DEPARTMENT NAME/NUMBER: sSHERIFF'S OFFICE / 280

CURRENT POSITION TITLE: SERGEANT STEP Il

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

D New Position L__| Temporary Position |.__| Position Reclassification*®

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

POSITION SALARY REQUEST:

Salary Amount: $ 49,017.00 $ 0.00

HimarLco County
Personnel Adjustment Request For

DATE: 4/16/15 AN REsOL

CURRENT SLOT. #: 001-036

Other Delete

(49,017.00)

Current Budgeted Salary Proposed Budgeted Salary

Position to be funded from one of the following:

D Current Department Budget |:] Annual Budget Cycle

Other Saving from deletion to fund of position.

Net Change

D Will Require Additional Funds

POSITION Type:

Full Time Employee Part Time Employee |:|

Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary l:’ Part Time Temporary 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

CIVIL SERVICE: FLSA:

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

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

Reorganization plan to draw experienced personnel.

Duration (2 weeks, 3 months, etc.)

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



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

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

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

This is a vacant position.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

—

I
\TE, FUNDING AVAILABLE IN DEPT. BUDGET YE! E] NO

Wi

PERSONNEL PROCEDURES COMPLETED YES NO
< “

DATE BUDGET PROCEDURES COMPLETED D YES [:l NO

4,  COMMISSIONERS COURT APPROVAL DATE

Personnel Adjustment Request Form

HIDALGO COUNTY
Revised: 8/7/2007

DBM 2007-001



CSCEIVE)

Hiparco County

Personnel Adjustment Request Form APR 21 2015

< o)

@ NS
(4]\/ :\SO\_)\

DEPARTMENT NAME/NUMBER:  SHERIFF'S OFFICE /280 DATE: 4/16/2015 RE

CURRENT POSITION TITLE: CURRENT SLOT #: 001-419

REQUESTED POSITION TITLE: ~ SERGEANT STEP IV

REQUEST FOR:

IZ] New Position [:] Temporary Position r:_l Position Reclassification* E:l Other

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

POSITION SALARY REQUEST:

Salary Amount:

$ 0.00 $ 52,508.00 $ 52,508.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

$ —0.00— $ —1,800.00- § —1,800.00— O
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change =

Position to be funded from one of the following:

I:] Current Department Budget I:, Annual Budget Cycle E] Will Require Additional Funds

E Other Particle funding from savings from deleted position

POSITION Type:

Full Time Employee El Part Time Employee I:l

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee D Part Time Temporary I:' $

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 D Exempt D

Non-Exempt |__x__] Non-Exempt El
A .
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

Reorganizational plan to draw experienced personnel.

Parsonnel Adjustrnent Reguest Form



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

u

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

—

|| \
NS
\ FUNDING AVAILABLE IN DEPT. BUDGET
|

Date
2 l PERSONNEL PROCEDURES COMPLETED
te —
34 4 % ’ '3 BUDGET PROCEDURES COMPLETED
DEPARTMENT OF BUDGET & MANAGEMENT Date

[] e

YES

[ e

COMMISSIONERS' COURT APPROVAL Date



Hmavco County
Personnel Adjustment Request For

DEPARTMENT NAME/NUMBER: SHERIFF'S OFFICE /280 DATE: 4/16/15

CURRENT POSITION TITLE: SR. DETENTION OFFICER STEP Il CURRENT SLOT. #: 002-071

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

] New Position ] Temporary Position (] Pposition Reclassification* Other Delete

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

Salary Amount:  $ 35,707.00 $ 0.00 $ ($35,707.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

D Current Department Budget |:| Annual Budget Cycle E] Will Require Additional Funds

Other Saving from reclassified entry level position

POSITION Type:

Full Time Employee 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 l:l Exempt D
Non-Exempt Non-Exempt
N/A |:|

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

Reorganization plan to draw experienced personnel.

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.

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

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

This is a vacant position.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1.
FUNDING AVAILABLE IN DEPT. BUDGET YEsS [] nO
W ﬁ' } g-—' PERSONNEL PROCEDURES COMPLETED E/YES ] no

3. ' 2&
BUDGET PROCEDURES COMPLETED YES [] NO

4., COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY Personnel Adjustment Reguest Form
DBM 2007-001 Revised: 8/7/2007



. APR 21 2015
Personnel Adjustment Request For -
(:(/ i\
DEPARTMENT NAME/NUMBER: SHERIFF'S OFFICE /280 DATE: 4/16/15 "IN ESOU
CURRENT POSITION TITLE: CURRENT SLOT. #: 002-425
REQUESTED POSITION TITLE: DETENTION OFFICER STEP |
(For new positions or reclassifications)
REQUEST FOR:
New Paosition D Temporary Position D Position Reclassification* D Other
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ 0.00 $ 31,364.00 $ 31,364.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
[] Current Department Budget D Annual Budget Cycle D Will Require Additional Funds
Other Saving from reclassified entry level position
POSITION Type:
Full Time Employee Part Time Employee D
Object 113 Object 114
Enter hourly rate for temp. positions
Full Time Temporary ‘:‘ 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:I Exempt I:I
Non-Exempt Non-Exempt
O
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
Reorganization plan to draw experienced personnel.
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.

