@CEIVEO

HiparLco County JUL 13 2015

Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  Tax Office (140-001) DATE: 7/13/2015

CURRENT POSITION TITLE: Accounts Report Specialist _CURRENT SLOT #: 0007
D'l
REQUESTED POSITION TITLE: ACQM}F; Qb@ A Q{?@ (a \.\5%

REQUEST FOR:

D New Position I:I Temporary Position |:| Position Reclassification*® Other Add Auto Allowance

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

POSITION SALARY REQUEST:

Salary Amount:
$ 54,349.00 $ 54,349.00 $ 0.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Supplement Interpreter Pay:
PP e Y 4,500.00 4 3,000.00  pfp-
& 1,500.00 $ 3,000,006 $ —155608-60
Current G&S/ Budgeted Allowance Proposed G&S/ Budgeted Allowance Net Change
Position to be funded from one of the following:
D Current Department Budget |:| Annual Budget Cycle |:| Will Require Additional Funds
NO BUDGET IMPACT - using funds from positions deleted to fund this allowance
POSITION TYPE:
Full Time Employee Part Time Temporary l___‘ $
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Employee I:l Part Time Temporary l:' $
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 D Exempt [ |
Non-Exempt Non-Exempt

N/A ]

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

After a careful review of Tax Office Staff, requesting to give Acct's Report Specialist Auto Allowance as he will be assuming traveling duties
between the 5 sub-stations to deliver supplies, install hardware or software to computers, to administer progressive discipline, etc. (as needed).




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

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

Will be required to travel to the 5 Sub-Stations to deliver supplies, install hardware or software to computers, to administer progressive discipline, etc,

as needed.

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

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

sy
Pau}\illarreﬁ'\jr, P 7”1/ 2’ 2{5

1.
ENT fiEAD '; FUNDING AVAILABLE IN DEPT. BUDGET YES  [] NO
. / 12015 |
ATE PERSONNEL PROCEDURES COMPLETED E/YES ] no
3, 7
DEPARFMENT OF BUDGET & MANAGEMENT IATE BUDGET PROCEDURES COMPLETED B/ YES [ NO
4., ~ COMMISSIONERS COURT APPROVAL DATE

HIDALGQO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



Harco COUNTY, Texas
Auto Allowance Authorization Form

Department Name/Number: #140 Date: 7/13/15
Position Title: Acct's Report Special. Position Slot No. : #7
Position Status: [ Vacant EX Current

If position status is vacant go to Justification for Auto Allowance Sectior

Employee Name: Rodolfo Employee Number: #083984

Employee Driver License No.:  #15621102

Auto Allowance Amount Request: $3,000.00

Auto Allowance to be funded from one of the following:

(XEurrent Department Budget [J Annual Budget Cycle CIWill Require Additional Funds Dther
Year, Make, & Model: 10+4 Nissan Versa Ins. Policy Number:  #829767405
VIN Registration No. : 3N1CN7AP7EL819054 Policy Holder's Name: Rodolfo and Linda Flores
License Plate No. : CBX 8501 Ins. Coverage Date: 1/24/15 to 7/24/15
*Vehicle Insurance Provider: AllState Ins. Verified By: NChavana

*Employee should provide copy of current vehicle liability insurance policy and driver license to their respective department and to the Safety Division.

JUSTIFICATION FOR AUTO ALLOWANCE

In the space provided below, please justify why the auto allowance is needed, in lieu of receiving the IRS current mileage
reimbursement rate for In-County business use of personal vehicle.

