Hiparco Counry
Personnel Adjustment Request Form
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DEPARTMENT NAME/NUMBER:  County Court at Law #8 DATE: 4/14/2015

CURRENT POSITION TITLE: Bailiff CURRENT SLOT #: 0005

REQUESTED POSITION TITLE: Assistant Court Coordinator

REQUEST FOR:

D New Paosition D Temporary Position D Position Reclassification® Other Title Change/Remove Auto Allowance

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

POSITION SALARY REQUEST:
Department Fund Account - 1100-412-00-028-001-0
Salary Amount:

5 50,000.00 $ 50,000.00 & 0.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Supplement Interpreter Pay:
4 3,000.00 $ 0.00 3 (3,000.00)
Current G&S/ Budgeted Allowance Propased G&S/ Budgeted Allowance Net Change

Position to be funded from one of the following:

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

L]

POSITION TYPE:
Full Time Employee Part Time Temporary EI $

Chject 113 Object 114
P
Full Time Employee D Part Time Temporary || 4
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 IZ] Exempt

[]
Non-Exempt I:‘ Non-Exermpt Iz]
NiA []

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

+o our office from the Hdalgo
7 e .

HIDALGO CQUMTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007



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

POSITION RECLASSIFICATION: Explain change and/or increase in duties and responsibility. (Attach new job description)
’
¢¢ from
4// /

Edudardo Villshuesn Lomes fo our o

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET 8 MANAGEMENT: Classification and Salary Recommendation

YES D NO

Bl [
e [Jw

DEPARTMENT OF BUDGET & MANAGEMENT

4,
COMMISSIONERS' COURT APPROVAL Date

Personnel Adjustment Request Form
Revised: 8/7/2007

HIDALGO COUNTY
OB 2007-001



Hiparco County

Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: ~ County Court at Law #8 DATE: 4/14/2015

CURRENT POSITION TITLE: Assistant Court Coordinator CURRENT SLOT #: 0004

REQUESTED POSITION TITLE: Bailiff

REQUEST FOR:

|:| New Position D Temporary Position |:| Position Reclassification® Other __ Title Change/Add Auto Aliowance

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

POSITION SALARY REQUEST:
Department Fund Account - 1100-412-00-028-001-0
Salary Amount:

$ 45,000.00 $ 45,000.00 $ 0.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Supplement Interpreter Pay:
% 0.00 $ 3,000.00 § 3,000.00
Current G&S/ Budgeted Allowance Proposed G&S/ Budgeted Allowance Net Change

Position to be funded from one of the following:

Current Department Budget [:] Annual Budget Cycle D Will Require Additional Funds
POSITION TYPE:
Full Time Employee Part Time Temporary D $
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Employee D 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:
Exermnpt Exempt D
Non-Exempt ] Non-Exempt

N/A ]

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

A

i A A tSwlt O (Jr
Sration as & Jaw ént

interpreter.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2607-001 Revised: 8/1/2007



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

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

[ ¢ ;s bein saresult of (griis Percz's

-Wpcnence AAA_QMOO’) as o law enortem&ré- office

and interpreter,

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

’ 4‘&; # ( BUDGET PROCEDURES COMPLETED

e’
EPARTMENT OF BUDGET & MANAGEMENT Date

YES D NO

[ s L]

COMMISSIONERS' COURT APPROVAL Date

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustmient Request Form
Revised: B/7/2007



HIDALGO COUNTY, COUNTY COURT AT LAW #8

ASSISJ%NE!Z GOURT.COORDINATOR

—

GENERAL DESCRIPTI N
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‘|ate departﬁ“’l f"'nt lf necessary
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answerlng telephone, taking messages, as'sgrst;ngh,the ggenl ral pubhc

“y
2 i A IVASAn xid M )
%

Llllth an questlonsﬁ’schedujlng meetings, in-office filing, etc\ N
« ; v r x ;,

t &
assnst Court‘C dmator in schedullng court hearings, ;
I

A gz

lnator in maklng daily docke t e

j;e-{
(;r',

s

Assists the publlc dlrectly when 66531ble'ar}d reters them to another office |f appropnate

May prepare, malntams and admlnlsters‘the department budget

May order necessary equupment and suppllest for the department including preparing
purchase requisitions b