POSITION RECLASIFICATION: 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

FUNDING AVAILABLE IN DEPT. BUDGET YES |:| NO
2

PERSONNEL PROCEDURES COMPLETED ES D NO
3.

BUDGET PROCEDURES COMPLETED YES D NO
4, COMMISSIONERS COURT APPROVAL DATE

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

DBM 2007-001



HIDALGO COUNTY SHERIFF’S OFFICE
'SERGEANT (PATROL)

GENERAL oes‘cnlprlon |

,‘, e

May be assrgned to patrol narcotrcs court processes or crlmlnal mvestugatron work.
Depending on’ area to Wthh assrgned ‘may.. perform pnmarlly undercover and
surverllance work patrol work crvrl and criminal | process servrng or mvestrgatmg work.

EXAMPLES OF WORK PERFORMED

Dependmg on the area of cnmrnal enforcement to whrch asslgned may perform
any of the followmg dutles ' : ,

Patrol an assrgned area generally by vehicle, to prevent cnmes and enforce Iaws and
regulatrons ‘ . . AN SR

Respond to emergency calls and routine complaints and. take actron as necessary

Issue traffic crtatlons and dlrect traffic

.'r 4
s

Investlgate traffic acmdents and crlmes against persons and property and assrst federal
state and local law enforcemv ,t ofF crals : .

Keeps records of actrvmes and -ma ncerning.crimes; complaints;
accidents, and mvestrgatrons Rl
Files cases wrth drstnct attorney or. U S. attorneys

Make lawful arrests for V|olat|on of laws for the State of Texas and local governments
ordinance and/or resolutlon : R ,

Serve felony, misdemeanor and rnental commltment warrants and make arrests
Serve court papers including writs, summons, subpoenas, capias, etc

Question witnesses and suspects and take statements

Assist other law enforcement agencies as needed

Meets with informants and conducts undercover narcotics investigations

ApprovedbyCCon___ ,2014 Page 1



Conducts background investigations on applications for law enforcements and
correction positions

Gathers and labels evidence, takes p:“otographs and fi ngerprlnts guards and transports
prisoners and testlt" les in court A e

May address and work wnth communlty groups to promote good pubhc relatlons and to
inform crtlzens of pollce actnvrtles and crime preventlon : ‘o

May be responsuble for anlmal control especrally relatlng to cattle on roadways

Return persons who have been; arrested in Hldalgo County?fto other Iocatrons |n and out

and out ‘of state .
l

Approved subordlnates reports and insure subordlnates complete thelr dally assrgned
dutles - : o : I

Regular attendance |s a must

Ablllty to work wrth others

SUPERVISORY RE. ONSIBILITIES

Wi‘u’supe'r‘.viée tho'se in "s_ti'gaitions, deputy sheriffs, commii ioation office'r, andcrvullan
personnel that have bex nplaced in his/her charge N
WI“ ensure that subordlnate personnel in his/her charge ryNout day to day dutles as

defined by job descnptlon Ievel of responsnbllltnes department goals and appllcable
federal and state Iaws : LT ‘

Shall report ‘both orally and in wntten form poor jOb performance violations of
department pollcy, and vnolatlons of federal and.state laws involving and subordinate or
officer of same of hlgher rank through establlshed chain of command

GENERAL QUALIFICATION GUIDELINES _:'; :f,.
Experience and Education

Graduation from a high school or equivalent (GED)
Four (4) years experience as a Peace Officer immediately preceding the date of
application

Applications for employee should reflect any increases in responsibilities during
previous or current employment

ApprovedbyCCon____ , 2014 Page 2



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

Certificates, Licenses & Regrstratlo .