Lo 1-1313

Erfiployee Signature Date

By signing this Auto Allowance Authorization Form, I understand that I will not be eligible to receive mileage reimbursement for using my personal vehicle for In-
County business travel. I further understand that the Auto Allowance provided to me is subject to all applicable federal and state income taxes and will be included in
my bi-weekly or semi-monthly paycheck (as applicable). The Auto Allowange amount is subject to change, upon Commissioners Court approval.

b o) ) SO L Di55

Departmefit Head/Electefl Official / d" Date Funding Available in Dept. Budget [] YES [JNO

DBM XXX
Revised: April 2011






HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE:

July 13, 201

CURRENT POSITION TITLE: Deputy Clerk Il CURRENT SLOT. #: 31

REQUESTED POSITION TITLE: Adm. Asstlll
(For new positions or reclassifications)

REQUEST FOR:

[ New Position L] Temporary Position [ Position Reclassification* Other Re-Classification

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

POSITION SALARY REQUEST:
Salary Amount: $ 34,589.00/ $750-Auto) $ 38,000.00/ $750-Auto) $ $3,411.00
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
O Other

POSITION Type:

Full Time Employee Part Time Employee D

Object 113 Object 114

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

Non-Exempt Non-Exempt
N/A D

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

Re-Classifying current position to staff new Elsa Sub-Station.

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.

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

See attached.

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

See attached.

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

Re-classifying - will supervise new Elsa Office.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

b |2
FUNDING AVAILABLE IN DEPT. BUDGET YES D NO
3 /'/ 20/$
ATE PERSONNEL PROCEDURES COMPLETED YES |:| NO
3.
ATE BUDGET PROCEDURES COMPLETED YES D NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request Form JUL 13 2015

I
DEPARTMENT NAME/NUMBER: Tay Office #140 DATE: uly 13, 201\C4,, ; 00%0
IV RES

CURRENT POSITION TITLE: Deputy Clerk | CURRENT SLOT. #: 64

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

REQUEST FOR:

]  New Position ] Temporary Position ] position Reclassification* Other Re-Classification

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

Salary Amount: $ 26,394.00 $ 30,000.00 $ $3,606.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

D Current Department Budget |:] Annual Budget Cycle Will Require Additional Funds

I:‘ Other

POSITION Type:

Full Time Employee Part Time Employee I:I

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 !:I Exempt I:I
Non-Exempt Non-Exempt
N/A |:|

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

Re-Classifying current position to staff new Elsa Sub-Station.

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.

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

See attached.

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

See attached.

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

Re-classifying - will be assigned to new Elsa Office.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

{ Flad ] i3 pidss g"q ‘

aul V'tarreall?[ F'(DC A

I FUNDING AVAILABLE IN DEPT. BUDGET YES D NO
2. ! A“ | {
R P Sﬁll DA PERSONNEL PROCEDURES COMPLETED YES |:| NO
3. > 2 g El 121 )
N OF@EF & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED YES D NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



DEPARTMENT NAME/NUMBER: Tax Office #140

CURRENT POSITION TITLE: Deputy Clerk |

REQUESTED POSITION TITLE:  Deputy Clerk I
(For new positions or reclassifications)

REQUEST FOR:

D New Position D Temporary Position D Position Reclassification*

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

POSITION SALARY REQUEST:

HipaLco County
Personnel Adjustment Request Form

DATE: July 13, 2015 v RESYZ

CURRENT SLOT. #: 69

Other Re-Classification

Salary Amount:  $ 26,014.00 s 30,000.00 $ $3,986.00
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

I:I Other
POSITION Type:
Full Time Employee Part Time Employee D
Object 113 Object 114

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

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

Re-Classifying current position to staff new Elsa Sub-Station.

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



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

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

See attached.

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

See attached.

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

Re-classifying - will be assigned to new Elsa Office.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

7] YES NO

YES [] nO

Z/YES D NO

4,  COMMISSIONERS COURT APPROVAL DATE

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



CURRENT POSITION TITLE:

REQUESTED POSITION TITLE:

DEPARTMENT NAME/NUMBER: Tay Office #140

Himarco County
Personnel Adjustment Request Form

JUL 13 2015

Deputy Clerk | CURRENT SLOT. #: 126

Deputy Clerk 14

(For new positions or reclassifications)

REQUEST FOR:

[J New Position

[J Temporary Position ] Position Reclassification* Other Re-Classification

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

POSITION SALARY REQUEST:

Salary Amount: $

26,924.00 $ 30,000.00 $ $3,076.00

Current Budgeted Salary

Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

D Current Department Budget

[:l Other

[] Annual Budget Cycle Will Require Additional Funds

POSITION Type:

Full Time Employee

Object 113

Full Time Temporary I:I

Part Time Employee |:|
Object 114

Enter hourly rate for temp. positions
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:I
Non-Exempt Non-Exempt

N/A |:|

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

Re-Classifying current position to staff new Elsa Sub-Station.