May maintain and prepares time sheets
May maintain inventory of equipment and supplies in department
May maintain filing within the department

Knowledge of automated court system

‘May act as back-up for Bailiff in obtaining files for daily docket

Regular attendance

Approved by CCon 2014 Page 1




‘Get along with co-workers
GENERAL QUALIFICATION GUIDELINES

Experience and M o

Graduation from .a"hig"h sohool"o‘r equiyalent (GED) |
One (1) yea"r'? admini'stration e)’éperience in the legal system
Must have good computer skllls |

b

Blllngual (Spanlsh and- Englrsh) wrth the ablhty to converse ﬂuently in both Ianguages

Knowledqe, Skllls,rand;Abllltles b

ned other duties in addition to tho

Employee may be &
change accordlng to ’éhangmg needs of department

x"«'

PHYSICAL DEMANDS

X ;

The physmal demands descrlbed here are representative of those that must be met by
an employee to successfully perform the essential functlons of_thl Jpp .

N i

Whlle performmg the dutres of this job, the employee is req fé 'to sit and use h
fingers, or feel objects tools or controls The employee lS requrred to stand walk “reach
with: hands and’ arms and stoop, kneel M .

WORK ENVIRONMENT

The work envrronment charactenstrcs descrlbed here are representatrve of those an
employee encounter while performmg the essentral functlons of this job.

The noise level in the work envrronment 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

Approved by CC on 2014 Page 2




-

Maintain mental capacity which permits:

e making sound decisions and’ usmg good judgment
o demonstratlng lntellectual capabllltles

Effectively handle a work enwronment 'and condltlons Wthh lnvolve

o workmg closely with- others
o workmg ina multl-task enVIronment

Malntam effectlve audno-vnsual dlscrlmlnatlon and perceptlon needed for:

s - making observat NS
reading arid writing
operating aSSIQned ‘equipment
: communloatlon wnth others

[ s

e ———
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HIDALGO COUNTY, COUNTY COURT AT LAW #8

GENERAL DESCRIPTION

Employee performs mid-level balllff work. Works to provide securlty and safety in the
courtrooms handles lnmates wrtnesses and cllents Employee provndes general

area

P'rovides’séhedul'é""

Secures courtroom at the end of the day

Provrdes securlty the Judge and staff
Mamtalns a secure cz oom
Malntalns excellent publl 5 ‘aff‘and court relatlonshrps dunng course of busmess

Assrsts court in obtamlng and prolndln' servrces relatlﬁ g-t jury acth|t|es

Checks and updates court dockets pr heduled docket dates

Performs some administrative duties such as answerlng telephones picking up items
from suppliers, and other clerical dutles L

May provide assnstance to ‘ludge by retnevi__ng ﬁles, Ioeating law books and related tasks
Confirms active warrants and m‘ak’es arrests” e

Transports inmates from jail to court and return to jail after court appearance

Follows the Code of Judicial Conduct

May be interpreter in court

Performs related work as assigned

ApprovedbyCCon_____ ,2014 Page 1



GENERAL QUALIFICATION GUIDELINES
Experience and Education
Graduation from a hlgh school or equuvalent (GED) |s requnred

Must have two (2) years law enforcement related expenence expenence and education
may be subsﬂtuted for one another - . , :

Knowledge. Skllls. and Abllltles

Excellent commumcatlon skllls
Must be able to be deputlzed' o ;’?‘- S

May be reqUIred to be tralned in firearms and chemlcal spray~ t '

Peace OfF cer Ce‘ atlon through TCLEOSE

fingers, or feel objects tools or controls;.»v. The: e\mployee is requ1red to stand; walk reach
with hands: and arms; and ‘'stoop, kneel ‘

The employee must occaSIonaIIy lift and/or move up to twenty-f' ve (25) pounds.
Specific vision ab1I|t|es required by thls jOb lnclude close VlSIOl'l and the ability to adjust
focus : T

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:
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¢ sitting for extended periods of time
» standing for extended periods ¢ of time
e operating aSS|gned equnpment R

Maintain mental capacnty whlch permlts

. maklng"sound deC|S|ons and usmg good Judgment
. demonstratlng mtellectual capabllltles

Effectlvely handle a work envnronment and condltlons WhICh lnvolve

D e ]
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