Applicant must posses a current Peace Ofl" icer Certrfrcatron from the Texas Commission
on Law Enforcement Oft" cers Standards and Educatron

Must have a current valrd Texas motor vehicle operator s Ircense SR

Must be able to be msured by County s insurance: carrrer ‘

Knowledge, Skrlls, and Abrlltle

Abjlity.to, unde’rstandland_. ollow wrltte‘n and oral instructio depaanntal policj@,__rrules.
regulatrons and Iaws R

Abrlrty to establrs and marntarn effective workrng relatlonshrp wlth other County
employees and off crals Iaw enforcements agencies and the general publlc :

Abrlrty to analyze srtuatrons and adopt a quick, effective and reasonable course of. actron
Abrllty to write clear and concise reports and to maintain complete records as requrred

Abrlrty to learn the use and care of vehicles, frrearms and specralrzed equrpment

Abrlrty to Commumcate effectrvely ora"y or in wntrngf A

Good physrcal condrtron

Ability to -solve basrc mathematrca ’Nlproblems mvo,lving addition, ‘subtraction,
multrplrcatron and division o o

Ability to use decrmals and percentages in solvrng such problems
Ability to speak, read, and wrrte m Englrsh '

P

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 or organizations

Ability to also speak and write in Spanish preferred

ApprovedbyCCon_______,2014 i Page 3



Ability to solve pratical problems and deal with a variety of concrete variables in
situations where only limited standardizations exists

Ability to interpret a varlety of lnstructlons fumlshed in wrltten oral, diagram or schedule
form ,

Employee may be assrgned other dutles in addltron to those Ilsted dutles may change
according to the changlng needs of the County" :

PHYSICAL DEMANDS

The physrcal demands descrlbed here are representatlve of those that must be met by
an employee to successfully perform the essentlal functlons of thus jOb T

While performmg the dutles of this job, the employee is requrred to stand walk, talk and
hear. The employee. frequently is required to sit; use.hands to finger, handle or feel
objects, tools or-controls; reach with hands and arms; stoop, kneel crouch or crawl.
Employee subdués and restrains uncooperative inmates, " runs, cllmb stalrs pushes
heavy doors, handles and distributes heavy food/drink contalners '

The employee must regularly lift and/or move up. to ten (10) _?ounds occasuonally lift
with body welght ranglng from 100 to 250 pounds Speclﬁc vrsuon abllltles requlred by
this .job mclude close vision, distance vision, color vision,* perlpheral vision, depth
perception, and the ablllty to adjust focus. Employee utlllzes all wsual abllltles to keep
and malntaln control of mmatesrv - [ AT ,

WORK ENVIRONMENT
The work envrronment characterlstlcs,‘ bed.- here are representatlve of those an
employee encounters while performrng the esseritial functlons of this jOb

While performmg the duties of thls job, the employee frequently works near moving
mechanical parts such as the doors and gates throughout the prison. The employee is
occasionally exposed to fumes and airborne particles. The risk of electrical shock is
present because of the large . amount of electrical "equipment which the officer
encounters during the shift. The employee may be required to work outdoors or in
areas where temperatures could exceed 100 degrees Fahrenheit or below 0 degrees
Fahrenheit.

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:

ApprovedbyCCon _____, 2014 Page 4



e [sitting for extended periods of time
e [operating assigned equipment

Maintain mental capacity Wthh permlts

e [making sound decusuons and usnng good judgment
o demonstratmg intellectual capabilities

Effectively handle a work environment and conditions which jnvolve:

o Dworklng closely with others L
Dworklng ina multl-task envnronment

Malntaln effectlve audlo-wsual dlscnmlnatlon and perceptlo ' needed for.
Dmaklng observatlons

. Oreading and wntmg

- Doperating’ assugned equipment
Ocommunication with others " P

“Orequired to. foIIow the Hidalgo County Accident Preventlon Plar

- ‘department’s safety regulatlons o

o o o ¢ o

““““

e —_— ]
Approvedby CCon______, 2014 Page 5



HIDALGO COUNTY SHERIFF’S OFFICE

' DETENTION OFFICER

GENERAL DESCRIPTION

Provides correctlons services lnvolvmg the health safety and secunty of inmates and
the publlc |n a County correctlons facility or program Monrtors pnsoners actrvrtles and
malntalns necessary records S e

EXAMPLES OF WORK PERFORMED

May book classrfy transfer transport and/or release mmates wrth attentlon to the
health, safety and secunty of other officers, inmates and the publlc &

Conducts mspectrons shakedowns and inmate searches Does physrcal check of
inmates and the publrc CE ;

Completes checks and processes official papers and documents |

Conducts safety lnspectlons and inspections of fire exists and equrpment
Provides mformal counsellng to inmates |

Assists medical staff wrth‘drstrlbutlon of medications t'o‘.inmates

Intervenes and resolves. cnsns srtuatlons such as f ghts and medrcal emergencres

Conducts head counts of mmates

Conducts and mventones aIl keys. and equment from prevrous Shlf'[
Serves or supervises the servmg of meals to mmates
Supervises work performed by lnmates | |

