Himarco County
Personnel Adjustment Request Form

MAY 20 2015

DATE: 5-20-2015

DEPARTMENT NAME/NUMBER: Ejections Department / 130

CURRENT POSITION TITLE: CURRENT SLOT. #:

REQUESTED POSITION TITLE: Elections Clerk (Temporary)  T172-T177
(For new positions or reclassifications)

REQUEST FOR:

New Position Temporary Position D Position Reclassification* D Other
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:

$ 0 $ 10,504 x 6 positions $ 63,024
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount:

Position to be funded from one of the following:

] Current Department Budget [ Annual Budget Cycle Will Require Additional Funds
L1 other

POSITION Type:

Full Time Employee D Part Time Employee D $10.10

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary PartTime Temporary | |~ $ $10.10hr x 1040= $10,504.00 x 6 positions = $63,024

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

7-6-2015 12-31-2015 Mon. - Fri., 8am - 5pm 40 6 months

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

Exempt Exempt I:I
Non-Exempt |:| Non-Exempt
N/A |:|

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

Six temporary positions are needed to assist in the runoff elections, Weslaco's Special Election & a possible September Constitutional Amendment

Election as well as prepare for the County-wide election in November. There is also the possibility of six more elections for political subdivisions in

Hidalgo County. These entities will either contract the department to conduct their election or lease the equipment from the County. Lease contracts

require preparation and training as well.
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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)

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

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

D YES |:| NO

B’KD NO

DEPARTMENT-OF Bu@ MANAGEMENT BUDGET PROCEDURES COMPLETED Z( YES []NO
4.  COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001
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Assist the IT Department in 158 n regards to voting equipment
and election supplies to include 1 at-up and maintenance of the electronic

voting units

Coordinate with Elections staff on transportation requirements, supplies, and materials
such as tables, chairs, voting equipment, ballot boxes, voting booths and election kits

Assist with setting up field system laptops
Assist with troubleshooting laptops, voting machines and other equipment

Assist with set up, delivery and maintenance of voting machines
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Must have a basic understanding of Microsoft Office Software

Must be able to work under loud cind}tio%s%g@sswe and in meeting deadlines
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Knowledge, Skills, and Abilifies:

Ability to read, interpret, and accept documents such as public requests

Ability to communicate effectively with staff and the public

Must have good driving record

May be asked to handle an electric forklift and other equipment such as a shredder

May be asked to climb a ladder
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During elections, must be available to work extended hours and/or weekends when
necessary
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Maintain mental capacity which permits:

s making sound decisions and using good judgment
« demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:
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o working closely with others

o working in a multi-task environment
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