HipaLco County
~ Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY (080-007) DATE: 6/4/2015
DA INVESTIGATION HB65
CURRENT POSITION TITLE: ‘ CURRENT SLOT #: 0131 (080-007)
REQUESTED POSITION TITLE: ADMINISTRATIVE ASSISTANT I
REQUEST FOR:

New Position I:l Temporary Position |:| Position Reclassification* D Other

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

POSITION SALARY REQUEST:

Salary Amount: (080-002)
$ 0.00 $ 30,000.00 $ 30,000.00

Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

[] current Department Budget [ ] Annual Budget Cycle Will Require Additional Funds
Other DA INVESHGAHON HB 65 FUND BALANCE

POSITION Type:

Full Time Employee Part Time Employee D

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary D Part Time Temporary |:__| $

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 Exempt [ ]
Non-Exempt |:' Non-Exempt

N/A ]

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

AS PART OF THE DISTRICT ATTORNEY'S OFFICE RE-ORGANIZATIONAL/ RE-STRUCTURING PLAN, OUR OFFICE IS REQUESTING THE

CREATION OF A NEW ADMINSTRATIVE ASSISTANT I POSITION. IN ADDITION, THE DA HAS IDENTIFIED AREAS IN THE OFFICE THAT

REQUIRE IMMEDIATE CHANGES. THESE CHANGES ARE NEEDED FOR THE EFFECTIVENESS AND EFFICIENCY OF THE DISTRICT ATTORNEY'S

OFFICE.




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

6/4/15 FUNDING AVAILABLE IN DEPT. BUDGET

Date

/ PERSONNEL PROCEDURES COMPLETED

HUMAN RE$PURCES DIRECTOR ate

9 /78"  BUDGET PROCEDURES COMPLETED

w

Y 4
DEPA ENT OF BUD! & MANAGEMENT Date
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A [

COMMISSIONERS' COURT APPROVAL Date



HipaLco County
Personnel Adjustment Request Form

D
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DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY (080-007) DATE: 6/4/2015
DA INVESTIGATION HB65

CURRENT POSITION TITLE: CURRENT SLOT #: 0132 (080-007)

REQUESTED POSITION TITLE: ADMINISTRATIVE ASSISTANT T

REQUEST FOR:

New Position D Temporary Position [:l Position Reclassification* E] Other

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

POSITION SALARY REQUEST:

Salary Amount: (080-002)
$ 0.00 $ 32,000.00 $ 32,000.00

Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

|:| Current Department Budget I:l Annual Budget Cycle Will Require Additional Funds
Other DA INVESTIGATION HB 65 FUND BALANCE

POSITION Type:

Full Time Employee Part Time Employee I:l

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary [:] Part Time Temporary |:| $

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 Exempt I:]
Non-Exempt |:| Non-Exempt

N/A []

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

AS PART OF THE DISTRICT ATTORNEY'S OFFICE RE-ORGANIZATIONAL/ RE-STRUCTURING PLAN, OUR OFFICE IS REQUESTING THE

CREATION OF A NEW ADMINSTRATIVE ASSISTANT II POSITION. IN ADDITION, THE DA HAS IDENTIFIED AREAS IN THE OFFICE THAT

REQUIRE IMMEDIATE CHANGES. THESE CHANGES ARE NEEDED FOR THE EFFECTIVENESS AND EFFICIENCY OF THE DISTRICT ATTORNEY'S

OFFICE.




