HiparLco County
Personnel Adjustment Request For

.,

LT

DEPARTMENT NAME/NUMBER: SANITATION PCT.4 (124-001) DATE: 6/4/2015
CURRENT POSITION TITLE: CURRENT SLOT #: T014 & T015
REQUESTED POSITION TITLE: CLERK I (TEMPORARY)

REQUEST FOR:
|:| New Position Temporary Position I:l Position Reclassification* El Other

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

POSITION SALARY REQUEST:

Salary Amount:
$ 0.00 $ 10,504 x 2 $ 21,008.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

I:l Current Department Budget E’ Annual Budget Cycle |:| Will Require Additional Funds
|:] Other

POSITION Type:

Full Time Employee D Part Time Employee |:| $10.10

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary Part Time Temporary I:I $ 10.10 HR x 1040= $10,504.00 x 2 positions= $21,008.00

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS: N/A
6/9/2015 12/31/2015 Mon. - Fri., 8am - 5pm 40 Not to exceed 6 months
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt I:l
Non-Exempt |:| Non-Exempt

N/A ]

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

Precinct 4 is requesting these poisitions to assist with the shortage of staff due to the state of emergency.

Precinct 4 employees have been assigned to the County Wide Emergency Operation Call Center; therefore, there is a need for additional clerical

support.
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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

.
1. (ﬂ’ L’/’ I 5 FUNDING AVAILABLE IN DEPT. BUDGET !:I YES |:| NO

DEPARTMENT HEAD Date
2. 00515 PERSONNEL PROCEDURES COMPLETED @/\res I:I NO
Date
—
3. Ob ’5’ }b BUDGET PROCEDURES COMPLETED ‘E{ES D NO
e s
EEPARTMENT OF BUDGET & MANAGEMENT Date
4.
COMMISSIONERS' COURT APPROVAL Date
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HIDALGO COUNTY PRECINCT #4

GENERAL DESQRIPTION

'/, i - N
: s v

Performs (entry—level) clerical work in areas such as bookkeeprng, nventory control,
statistics, employment human resources, purchasmg, or accounting; Work involves
complllng and- tabulatmg Sdata -checking documents for - ~aceuracy, - ‘transporting
documents and malntalnmg f Ies Works under: glose Supervisioh. wrth’ mrnrmal latitude

Recelves shrpments a
and quahty

hY

Opens and dlstrlbutes mcommg mall and prepares mall outs

Delivers documents supplles or other rtems takes deposrts to the bank and runs
errands as approprlate ‘ _ :

May maintain office schedulesandgppqlntments ) o
May perform back-up receptionist or telephone switchboard duties
May assist in conducting physical inventory

May receive and count cash

May make arrangements for repairs and services

May assemble and pack shipments, contact transportation companies to arrange for
shipping, and assist in loading trucks
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Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Educatlon

B \

Six (6) months of expenence W|th clerical operatlons h

Graduatlon from a hrgh school or~equ1valent (GED)

P g * N

Experlence and educatlon may be substrtuted for one another

Certlf cates, Llcens o Remstratlons

Abrhty to prepare and ma ,‘taln_; records files, and reports“._;,.;: :

PHYSICAL DEMANDS e

The phy3|cal demands- descrlbed e re. epresentatrve of those that most be met by
an employee to successfilly. perform the essential functrons of this job. - .

While performlng ‘the dutles of thls job, the employee is regularly: requwed to talk or
hear. The employee frequently is. requwed to: stand The employee is occasionally
required to walk; sit; use hands to find, handle, or feel objeots 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.
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SAFETY REQUIREMENTS:

Maintain physical conditions, appropnate 1o the performance of assigned duties and
responsibilities whlch may |nclude the. followmg B

» sitting for extended perlods of tlme |

. operatlng assngned equ:pment ’

Maintain. mental capaCIty whlch permlts

. makmg observatlons
. readmg and wrltlng

i3 operatlng aSSIgned equnpment
. communlcatlon wnth others

e —————
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