@CEIV%
HiparLco County

Personnel Adjustment Request Form JUN 15 2015

%
‘7 55

6-15-— 4N;u500'

CURRENT SLOT. #: 210

DEPARTMENT NAME/NUMBER: DATE:

WIC/350-00cl

CURRENT POSITION TITLE: CLINIC AIDE I

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

] New Position [J Temporary Position [ ] Position Reclassification* other _Deletion:

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

POSITION SALARY REQUEST:

Salary Amount: $ 21,008.00 $ 0 $<2-", 00800>
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

ﬁ Current Department Budget |:] Annual Budget Cycle O Will Require Additional Funds
[l Other
POSITION Type:

Full Time Employee [j Part Time Employee D
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary D $
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 I:l Exempt I:I
Non-Exempt Non-Exempt
N/A I:]

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

Vacant

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.

sdfsdfsdf N/A

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)
N/A

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

lo-\5-15

1.
3 7 FUNDING AVAILABLE IN DEPT. BUDGET B ves [ no
2. q Iy
ATE PERSONNEL PROCEDURES COMPLETED YES [] NO
3. o 196//1 e/12, 1
BEPARTMENT OF BUDGET & MANAGEMENT DATE 7 BUDGET PROCEDURES COMPLETED YES [ NO
4, ~ COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY Personnel Adjustment Request Form
Revised: 8/7/2007

DBM 2007-001



HipaLco County
Personnel Adjustment Request Form

MAY 27 2015

DEPARTMENT NAME/NUMBER: WIC/350 -00) DATE:

NT POSITION K :
CURRENT POSITION TITLE: » 1\ 1 NTSTRATIVE ASSISTANT IIT CURRENTSUORT: siip

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
] New Position O Temporary Position [] Position Reclassification* [X Other Deletion
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ 35,064.00 $ 0 $ < 35, OUQ'.OO >
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
D Other
POSITION Type:

Full Time Employee IE Part Time Employee I:’
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary l:] Part Time Temporary |:| $

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 I:I Exempt I___‘
Non-Exempt IEI Non-Exempt IE]
N/A ‘:I

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

Vacant

HIDALGO COUNTY Personnel Adjustment Request Form
DEM 2007-001 Revised: 8/7/2007



A~
NEW POSITION: Brief job description and attach a copy of the new job description.

sdfsdfsdf N/A

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)

N/A

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

DATE” 4 FUNDING AVAILABLE IN DEPT. BUDGET YES [ no

DAT PERSONNEL PROCEDURES COMPLETED E/?{ I:l NO

2.
3 4 -

— DPRARTMENT OF BUDGEF & MANAGEMENT oﬁé i'? BUDGET PROCEDURES COMPLETED E/YES [] no
4,  COMMISSIONERS COURT APPROVAL DATE

Personnel Adjustment Request Form

HIDALGO COUNTY
Revised: 8/7/2007

DBM 2007-001



Q&c kel VEO\
\

\
|

HiaLco County
Personnel Adjustment Request Form

MAY 27 2015

DEPARTMENT NAME/NUMBER: WIC/350-0c0l DATE: 5-27-15

CURRENT POSITION TITLE: LACTATION SPECIALIST CURRENT SLOT. #: 247

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

[ New Position ] Temporary Position [ position Reclassification* K] Other Deletion

*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:

Salary Amount: ¢ 32,769.00 $ 0 $< 32 7.9.00 »
Current Budgeted Salary Proposed Budgeted Salary “ Net Change

Position to be funded from one of the following:

Current Department Budget [J Annual Budget Cycle n Will Require Additional Funds

D Other

POSITION Type:

Full Time Employee Izl Part Time Employee I:I
Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary D Part Time Temporary I___] $
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 ‘:I Exempt D
Non-Exempt Non-Exempt
N/A D

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

Vacant

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.
sdfsdfsdf N/A

POSITION RECLASIFICATION: Explain change and /or increase in duties and responsibility. (Attach new job description)

N/A

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

v [J o

ES |:] NO

E/YES |:| NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



r

HimarLco County
Personnel Adjustment Request Form

DATE:

DEPARTMENT NAME/NUMBER: WIC/350 e's)

5-27-1
CURRENT POSITION TITLE: CURRENT SLOT. #:
257

REQUESTED POSITION TITLE: MAINTENANCE IV
(For new positions or reclassifications)
REQUEST FOR:

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

" S
Salary Amount: $ 0 $ 32 y 769 $ a",-—' Uq. (0]8)
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
@ Current Department Budget [j Annual Budget Cycle |:| Will Require Additional Funds
D Other
POSITION Type:
Full Time Employee Part Time Employee I:I
Object 113 Object 114
Enter hourly rate for temp. positions

Full Time Temporary I:I Part Time Temporary |:| $
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 I:I Exempt D
Non-Exempt Izl Non-Exempt .
s ]
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)

To help with maintenace of clinics and mail-run
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.

sdfsdfsdf  See job description attached.

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

@/rEs/ [] no

Yes [] NO

MES D NO

3.

FABRT OF @Gé'r & MANAGEMENT BUDGET PROCEDURES COMPLETED
4., COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY

DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY WIC PROGRAM

. MAINTENANCE IV

!, e e

GENERAL DESCRIPTION

Performs hlghly complex (senlor-level) restoratlon renovatlon and mamtenance work;
Work |nvolves bUlldlng répair,.renovation, restoratlon, and alteratlon for the ‘designated
trade sklll May traln others; 'May supervise the work’ of. others; Work§ under*llmlted
superynsnon wuth consnderable_ Iatltude for the use of mmatlve and lndependent

~

e," repalr or inspection work on electncal plumblng, steam air

accessorles replaces and reseat" otors aw.d spllces wires and cables

Reqwsmons matenals and equment and- amtalns records of materlals used,
calculates materlal and Iabor costs and orders parts and supplles to complete work
orders : .