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

6/12/15 FUNDING AVAILABLE IN DEPT. BUDGET
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COMMISSIONERS' COURT APPROVAL

Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

Employee perfonns entry-level administrative support or technlcal program work. Work
|nvolveS"d|ssem|nat|ng mformatlon malntalnlng f Ilng systems and performlng mternal

Assnsts in complll«
e r*“‘ g

summarles

May reviéw appllcatlons for ag
and accurately

May review and route mail , o

May provide aSS|stance answerlng phone calls,-—routlng lncomlng calls, taking
messages, greeting visitors; arid dlrectlng them to the.gappropnate staff

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Experience in clerical work or administrative support work

Graduation from a high school or equivalent (GED)

Approved by CC on , 2014 Page 1



Knowledge, Skills, and Abilities

Knowledge of office practices and admlnlstratrve procedures
Skill in the use of standard oft' ce equrpment and software

il

Ability to communrcate effectlvely
PHYSICAL IEMANDS e A

The physrcal demands descnhed here are representatrve_rof those th‘at must .be met by

Whrle performrng the
hear The employeeL

ds Specrﬂc vrsron
,,\and the abllnty to

.haracterlstrcs described here)are re r
employee encounter whrle“'p‘)e'rformlng the essentlal functlo ;

;A.

e sitting for extended perrods of trme
e operating assigned equrpmenh_' '

Maintain mental capacity which permits:

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

Effectively handle a work environment and conditions which involve:

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

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

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

e e S = e o B S e e e e s St e e e e e e B e ]
I ———eeeeeee-
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HipaLco County GSCEIVER

Personnel Adjustment Request Form

JUN -9 2015

DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY DATE: 6/3/2015
DA INVESTIGATION HB 65 (080-007)
CURRENT POSITION TITLE: CURRENT SLOT #: ILZ’?(DBO-OO?)
T1833
REQUESTED POSITION TITLE: CLERK IV
REQUEST FOR:

|:| New Position Temporary Position l:l Position Reclassification™ l:l Other

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

POSITION SALARY REQUEST:

Salary Amount: (080-002)

$ 0.00 $ 8,320.00 $ 8,320.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget l:l Annual Budget Cycle I:I Will Require Additional Funds
Other 5-1223-412-00-080-007-0-122 DA INVESTIGATION HB 65

POSITION Type:

Full Time Employee |:| Part Time Employee |___] $20.00

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary |__|  Part Time Temporary $ 20.00 HRLY * 416 HRS = $8,320.00 (6 MONTHS)

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
7/1/2015 12/31/2015 MON. - FRL. 16 HRS PER WK 6 MONTHS
Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt |:|
Non-Exempt ] Non-Exempt

N/A []

JUSI’IFICATIOW PRIORITY: (Explain why this position or adjustment request is essential)

WORKING ON MODIFICATION OF FORMS SUCH AS JUDGEMENTS, WAIVERS AND ALSO MAKE SURE THAT WE ARE IN COMPLIANCE WITH CJIS.

WILL ALSO BE WORKING ON THE TRANSITION FROM ABLETERM TO ODYSSEY.




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 Recommendaticn

BUDGET & MANAGEMENT: Classification and Salary Recommendation

6/3/15 FUNDING AVAILABLE IN DEPT. BUDGET

Date

ol PERSONNEL PROCEDURES COMPLETED

HUMAN RESEURCES DIRECTOR Date

3 i %( wf BUDGET PROCEDURES COMPLETED

P
DEPARTMENT O BUDGET & MEMENT - ‘ Date

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

¢ (CLERKIV,

-
L

o

GENERAL DESCRIPTION 3

’,a‘.;employment,bhuman resources purchasrng, and accountlng, Work
rnvolves complllng ;nd tabulatlr}g data; checking documents for- accuracyﬂ andling and
transportlng ,documents and/o,stoclg and mvento_ and malntalnlng fil S; (May traln
others May supervrsetth; ,yvork of others Work

{ A

EXAMPLES’ 0F2 WORK

R

H }letS\ and reconciles dlscrepanc1es\ ir an (5} rews t’or accuracy

- IEY
and completeness xr‘ por:ts purchase orders, correspondence‘z"’gummanes manu}als
! S|

1

vouchers J}ournzals Ledgers requisitions, records, and othe[ related form

,,s

An' s‘rnqunnes regardlng procedures and policies, and p
to the publlci\by mall or’ telephone ;

s zes

and

[

oversees: the recelvrng stonng, ,

May open and d|str|bute |ncom|ng mall and prepare mall outs

, .

