HIDALGO COUNTY WIC PROGRAM
EXECUTIVE ASSISTANT IlI

GENERAL DESCRIPTION

Performs hlghly advanced (senior-level) professional assistance work for an executive;
Work involves coordlnatlng or overseeing high level administrative operations of the
County or department. Plan, assign, and/or supervise the work of others; Works under
minimal supervision wrth extenSIve latitude for the use of: lnltlatlve and independent
Judgment , ( ;

EXAMPLES OF WORK PERFORMED

Prov1des admlnlstratlve and technlcal assistance to a County executlve

Plans prepares or oversees the preparation of periodic and specral reports

lnterprets pohmes and procedures and makes admlnlstratlve decnsmns

Develops admlnlstratlve procedures standards, and methods

Oversees the preparatlon of manuals and publrcatlons

Oversees the review' and evaluatlon of work Content for the purpose of developing
effective administrative practices and formulatlng policies that may contrrbute to the
improvement of public sewlces provrded by the County

Coordlnates work with other governmental agenmes and private organizations

Advises the agency executive on ,administrative matters within the department or
County ' ;

Assist the executive with general human resource 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

-
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years experience in office administration

Graduation from an accredlted four-year college or unwersrty with major course work in
business admlnlstratlon ora related field

Expenence and educatron may be substituted for one another

Knowledqe Skl"S and Abllltles

Knowledge of accepted busrness practices and procedures involved in providing
services and of appllcable rules, regulations, and policies, as well as related legislative
and legal practlces and procedures : -

Ability to communlcate effectlvely, and to handle high level admlnlstratlve issues, to
assrgn and/or supervrse the work of others Lo

Ability to analyze and solve work related problems
PHYSICAL DEMANDS

The physrcal demands descrlbed here are representatlve of those that must be met by
an employee to successfully perform the essentlal functlons of this job.

While performing the duties of thls 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,

The employee must occasionally lift and/or move over 25 pounds. Specific vision
abilities required by this job lnclude close VlSlOn depth perceptlon 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.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:
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o sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

e making sound dec'iusioneand using good ‘judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

. Wdfkmg closely with others \
. worklng ina multl task enVIronment

Malntaln ef'fectlve audlo—VIsuaI dlscrlmmatlon and perceptlon needed for:

making observatlons 5
_reading and writing .
“operating aSS|gned equipment
communication with others by
' required to follow the Hidalgo County Accident Preventxon Plan and department’
‘ safety regulatlons s 2 y

|
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HIDALGO COUNTY WIC PROGRAM

MAINTENANCE IV

GENERAL DESCRIPTION

Performs hlghly complex (senior-level) restoration, renovation, and malntenance work;
Work involves bulldmg repair, renovation, restoratlon and alteratlon for the designated
trade skill; May train others; May supervise the work of others; Works under limited
superyvision, with conSIderable ]atltude for the use of rnltlatlve and lndependent
Judgment , , ~

EXAMPLES OF WORK PERFORMED

Oversees burldmg repalr renovatlon or restoration prOJects
Performs mamtenance repalr or inspection work on electrlcal plumbmg, steam a|r V
condltlonlng and mechamcal equipment '

Inspects structures evaluates work to be performed, and determmes the best method
for performlng mamtenance and reparr work , -

lnspects equ1pment machmery, systems, and burldmg accessorles and appllances to
ensure proper malntenance and repalr :

Mamtalns and repairs electrlcal outlets,, contrbl panels, switches, fixtures, and
accessories; replaces and reseats brushes on motors; and splices wires and cables

Requisitions materials and equipment and maintains records of materials used,
calculates material and labor costs, and orders parts and supplles to complete work
orders

Repairs or oversees repairs to electronic equipment

Assembles, installs, repairs, and maintains modular furniture 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
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May supervise the work of others
Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Over five (b+) years of experience in building maintenance and repair work

Graduation from a- high school or equivalent (GED) supplemented by vooatlonal
training in a deS|gnated trade ,

Experience and educatlon may be substituted for one another (

Knowledqe Skllls and Abllltles

Knowledge of the repalr malntenance and operation of burldlngs of plastering; of
electronic or eleotrloal work of welding procedures and technlques and of fire and
safety regulatlons ,

Abrllty to organlze preventlve maintenance programs; to apply proper methods
techniques, and procedures in the maintenance and repalr of buildings, and related
equipment; to perform maintenance; to follow  instructions; to read and interpret
drawmgs diagrams, and blueprlnts to train others; and to supervrse the work of others

PHYSICAL DEMANDS:

The phyS|oal demands described here are representatrve of those that must be met by
an employee to successfully perform the essential functions of this job.

While perform'ing 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.

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

- sitting for extended periods of time
* operating assigned equipment

Maintain mentai capacity which permits:

+ making sound deC|310ns and using good Judgment
. demonstratlng mtellectual capablhtles 2

Effectively handle a work env1ronment and conditions which lnvolve

. worklng closely with others
. workmg ina multl-task environment

Mamtaln effectlve audlo-vnsual discrimination and perceptlon needed for

Lo maklng observatlons
» reading and wntlng
- operating assigned equipment
« communication with others '
« required to follow the Hidalgo County Accndent Preventlon Plan and
department’s safety regulatlons \
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