Hmarco County
Personnel Adjustment Request Form

JUN 0 9 2615

DEPARTMENT NAME/ N

* County Clerk's Office 19 O~ 0O DATE: 06/01/2015

CURRENT POSITION TETLE: Records Manager CURRENT SLOT. #: 0001

REQUESTED POSITION TITLE: Records Facility Manager
(For new positions or reclassifications)

REQUEST FOR:
[ New Position 0 Temporary Position ?ﬂ‘:osition Redlassification* ﬁ otmer_ViHe Change Ohlr

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

POSITION SALARY REQUEST:
Salary Amount:  $ L}'BJ 144.00 s _43,149.00 $ O
Current Budgeted Salary Proposed Budgeted Salary Net Change

Pasition to be funded from one of the following:

Current Department Budget [ Annual Budget Cycle Will Require Additional Funds
E] Other

POSITION Type:

Full Time Employee Part Time Employee |:|

Object 113 Object 114

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

Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
Start Date End Date Waorking Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA: ‘
Exempt (] e (]
Non-Exempt @ Non-Exempt
N/A
] -
F/l
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential) L///
TITLE CHANGE ONLY

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 /for increase in duties and responsibllity. (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

06/01/2015 '
( FUNDING AVAILABLE IN DEPT. BUDGET YES D NO
A PERSONNEL PROCEDURES COMPLETED Wé EI NO
0.%4/3#141_{'
D, BUDGET PROCEDURES COMPLETED YES l:l NO
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Revised: 8/7/2007




HIDALGO COUNTY CLERK'S OFFICE
RECORDS FACILITY MANAGER

_,,,\_"

GENERAL DESCRIPTION

schedules; the management of flllng and information retneval systems thg protection of
essentlal -and: permanent records the economrcal and space effectlve -storage of

correspondence
storage systerr)s

Manages multlple records storage facrlltles for the County Clerk's Offlce

7

Manages employees W|th|n the Records Facullty , |
Establishes procedures to ensure: the permanent preservatlon of all historically valuable
records of the county

Establishes standards for filing and storage equipment and archival supplies for the
preservation of worthy items

Establishes and promotes a recycling program for the elected official and department
head offices of the county, to include all remote sites

ApprovedbyCCon______ ,2014 Page 1



Provides records management advice and assistance to all county departments by
preparation of relative "Hand-Out" and/or "Policies & Procedures" and by on-site
consultation/s, when necessary

Designs and provrdes tralnrng on aII facets of the records management program to all
county departments : o ;

Establlshes and updated the Records Management web page to lnclude relative forms
and documents “"-} : . = S

Identrfres and reports non- compllance by elected offrcrals and department heads or
other., county personnel wrth pohmes and procedures of the records management
program ' e s . , :

Performs other dutl"\"’ nd»‘-tasks as assigned - by HL

' ounty Clie;_r,.k,’s;r;;iOffice
Manager Chlef Depu' or\ ounty Clerk AR Sl

GENERAL QUAL"

b

E perlence and E catlon
! Z TS

Assocrates Degre ‘

'ATION GUIDELINES

‘;Offrce Administration

Degree may be substrtu d wrth at least five (5) years of/admln tratlve expenence

Should have admlnlstratlv ;experlence in office or related,work..;-,f.,_:“

Should have expenence wrth government‘work

Knowledqe, Skills, and Abllltles

Ability to supervrse and communrcate effectlvely with étaff and public '

Ability to prepare and malntaln detalled records f‘ Ies and reports

Flexibility to be cross-tralned in vanous departments |

Ability to develop and provide training seminars to various county departments
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. Reasonable

accommodations may be made to enable individuals with disabilities to perform the
essential functions and job duties.

ApprovedbyCCon_____, 2014 Page 2



While performing the duties of this job, the employee is required to stand, sit and use
his/her hands. The employee may be required to handle or feel objects, tools, or
controls, and to talk and listen extenswely The employee is required to reach with
hands and arms, climb or balance stoop ‘or kneel .

The employee must occaS|onaIIy Ilft and/or move up to thlrty-flve (35) pounds. Specific
vision abilities required by this ‘job lnclude close vusron ‘and the ablllty to focus and read
standard font characters : :

The employee Wl|| be reqmred ito llﬂ boxes, cllmb Iadders and plaoe the boxes in
shelvmg that reaches up to 16 feet \ - ED

WORK ENVIRONMENT o

employee encou‘n\te"r“'»r h|Ie performlng the essential funct\
accommodatlons may be made to enable individuals. with
essentlal functlons P R

- sitting for extended perlods oftlme L
operatlng assugned equipmen A
. cllmb ladders i in excess. of '

Maintain mental capaCIty which permlts.