Assists with personal needs of mmates, such as telephone calls, mail, laundry, visits
and commissary

Monitors and assists visitors and may maintain visitors’ list
Keeps records of incidents and activities during shift
May be assigned to conduct recreational programs for inmates

May be assigned to train new officers in procedural aspects of the job

e —
ApprovedbyCCon_____,2014 Page 1



May be assigned to transportation and court security duties, including transportation of
inmates to other local, state and federal penal institutions

May confiscate, mventory and store property from new. mmates and release property to
outgoing prisoners - o

.\_: :

May respond to lnmate request forms o

May be mvolved_ in organlznng church services, GED classes substance abuse classes
and fire. drllls , y ; S

Handles and cares for dogs lnvolved in narcotlcs mvestlgatlon
Regular attendance ‘; R
Get along wuth others

GENERAL QUALIFICATION GUIDELINES

Exgerlence and Educatlon

Graduatlon from a hlgh school or equivalent (GED)
Blllngual (Spanlsh and Engllsh) with the ability to converse fluently in both Ianguages

Certlf' icates, Llcensesl & Regﬁ |strat|o

Appllcant must at the t|me f; ,appomtment to. the;pos:tvon meet the minimum age
requirement for Ba3|c Certlflcatlo' : ' ff,om the', Texas Commlsswn of Law
Enforcement S : :

Applicant must within one (1) year of appomtment to the posutlon obtaln and thereafter
maintain a Baslc Certifi catlon as a Jaller from the Texas Commlssmn of Law
Enforcement - : :

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

Knowledge of laws, departmental policies, rules, regulations, instructions and
correctional literature regarding the custody of persons

Ability to understand and follow oral instructions

Ability to write clear and concise reports and to maintain complete records as required

ApprovedbyCCon_______,2014 Page 2



~

Ability to meet established physical standards

Ability to establish and maintain effectuve working relatronshrps with other County
employees and ofl"crals |nmates and the publlc ' o

Employee may. be assigned other dutles in addltlon ‘to those lrsted and duties may
change accordlng to changlng needs of department .

Basic Mathematrc Skrlls

Ability to solve basrc mathematrc problems rnvolvmg addltlon subtractlon multlpllcatlon
and dwrsnon - :

Abrllty to use. decumals and percentages in solving such problems
Language Skrlls | ' |
Abrllty to speak read and wrrte in the English language

Abrlrty to read and lnterpret documents such as safety rules operatrng and malntenance
lnstructlons and procedure manuals O R

Abrllty to wrlte routrne reports and correspondence |

Ablllty to speak effectrvely before groups of people and organlzarrons
Ability to also speak and wnte in ,Spamsh preferred L |
Reasomng Abrllty B S

Ability to solve practical problems and deal with a vanety of concrete variables in
situations where only lrmlted standardrzatron exrsts 3 :

Ability to interpret a varlety of lnstructrons furnlshed in wrltten oral diagram or schedule
form B LT

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 frequently required to stand,
walk and talk or hear. The employee is occasionally required to sit; use hands to finger,
handle or feel objects, tools or controls; reach with hands and arms; stoop, kneel,
crouch or crawl. Employee subdues and restrains uncooperative inmates, runs, climbs

stairs, pushes heavy doors, handles and distributes heavy food/drink containers.
P —_— ]
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The employee must regularly lift and/or move up to 10 pounds, occasionally lift and/or
move up to 25 pounds and, in emergency situations, lift persons with body weight
rangrng from 100 to 250 pounds.- Specific vision abilities required by this job include
close vision, distance vision, color vision, penpheral vision, depth perception, and the
ability to adjust focus Employee utrlrzes all visual abllltles to keep and maintain control
of the mmates g , _

WORK ENVIRONMENT

o3
i

ently works near movrng
e Jarl The ‘employee is
c1.of electrrcal shock is

Whlle performlng the d
mechamcal parts sdc’

work outdoors or in

encounters durmg 't shrft The employee may be requrred W
rtf ‘or below 0 degrees

areas where temperatures could exceed 100 degrees Fahren
Fahrenhert .

The noise Ievel in- the work environment ranges from moderate ,to' loud It is: 'dependent
on the actlwtres and/ emeanor of the inmates. : L

SAFETY REQUIREMEN s’-

Malntaln physrcal condltrons‘ ) erforme
responsibilities which may. ‘include the followmg:
e sitting for extended periods
o operatrng assrgned equrpment

Malntarn mental capacity whlch ‘permits: —
e making sound decisions and' uslng good judgment
o demonstratmg mtellectual capabrlltles :

Effectively handle a work envrronment and condrtlons whrch mvolve
e working closely with others
¢ working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
e 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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