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



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

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

See attached.

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

See attached.

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

Re-classifying - will be assigned to new Elsa Office.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

N w A
ﬁ"ﬁg’ : r/;)w'g.a E*'

Paul vmarrgdl\Jr. PCGy

Fal
/o |
/) iz )10
R ,r' ENT ABAD l D FUNDING AVAILABLE IN DEPT. BUDGET YES [] nO
2. (YI2eL A $
eF z /éo A PERSONNEL PROCEDURES COMPLETED E/‘?Es [] no
? n )Z;lé Z 1045
§ ‘ ATE

3.

OF EUDGET & MANAGEMENT BUDGET PROCEDURES COMPLETED B/‘rﬁs [ no
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001 Revised: 8/7/2007



HivavLco County

. 9
Personnel Adjustment Request Form JUL 13 20%
DEPARTMENT NAME/NUMBER: Tayx Office #140 DATE: july 13,2015 “- A Ego\3
CURRENT POSITION TITLE: Mgr-Tax Assessing Section CURRENT SLOT. #: 6

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

] New Position [ Temporary Position [] Position Reclassification* [] Other DELETE

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

Salary Amount: % 56,162.00 $ 0.0 $ (56,162.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

D Current Department Budget [] Annual Budget Cycle D Will Require Additional Funds

Other ~ NO BUDGET IMPACT.

POSITION Type:

Full Time Employee Part Time Employee I:l

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 I:I Exempt I:I
Non-Exempt Non-Exempt
N/A D

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

After a careful review of Tax Office Staff, requesting to delete this position in order to create positions the Tax Office is in greater need of at this time.

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

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

n/a

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

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

el D135

1s
DA FUNDING AVAILABLE IN DEPT. BUDGET YES  [] nO
/) /
2. /;-, l i1
ECTO ¥ qA ’ PERSONNEL PROCEDURES COMPLETED YES [ nO
3, 7
O@UDGET & MANAGEMENT ATE BUDGET PROCEDURES COMPLETED YES [ NO
4, COMMISSIONERS COURT APPROVAL DATE

Personnel Adjustment Request Form

HIDALGO COUNTY
Revised: 8/7/2007

DBM 2007-001



Hiavco County
Personnel Adjustment Request Form | JuL 13 200

. " &
AL &

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE: July 13, 2015 /17

CURRENT POSITION TITLE: Deputy ClLerk | CURRENT SLOT. #: 136

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

] New Position ] Temporary Position (] Position Reclassification* [[] Other DELETE

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

POSITION SALARY REQUEST:

26,014.00 $ 0.0 $ (26,014.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

Position to be funded from one of the following:

D Current Department Budget [] Annual Budget Cycle OJ Will Require Additional Funds

Other  NO BUDGET IMPACT.

POSITION Type:

Full Time Employee Part Time Employee ‘: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 [:l Exempt I:I
Non-Exempt Non-Exempt
N/A I:l

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

After a careful review of Tax Office Staff, requesting to delete this position in order to create positions the Tax Office is in greater need of at this time.

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

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

n/a

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

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEPT. BUDGET

A oAlr. PO)
ST,

if: ;
ANAESOURCES D

i

PERSONNEL PROCEDURES COMPLETED

YES [] NO
] no

3
WT OF RUDGE® & MANAGEMENT ATE BUDGET PROCEDURES COMPLETED E/YES ] no
4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



GCEIVES

HipaLco County
Personnel Adjustment Request Form

JUL 13 2015

DEPARTMENT NAME/NUMBER: Tax Office #140

DATE: July 13, 2015

CURRENT POSITION TITLE: Budget Clerk Il CURRENT SLOT. #: 175

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

[ New Position [ Temporary Position [] Pposition Reclassification* [[] Other DELETE

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

POSITION SALARY REQUEST: ’i
' 1 D]

Salary Amount:  $ 32,620.00 0.0 $ (32,620.00 )

Current Budgeted Salary 9‘( 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  NO BUDGET IMPACT.

