organlze,“and conduct mvestlgatlons,f,tolmterpret and apply laws and
, regulatlons t‘é conduct mtervrews*and gather"facts to evalua

=X, P ’* S
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: Knowledge i pnnc)ples and/ practlces’of legal document preparatlon ncludlng citations
and arrest’warrants L At < k N, 3

' Knowledge of, laws of arr,e,sj’t ,search “and seizure, servrc'

nght ofcltlzens e

’ Ot £o -

Employee may bye ?%S|gned other duties in addition to

accordlng to the ‘hanglng peeds -of the County
..;:gv{ , '\‘

| gHgSICAL DEMAEIQ{S,,~

)
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: Th ‘“hy“sucal demands «described here are representatlvg of
an employee to successful y perform the essential functlons

While. performlng\thexduges"of thl/S\jOb the employee |s ;equlred 10 sit and us%hands to
fingérs, or feel' objects toojs“orgcontrols The employee |s requ’ed to stand walk, reach
- withthands and arms,‘,an stoo%s lg'l?eh p

‘Z‘T-s ‘«‘::/4.»3:‘2‘;‘ "~

The employee must occasmnally%”f‘w*' ind, ove—-up~to r tvyenty-flve (25) pounds.
Specific Vision abilities: requured 5’ch iS50 flnc‘lu\c:l*etplose wsron and the ab,rllty to adjust
focus & ) S
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WORK ENVIRONMENT

The work enwronment charactenstp_s descrlbed here are representatlve of those an
employee encounter while performmg the esqséentlal 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
¢ standing for extended periods of time
e operating assigned equipment
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Maintain mental capacity which permits:

¢ making sound decisions and usmg good Judgment
e demonstrating mtellectual capabllltles

Effectively handle a work e_nwronment and conditions which involve:

o worklng closely with others
° worklng rn a multi- task env1ronment

Maintam effective aud_lo—v_lsual;dlsc;jnmmatnon and'pe‘rceptibn:_needed for:

- making observatlons '
readlng and wntlng
operating assngned equ:pment
communication with others
required to fo]low the Hidalgo County Accident Preventlon Plan and department s
safety regulations :

m
e
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