HiparLco County

Personnel Adjustment Request For

=

DEPARTMENT NAME/NUMBER: WWM DATE: 5/8/2015

DA INVESTIGATION HB65 (080-007) (135 .
Wﬂ-(OSU-OO?)zCa,}V-
CURRENT POSITION TITLE: CURRENT SLOT #: “A+20-{088-802) ¢
REQUESTED POSITION TITLE: ASSISTANT DISTRICT ATTORNEY 11
REQUEST FOR:
New Position [:l Temporary Position [l Position Reclassification* Other ADD AUTO ALLOWANCE

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

POSITION SALARY REQUEST:

Salary Amount: (080-007)

$ 0.00 $ 58,100.00 S 58,100.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

qw

Allowance Amount: (080-00}!)

$ 0.00 $ 500.00 s 900.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

l:l Current Department Budget E‘ Annual Budget Cycle Will Require Additional Funds
Other DA INVESTIGATION HB 65 FUND BALANCE m:?cw

POSITION Type:

Full Time Employee Part Time Employee D

Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary I:I Part Time Temporary D $

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 pesition or adjustment request is essential)

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

v
CREATION OF A NEW ASSISTANT DA IIf 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

p\ﬁcow_\mer\& oo\ Solacy and oude allowance bo paidl b\{

PR LS Gunad < (.DPO%'\O\M 0067 )

6/4/15 FUNDING AVAILABLE IN DEPT. BUDGET YES D NO

Date

// (4 PERSONNEL PROCEDURES COMPLETED YES D NO

i 4 4
HUMAN RESQERCES DIRECTOR Date

3, [4# [4[ 1§ BUDGET PROCEDURES COMPLETED z/ves .
e =
deparamert oF supceT€ M

EMENT Date

COMMISSIONERS' COURT APPROVAL ’ Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

ASSI§"I;QAQT;}I?ISXEI'RIG;I1 ATTORNEY i

GENERAL DESCRIP\:I' IQN

¢y x e
Employee ﬁérf" ;ms Iegal work Work involves prosecutlng and defée dlmg all manner of
civil and cnmmal,fmatfers injvarious levels “of, trials and app(e/llate,, i courts and
admlm,gtratlve forums. Wor§< under thexfrequent sﬁpervnswn of\hlgher Teve /Jv'attorneys in
an effort fa.bunld the kn%wledge,, §!(l“$ and expertlse‘*necessary N

N / )’” I -~ jyx S~ e
EXAMPLES OF WORK}PE?BFF%,M;D :

\izogcernlng the

P

8 Q’ »
“‘ 7 /“af ;. ’

‘ ‘ ‘ ,__gbltten or oral legal advice to lndlwdual {\ (
draftsngggl mstg:mem‘s” or«"ather written materials carrying Ieg i

¢

I;nen{al clients_—and

s

ine

\,‘

2 ‘A | N |
Drafts and fi les%lgg{dmgsx ‘afnswenng motions, bn!I
conduct Iltlgatlon and/o; prov eed[ngs in related forum'

R

Counsels ‘and adwses chents withiih bounds
regarding Iega Lissues in allfphasesnof lltlgatlon

{ f ,.1 ¥ 3 :'--h,,,_f
. e Po , 8
Identifies, locates, an d prepares WItnes

related forums SR T

T

s st Apre'ﬁen

/

- o A

- .«'\" (_.2 \4. l ‘u 1 '\‘!" .
Identifies and prepares non-testimonial Formé of evidence for use in court and related
forums

Conducts and/or supervises investigations and/or civil and criminal discovery
proceedings

Drafts legal instruments and various documents with legal implications

Negotiates with others to settle litigation or other contested matters or to assist in
solving problems with legal implications

P — e — — —m — e ]
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Develops knowledge and expertise in applicable area of law to keep pace with constant
developments and to impart this knowledge and skills to others in various settings

A

Performs related work as aSS|gned

GENERAL QUALIFIGATION GUIDEL]NES

Knowledge, Skllls,;arld Abllltles
A=

‘work eﬁ" c:e tIy and effectively in hlgh-pressure Slth\ ation

e
e T SN Ly -

I

PHYSICAL DEMANDS

The phy3|cal demands descrlbed ‘hefé-are Tepresentative .of those that must be met by
an employee’ to successfully perform the essentlal functlons of this jOb

While performmg 'the dutles of t jOb ‘the employee;‘}ls regularly requ1red to talk or
hear. The employee frequently:‘f ,'”_; o -stand. employee is occasionally
required to walk; sit; use hands to flnd handle o; feelﬁfobjects 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.
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The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS'

. Slttlrlg for e)Qended perlods oftime
° Operatlng ass:gned eqUIpment

“feading and writing | ;
.. operatlng assngned gqglpmept
. communlcatlon w1thj"
e (;required to, follow the Hldglg

departmentsxsafety regul ation:
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El
Hiparco County SCHVED