May perform data entry and retneval and arlthmetlc computatlons

, e : T’

May maintain office schedules and appo(rntments

R

May perform back-up receptionist or telephone switchboard duties

May receive, maintain accountability for, and forward payments to the appropriate
agency staff

May screen applicants and assist in orienting employees; may conduct preliminary
Interviews

May administer employment tests

Approved by CC on ,2014 Page 1



May arrange the scheduling, transfer, and display of surplus property

May make arrangements for or obtaln bids for repalrs and services

‘7\15;-.

May inspect merchandrse for quallty and compllance wrth specnt” cations

A

May train, oversee or:supervnse the work of others

Performs related work as assugned

: AN :
GENERAL QUALIFICAT|ON GUlDELlNES o \

Knowledge of business - .or program termmology, _ office procedures spelling,
punctuatlon grammar and. anthmetlc,of records- admlnlstratlon and malntenance

policies and procedures B L
Skill in using a personal computerang ofﬁceequ\mentMS Word and Excel

Ability to make arithmetic computations; to prepare and maintain detailed records, files,
and reports; to transfer stock from one location to another; to maintain files, and to train
or supervise the work of others

Supervisory skills preferred

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.

Approved by CC on 2014 Page 2




While performing the duties of this job, the employee is regularly required to talk or
hear. The employee frequently is reqwred to stand. The employee is occasionally
required to walk; sit; use hands to Vflnd handle or feel objects, tools or controls; reach
with hands and arms cllmb ¢ balance stoop and kneel

The employee\,must occaswnally Ilft and/or moveé over 25 pounds Specific vision
abilities required by thlS jOb include “Close vision,. depth perceptlon and the ability to
adjust focus \:

.

Mamtaln physndql 'corg,dltlons appropriate to the performance‘ofgsmgned dutn

respon3|b|I|t|es whllicfh’may mclude the followmg

i
h ‘»

n;m-. 4

Effectlvely handle a work envnronment and condltlons whlch mvolve

-worklng closely wuth others ——
» working in a: multl-task envuronment

Maintain effective audlo-wsual dlscnmmatlon and perceptlon needed for:

» 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

Approved by CC on , 2014 Page 3



HipaLco County
Personnel Adjustment Request Form

JUN -9 2015
DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY (080-007) DATE: 6/3/2015 ,9 3 é?
DA INVESTIGATION HB 65 (080-007) (//17 Q-o
AN RESOD
CURRENT POSITION TITLE: CURRENT SLOT #: I&g (080-007)

T124

REQUESTED POSITION TITLE: CLERKI

REQUEST FOR:

|___| New Position Temporary Position D Position Reclassification™ I:, Other

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

POSITION SALARY REQUEST:

Salary Amount: (080-002)

$ 0.00 $ 7,500.00 $ 7,500.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget |:| Annual Budget Cycle D Will Require Additional Funds
Other 5-1223-412-00-080-007-0-122 DA INVESTIGATION HB 65

POSITION Type: |

Full Time Employee D Part Time Employee |:, $15.00

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary ||  Part Time Temporary $ 15.00 HRLY * 500 HRS = $7,500.00 (6 MONTHS)
Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary

TEMPORARY POSITIONS:

7/1/2015 12/31/2015 MON. - FRI. 20 HRS PER WK 6 MONTHS

Start Date End Date Working Days & Hours Hours Per Week Duration (2 weeks, 3 months, etc.)
CIVIL SERVICE: FLSA:
Exempt Exempt [ _|
Non-Exempt [] Non-Exempt

N/A ]

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

WORKING ON MODIFICATION OF FORMS SUCH AS JUDGEMENTS, WAIVERS AND ALSO MAKE SURE THAT WE ARE IN COMPLIANCE WITH CJIS.

WILL ALSO BE WORKING ON THE TRANSITION FROM ABLETERM TO ODYSSEY.




