HimavLco County
_ _; Personnel Adjustment Request Form MAY 14 2015

et

DEPARTMENT NAME/NUMBER: Hidalgo County Treasurer / 150 DATE: 05/12/15

CURRENT POSITION TITLE: Payroll Data Specialist Il CURRENT SLOT. #: 006

REQUESTED POSITION TITLE: Financial Data Specialist Il
(For new positions or reclassifications)

REQUEST FOR:
] New position [J Temporary Position [ Position Redlassification* Other _Title Change Only

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

POSITION SALARY REQUEST:

41,280.00 $ 41,280.00 $ 0
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

Position to be funded from one of the following:

Current Department Budget D 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 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 |:| Exempt |:|
Non-Exempt Non-Exempt
N/A D

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

Title change is essential to recognize the duties currently being performed.

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.

N/A

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

N/A

COMMENTS: (Any comments you wish to make regarding this request)

Title change is essential to recognize the duties currently being performed.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEPT. BUDGET YES [ NO
PERSONNEL PROCEDURES COMPLETED |3{s [] no
BUDGET PROCEDURES COMPLETED E/%s [] no
4, ~ COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form
Revised: 8/7/2007

DBM 2007-001



QS’CEI VED

HiaLco County
Personnel Adjustment Request For

MAY 14 2015

Hidalgo County Treasurer / 150 DATE: 05/12/15

CURRENT POSITION TITLE: Cashier Ill CURRENT SLOT. #: 013

REQUESTED POSITION TITLE: Accountant|
(For new positions or reclassifications)

REQUEST FOR:

] New Position I Temporary Position [] Position Reclassification* Other Title Change Only

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

POSITION SALARY REQUEST:

Salary Amount:  $ 36,212.00 s 36,212.00 $ 0
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
Current Department Budget D Annual Budget Cycle O Will Require Additional Funds
D Other
-— POSITION Type:
Full Time Employee Part Time Employee D
Object 113 Object 114
Enter hourly rate for temp. positions
Full Time Temporary D 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 D Exempt D
Non-Exempt Non-Exempt
u
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
Title change is essential to recognize the duties currently being performed.
—_—
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.

N/A

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

N/A

COMMENTS: (Any comments you wish to make regarding this request)

Title change is essential to recognize the duties currently being performed.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

L
. M 05/12/#5

abonr

EPAR OF @ANAGEMENT

FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

[[] Yes [] no
B/YFS [] no

E/YES [] vo

4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY TREASURER

FINANCIAL DATA SPECIALIST i

gu1dellnes

Monitor mvestments and porl'follo performance e

Maintain accountlng recordsfrelated to mvestment actlvmes

Maintain ongoing busmess relatlonshlps w1th mvestment brokers

Prepare investment reports o

Wirites/drafts routine correspondence

Responsible for responding to inquiries and/or requests for data and/or reports

Maintains all records accurately

Generates financial reports as needed
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Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Educatlon :

Four (4) years of experrence in fi nancral data analysrs wrth at Ieast one (1) year
experrence rn government accountlng o A

to:

Expenence in government mvestment preferred.

Graduatlon from an accredr:
accountrng, frnance bus
preferred ', SR

; 'ur-year college or- unrverslty wrth majo urse work in
» or publrc admlnlstratro *related feld is generally

Knowledge, Skllls, "’Abllltre

Must possess requrred,,,knowledge skrlls abilities and experrence and be able to explarn
and- demonstrate wrth or: wrthout reasonable accommodatrons that the essentral
functlons of the job- can be perfonned . g

Extensrve knowledge of computer a vg,pllcatlons such as Mlcrosoft Word Excel and
PowerPoint - : =

Knowledge of frnancral analysrs and examlnatlon procedures for regulated entities,
financial and mdustry termrnology and practrces and statrstrcal analysrs processes

Skill in identifying and resolvrng problems or srtuatrons requrrrng the understanding of
investment principles and the exercise of good judgment