¢ making sound decisions and usmg good Judgment
. demonstratlng mtellectual capabllltles :

Effectively handle a work enwronment and condltlons WhICh involve:

e working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

making observations

reading and writing

operating assigned equipment
communication with others
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e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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Hmarco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: County Clerk's Office | DATE: 08/01/2015

CURRENT POSITION TITLE: Records Management Specialist CURRENT SLOT. #: © 02

REQUESTED POSITION TITLE: Official Records Manager
(For new positions or reclassifications)

REQUEST FOR:

1 New Position O Temporary Position ﬁ &ﬁm Redlassification* E‘ Other -T'_‘HE’- Chaﬂe e n lf
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ 3 3: 222. 00 $ ?Jgn 222 -00 $ 0.

Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

D Current Department Budget E] Annual Budget Cycle |:| Will Require Additional Funds
O Other
POSITION Type:
Full Time Employee Part Time Employee l:, '
Object 113 Object 114

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

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 I:I
Non-Exempt I]’ Non-Exempt B/
N/A D

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

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 desaription.

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

06/01/2015
/ FUNDING AVAILABLE IN DEPT. BUDGET Yes [ no
PERSONNEL PROCEDURES COMPLETED m/é [] no
‘ I = ]
DA BUDGET PROCEDURES COMPLETED E/YB [] no
4. ~ COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Persannel Adjustment Request Form
Revised: 8/7/2007




HIDALGO COUNTY CLERK'S OFFICE
OFFICIAL RECQRDS MANAGER

7

GENERAL DESCRIPTION

Provides admrnlstratlon and management -of. the dally operatlons of the County Clerk
Records D|V|S|on Iocated in ‘the Courthouse while.. ensuring. tlmely, accurate and
professronal services for: recordlng of documents; Assists in providing publrc access to
official ‘public. records while; restrlctmg access to. closed records;- @versees project
develapment actuvrtles and handles system upgrades andv- requests |mprovements and
suppér,t\;fromyfendors‘;; Qevélops ﬁ'bu'd'getary requ:e;m\_. fand manages personnel
resources; Represents' unty Clerk's Office at var meetlngs functlons and
conferences ‘ ;;;_1,_‘;.:;1 \ - ,

EXAMPLES OF WGRK PERFORMED

manner
Represents the County Clerk's Ofﬁce at variotis county functlons

Maintains issuanée and accountablhtyrrecords of aII securlty paper

Coordinates the applrcatlons of securlty clearances for staff and access to state remote
birth certificate systems . Lo

Works to evaluate current records management/automation programs to determine
future applications

Processes delayed birth certificates

Establishes and maintains communications with other County, State, Federal, and
Municipal agencies

Attends staff meetings; Prepares and submits weekly manager's reports
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Helps establish and monitor office procedures

Establishes services and ensures a hlgh Jevel of customer satlsfactlon

Supervises employees compnsed of the Vltals Deeds’r‘»?and Recordlng departments at
the Clerk’s main off icé: andthe McAIIen Substatlon \ .,

* \

Coordlnates-;t-e _revrew of proposed national standards lnltlatlves and thelr effects on
the office:. . . .

\1,-"‘-

trarduties” .

? ™ “" i A . " S i '\’ R feie
Ensures the de | t.is nen tate Health ‘Services
standards f ) 1 'R
r [ -;
i : i ‘\ H
Coordlnates t ’e of he Atto'rney General

|

e,

Seven (7) years related éxperien'ce S h

Three (3) years |n a supervrsory/management capacnty

Knowledge, Skllls, and Abllltles o ‘

;" [
i

Must be Bondable
Must have a current valid Texas motor vehicle operator’s license

Attain Acknowledgement of Paternity Certification by Texas Attorney General Office and
security clearance from State Bureau of Vital Statistics within one year

Excellent oral and written communication, presentation, and interpersonal skills

Demonstrate effective leadership and organizational skills
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Thorough knowledge of all phases of County Clerk Records processes

Experience in the information systems envrronment Microsoft Office programs, local
area networks, and i |mag|ng software o G

Ability to conform,. authorlze and comply wrthln the gurdellnes set by statutes, rules and
County Clerk pollmes and procedures

PHYSICAE 'DEMANDS

x

SAFETY REQUIREMENTS

Maintain physrcal condltlons appropnate to the performance of aSS|gned duties and
responsibilities WhICh may mclude the followmg : \

e sitting for extended penods of tlme
e operating assigned equrpment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with others

e working in a multi-task environment
S
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Maintain effective audio-visual discrimination and perception needed for:

e making observations

e reading and writing

e operating assigned equipment

e communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations

[ === ==L ]
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