Repairs or oversees repalrs to electronlc equment

Assembles, installs, repairs, and malntalns modular furnlture systems

May perform workshop operations to fabricate specialized items needed for project work
or to refinish furniture, doors, and paneling

May perform welding, brazing, or soldering operations to reconstruct or fabricate metal
work

May maintain and repair machinery, equipment, systems, or components

May train others

Approved by CC on 2014 Page 1




May supervise the work of others

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Educatlon

Over five (5+) years of experlence. in building malntenance and repalr work

Graduatlon from a- hrgh school or. equwalent (GED)';»» supplemented by vocatlonal
tralnlng lnadesrgnated trade L T, T

Expenence and educatlon may be substltuted for one anf

Knowledge, SklIIs, and ,Abllme

Knowledge of the alr malntenance and operation of burldlngs"’ f,,plasterlng, of
electronic or electrlcal work of welding procedures and technlques and of f|re and
safety regulatlons ‘\

apply- proper methods

) _bu1ld|ngs and related

o; read and interpret
rvuse the work of. others

Ablllty to orgam preventlve maintenance programs;
technlques,v,and proo" ures-in the maintenance and rep:
equnpment ‘to perfo" maintenance; to follow instructi

drawmgs dlagrams d}blueprmts to train others; andrt
PHYSICAL DEMANDS | o

The physrcal demands descnbed here are; representatlve of 'those that must be met by
an employee to successfully perfon'n the essentlal functlons of this job.

While performlng the duties of this jOb the employee is regularly requwed 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; c||mb or balance stoop and kneel

The employee must oocasronally |lft andlor ‘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.

o —
Approved by CC on ,2014 Page 2



SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following: -

« sitting for extended'periods of time
. operating assigned equipment

Maintain mental capacnty whrch permlts

. maklng sound decrs}rons and using good judgment
. demonstratrng |ntellectualﬁcapabllltles ,

Effectlvely handle a work er |ronmer1t and condltlons whr‘

. workrng closely wrth others
. worklng |n a'multl-task environment

L maklng observatrons
e reading and wntlng
. operatlng aSS|gned equipment
. communlcatron with others -
. requrred to follow the: Hldalgo County Accudent Preventron Plan and
department S safety regulatlons 3 :

e —
ApprovedbyCCon____, 2014 Page 3
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Himavco County
Personnel Adjustment Request Form

@CEI Vgo

JUN 15 2015

ENT NAME/NUMBER: DATE:
DEPARTM / WIC/350- 00l TE
CURRENT POSITION TITLE: CURRENT SLOT. #: 258
REQUESTED POSITION TITLE: Executive Assistant III

(For new positions or reclassifications)

REQUEST FOR:

New Position O Temporary Position [  position Redlassification* [] Other

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

POSITION SALARY REQUEST:

.00
Salary Amount:  $ 0 $ 50,556 s 50) 25b.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
El Current Department Budget [] Annual Budget Cycle |:| Will Require Additional Funds
D Other
POSITION Type:

Full Time Employee EI Part Time Employee D
Object 113 Object 114

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

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 [:, Exempt I:,
Non-Exempt B Non-Exempt I_E,
N/A [:]

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

To help with financial reports.

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.

sdfsdfsdf See job description attached.

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

b-15-1S

DAJE FUNDING AVAILABLE IN DEPT. BUDGET D/YES D NO
/
191201y ,
TE PERSONNEL PROCEDURES COMPLETED B’ﬁ D NO
(%9/1~,
DATE BUDGET PROCEDURES COMPLETED E/YES I:I NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY WIC PROGRAM
EXECU'I:!ME ASSISTANT Il

Performs"highly
Work involves:co
Countfoh,d‘epartment Plan\, ,assngn and/or supervls "’t
minifial stpervision withfext n 3

A '( &
Judgment ) «{

\;««

e and chnical assistance to a Céupn

’ o f"'? \s
rsees the preparatlon of periodic ar;d'

special fq}po

iy
\ 5
‘ k!

o

N

Assist the executive with general humanireséurde ‘management actions

Assist in budget preparation

Plan, assign, and/or supervise the work of others

Plan and coordinate special and administrative assignments and programs
Performs related work as assigned

S ———————
Approved by CC on ,2014 Page 1



GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years experlence ln off ice admlnlstratlon

P3N
P

Graduation from an accredlted four-year college or umversrty wrth major course work in
business admlnlstratlon or a related field RN T T e

serwces and Jof appllcable rules regulatrons and pol~
and Iegal practlces and pro edures s

Ablllty to communl
aSS|gn and/or supe

Whlle performlng the dutles of .this ob’ the ’mployee egularly required: to talk or
hear. The employee. frequently ~.stand_.,,,:The employee is occasionally
required to walk; sit; use_hands to fini¢ andle ~or feel objects tools or controls reach
with hands’ and arms; cllmb or balance stoop and kneel

The employee must occasronally Ilft and/or move “over 25 pounds Specific vision
abilities required by thls jOb mclude close V|S|on depth perceptlon and the ability to
adjust focus. S : . , ,

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.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

Approved by CC on 2014 Page 2




¢ sijtting for extended periods of time
e operating assigned equipment

Maintain mental capa0|ty Wthh permlts

e making sound deCISIonS and usmg good Judgment
. demonstratlng mtellectual capabllmes .

réad 1d wrl
; ,.;operatmg ~assngned equipment

co munlcat\lc;h;wlth others

e —
Approvedby CCon______, 2014 Page 3