Able to type sixty (60) words per minute and use (10) key calculator by touch while
maintaining accuracy

Must be able to meet deadlines and work quickly and accurately under pressure

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.
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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; cllmb or balance stoop and kneel

The employee must occaswnally lift and/or move over. twenty-flve (25) pounds. Specific
vision abilities. reqwred by thrs job-incliide close: V|3|on depth perceptlon and the ability
to adjust 1 focus . :

WORK ENVIRONMENT

The work envrronment chara' enstlcs descrlbed here areﬁ presentatlve of those an

SAFETY; REQUIR - ENTS

J

Malntaln phySIcal condltlons appropriate to the performance o) ss:gned dutles and
responS|b|I|t|es whuch may mclude the following: « ;

R snttlng for. extended perlods of time
operatlng aSS|gned equrpment

Malntaln mental capacrty Wthh permlts

maklng sound decrsrons an‘ vu_slng good judgment
o demonstratlng lntellectual LN

Effectively handle a work enwronment and condltlons WhICh mvolve

. workmg closely with others
e workingina multl-task envrronment

Maintain effective audio-vrsual ‘dlserlmlnahtlon;an:d p,eroeption 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
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HIDALGO COUNTY TREASURER
ACCOUNTANT |

GENERAL DESCRIPTION

Employee performs entry-level accounting work. Work involves setting up and
maintaining controls and records of materials, human resources, and financial
transactions. Employee may train in some phase of accounting work such as federal
funds accounting, property and equipment control, cost, payroll, or bond- servicing.
Employee works under close supervision with minimal latitude for the use of initiative
and independent judgment. '

EXAMPLES OF WORK PERFORMED
Prepares unit-cost information, progress, or other reports
Prepares trial balances, substantive financial statements, special exhibits, or schedules

Prepares financial statements or assists in preparing more difficult financial statements
and operating reports fi

Prepares payment, cash, general journal, and related vouchers
Researches reconciliation discrepancies and reports findings

Checks accounting operations in progress, reviewing and auditing completed financial
records for accuracy and conformance with legal and departmental procedures and
regulations

Sets up and maintains accounting controls and records, reconciling discrepancies in
accounting control mechanisms by resolving flagged error listings on computer runs

May provide technical assistance to accounting clerical staff in clarifying operating
problems, such as the allocation of income or expenses, cost accounting procedures;
the closing, correcting, or adjusting of journal entries; and the preparation of special
exhibits and schedules

May be responsible for receiving, depositing, allocating, and auditing federal funds or
special state funds or appropriations

May compute bond interest rates, maturity schedules, annual debt-service
requirements, significant ratios, and depreciation data

May maintain the depreciation schedule for fixed asset depreciable purchases
M
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May oversee an annual inventory of equipment and supplies
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

One (1) year experience in governmental or commercial accounting. B

Graduation from an accredited four (4) year college or university with major course work
in accounﬁng D . CoL R B

Two (2) years of experience'may be substituted for one'(fl)v:"yeara_ of edu;:étion

Knowledge, Skills-, and Abilities

Knowledge of generally accepted accounting principles and procedures affecting the
maintenance of accounting records and automated accounting systems

Knowledge of MS Word, Excel and 10-key calculator

Ability to interpret and apply accounting theory to transactions
Abillilty to work accurétéls( With Anumerical detail :
Ability to analyze, consolridéte, a_nd interpret accourv{tiyr'lé: déta
PHYSICAL DEMANDS: - | .

The physical demands described here are represehtative 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.

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.
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SAFETY REQUIREMENTS:

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

o sitting for extended periods of time
o standing for extended periods of time
o operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment :
. demonstratlng intellectual capabilities '

Effectlvely handle a work envuronment and conditions whlch |nvolve

e worklng closely wnth others
- o workingina multl-task environment

Maintain effective audio-visual discrimination and perception needed for:

making observations

reading and writing

operating assigned equipment

communication with others ‘
required to. follow the Hldalgo County Accident Preventlon Plan and department’s
safety regulations

e e m——
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