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

6/3/15 FUNDING AVAILABLE IN DEPT. BUDGET

2

D
’ // ) PERSONNEL PROCEDURES COMPLETED
HUMAN RESQIRCES DIRECTOR Date
3. i Q Ofe ' a ,[ {—  BUDGET PROCEDURES COMPLETED
T S

DEPARTMENT OF BUDGé{MANAGEMENT Date

s []
e [l w

He [ w

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

_CLERK|

3 : i

GENERAL DESCRIPTION O A A

Performs (entry-level) clencal work in areas such as bookkeeplng, lnventory control,
statlstlcs employment human resources purchasmg, or accountlng, Work mvolves

documents and malntalnlng»f Iesf Works under: close su";"ervlsmn w1thh_-:, 1
for the use of |n|t|at|ve and ;ndependent judgment '

T

Recelves shlpm

ents
and quallty )

Opens and \distributes inc'oming r"nailrand prepares miail-outs

Delivers documents supplles or other |tems takes deposns to the bank and runs
errands as appropnate St

. i 3, i
«' K R [ FARE e

May maintain office scheduié’séan,d‘, appo;ntments :‘.; B

May perform back-up receptionist or teleohone 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

Approved by CC on 2014 Page 1




Performs related work as assigned
GENERAL QUALIFICATION GUIIELINES

Experience and Educatlon

Six (6) months of experlence wnth clerical operatlons o
Graduatlon from a: hlgh school on\equwalent (GED)

Expenence and educatlon ma fbe substltuted for one another.

Certlf' cates, l.lcenses, ; eg"lstratlon

Knowledge, Skllls',., “nd Abllltles

o 1 : \! R C
( - H.w

PHYSICAL DEMANDS

The physucal demands descnbed ‘here are representatlve of those that must be met by
an employee to successfiilly perform ‘the essential functlons of this _|0b

While performlng the dutles of thls jOb the employee is regularly reqmred 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 objects 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.

Approved by CC on 2014 Page 2




SAFETY REQUIREMENTS:

Maintain physical conditions appropnate to the: performance of assigned duties and
responsibilities whlch may mclude the followung '

« sitting for extended perlods of tlme
. operatlng aSSIgned equnpment T

Malntaln mental capacnty WhICh “permlts N

. worklng cIoser with others
' lwofrklng linaim ultl-task environment

HE Y

. requnred to follo
departments safety—.re ulatlons /

ApprovedbyCCon______,2014 Page 3



S5 \J HipaLco County CEIVEy
E&&}JE Personnel Adjustment Request Form

JUN -9 2015

4
DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY DATE: 6/3/2015 '9047 o‘o
STATE SUPPLEMENT (080-010) N
AN RESOY
CURRENT POSITION TITLE: CURRENT SLOT #: MOBO-OIO)
ToI8
REQUESTED POSITION TITLE: CLERK I
REQUEST FOR:

|:| New Position Temporary Position I__—I Position Reclassification* I:‘ Other

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

POSITION SALARY REQUEST:

Salary Amount: (080-002)

$ 0.00 $ 6,683.00 $ 6,683.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

Current Department Budget D Annual Budget Cycle |:| Will Require Additional Funds
Other 5-1281-412-00-080-010-5-122

POSITION Type:

Full Time Employee [] PartTimeEmployee [ | $10.10

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary |__|  Part Time Temporary $ 10.10 HRLY * 661.68 HRS = $6,683.00 (6 MONTHS)

Object 121 Object 122 Hourly Rate "2,080 hrs. per year = Annual Salary
TEMPORARY POSITIONS:
7/1/2015 12/31/2015 MON. - FRI. 161.68 HRS PER YI 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)

WILL USE INDIVIDUAL TO ASSIT CLERICAL FUNCTIONS AND COURIER BETWEEN BUILDING TO BUILDING.




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

6/3/15 FUNDING AVAILABLE IN DEPT. BUDGET

/

PERSONNEL PROCEDURES COMPLETED

Date

Dat

} (T BUDGET PROCEDURES COMPLETED

Ty
DEPARTMENT BUDGMNAGEMENT Date

COMMISSIONERS' COURT APPROVAL Date