Personnel Adjustment Request For

JUN -9 2015
13
. < &
DEPARTMENT NAME/NUMBER: CRIMINAL DISTRICT ATTORNEY (nso-oqé) CHE;U"S' ) DATE: 6/4/2015 &047 \ q‘cjo
DA BORDER PROSECUTION INTIATIVE (080-012) AN R;;f,o\3

0001 (080-012)

CURRENT POSITION TITLE: ASSISTANT DISTRICT ATTORNEY III CURRENT SLOT #: -A+9 (08B0-002)
Az 7T :
REQUESTED POSITION TITLE: ASSISTANT DISTRICT ATTORNEY III afjl"'
REQUEST FOR:
I:’ New Position D Temporary Position I:] Position Reclassification* Other ADD AUTO ALLOWANCE

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

POSITION SALARY REQUEST:

Salary Amount: (080-012)
$ 77,920.00 $ 77,920.00 $ 0.00

Current Budgeted Salary Proposed Budgeted Salary Net Change

Allowance Amount: (OSO—OOZW
$

0.00 $ 900.00 $ 900.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
I:' Current Department Budget |:| Annual Budget Cycle Will Require Additional Funds
[T other _Hbles Eu da
POSITION Type:
Full Time Employee Part Time Employee D
Object 113 Object 114 Enter hourly rate for temp. positions

Full Time Employee Temporary I:l Part Time Temporary E] $

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 D
N/A []
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

AUTO ALLOWANCE COVERS FOR THE TRIPS THAT THE ADA WILL MAKE TO INTERVIEW WITNESS(ES)/VICTIM(S) AND ALSO WILL BE

GOING TO THE DIFFERENT LAW ENFORCEMENT AGENCIES IN THE COUNTY TO INTERVIEW POLICE OFFICERS OR REVIEW EVIDENCE.




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

T ] ~ e\ Sz —
T
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6/4/15 FUNDING AVAILABLE IN DEPT. BUDGET
Date
{/ / PERSONNEL PROCEDURES COMPLETED
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MOMAN RE@URCES DIRECTOR
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3. g/ w BUDGET PROCEDURES COMPLETED
MT OF BUDGMNAGEMENT Date
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V] v

COMMISSIONERS' COURT APPROVAL Date



HIDALGO COUNTY DISTRICT ATTORNEY'S OFFICE

Performstrntermedlate-level legal work; Work lnvol\ves prosecutlng and de ejndrng all

manner.of €ivil; and’ crrmrnal matters in various levels of trials and appellate courts and

admlnrstratrve forums Work under the j,requerrt supervrsren of hrgher I v
nec

A pears in’ courtwa‘éllor related forums to select juries, ‘present-“

evrden_ce xmake"lega‘ guments and act as an oral advocate

9‘

Investrgate facts glvmg Fige to. Iegal;
legal problems ina varlety of forums:'r

regarding legalxrssues in all phases of lrtrgatron - L o

s

Identifies, locates, and prepares
related forums '

0.«

|tnesses to presentt |mony effectively in court or

Identifies and prepares non-testimonial forms of evidence for use in court and related
forums

Conducts and/or supervises investigations and/or civil and criminal discovery
proceedings

Drafts legal instruments and various documents with legal implications

Negotiates with others to settle litigation or other contested matters or to assist in
solving problems with legal implications
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Develops knowledge and expertise in applicable area of law to keep pace with constant
developments and to impart this knowledge and skills to others in various settings

e

Performs related work as assngned L

Experience and Educatlon e T |

‘_}"‘,

Two (2) years expenence as a Ilcensed attorney

Llcensed tO)practlce I ‘
State Bar:of ]'exas

5 vz

ywand effectively in high-pressure S|tu

Possess advanced profess1ona vel.
art of béing dlplomatlc and tactfu An
sense e

Must be computer literate . " ) ;

l\)

Knowledge of all appllcable Iaws and procedures

Must have good working knowledge and understandlng of penal statutes and code of

o
£ 3

criminal procedures as well as case holdlng s‘and departmental policies
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 regularly required to talk or
hear. The employee frequently is required 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.
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The employee must occasionally lift and/or move over 25 pounds. Specific vision
abilities required by this job mclude close wsnon depth perception, and the ability to
adjust focus. RS

WORK ENVIRONMENT., |
The work envnronment charactenstlcs descnbed here are representatlve of those an

employee encounter\whlle performlng the essentlal functlons of thls gob ¢

Malntam physncalv,g "’g

responS|b|I|t;es v'vllu ehi
‘i.} . 4 )
N A S Y
i 8] lng for’e;
""‘bpe‘ratlr;y | g?s’
- , f

L;onh approprlate to the performanc
ncLude the following: ¢

ded perlods of time
ned equipment

'

Mamtaln mentalpg;}agcnty whlch permits:

worklng closely‘W|th oth T
. worklng ina multl-task en

communication with others Vel g s
required to follow the Hidalgo County Acmdent Prevention Plan and
department’s safety regulations
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