POSITION Type:
Full Time Employee Part Time Employee I:l
Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary I:’ 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 D Exempt Ij
Non-Exempt Non-Exempt
N/A |:|

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

After a careful review of Tax Office Staff, requesting to delete this position in order to create positions the Tax Office is in greater need of at this time.

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

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

n/a

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

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

/1345
D, FUNDING AVAILABLE IN DEPT. BUDGET
Tebaos”

DA PERSONNEL PROCEDURES COMPLETED

3. % 5 EZZ&‘ J
REPARFMER OF BW MANAGEMENT TE BUDGET PROCEDURES COMPLETED

qf?w( VI 3\

F’aul Villarreal JCC

YES [] mO
YEs  [] mo
YES [ NO

4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



CEIVE
HipaLco County e

Personnel Adjustment Request Form

| JUL 13 2015

DEPARTMENT NAME/NUMBER: Ta3x Office #140 DATE: july 13, 201 4, 7 &

&
an ResoS>
CURRENT POSITION TITLE: CURRENT SLOT. #: 179 S

REQUESTED POSITION TITLE: Deputy Clerk Il
(For new positions or reclassifications)

REQUEST FOR:

New Position (] Temporary Position ] Position Reclassification* [] Other CREATE

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

POSITION SALARY REQUEST:

Salary Amount: $ $ 30,000.00 $ 30,000.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

O Current Department Budget [] Annual Budget Cycle ] Will Require Additional Funds

D Other NO BUDGET IMPACT-using funds from positions deleted to create positions needed.

POSITION Type:
Full Time Employee Part Time Employee D
Object 113 Object 114

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

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

After a careful review of Tax Office Staff, requesting to create (from deleted ones) this position the Tax Office is in greater need of at this time.

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

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

n/a

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

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

FUNDING AVAILABLE IN DEPT. BUDGET

i
?

/] Paul VillarreaJr, PCC
o5
/2
N5

L
s

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

YES [] NnO
YES [] NO
YES [] NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request Form

JUL 13 2015

DEPARTMENT NAME/NUMBER: Tax Office #140 DATE:

July 13, 2015

CURRENT POSITION TITLE: CURRENT SLOT. #: 180

REQUESTED POSITION TITLE: Administrative Asst I
(For new positions or reclassifications)

REQUEST FOR:

New Position [J Temporary Position [ Position Reclassification* [] Other CREATE

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

POSITION SALARY REQUEST:
Salary Amount:  $ $ 36,340.00 s 36,340.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
Position to be funded from one of the following:
O Current Department Budget [] Annual Budget Cycle |:| Will Require Additional Funds

D Other NO BUDGET IMPACT-using funds from positions deleted to create positions needed.

POSITION Type:
Full Time Employee Part Time Employee ,: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 Exempt ‘:I

Non-Exempt Non-Exempt
N/A |:|

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

After a careful review of Tax Office Staff, requesting to create (from deleted ones) this position the Tax Office is in greater need of at this time.

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

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

n/a

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

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

—

mh@ 7-1345

1. Paul Villarreal Jr. PCC

DA f FUNDING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

'Bg 5 BUDGET PROCEDURES COMPLETED

Yes [] nNO
YEs [] NO
YES [ NO

4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HipaLco County

Personnel Adjustment Request Form JUL 13 2015

&
DEPARTMENT NAME/NUMBER: Tay Office #140 DATE: July 13,2015 N R <3,O"3

CURRENT POSITION TITLE: CURRENT SLOT. #: 181,182

REQUESTED POSITION TITLE: Data Entry Clerk I|
(For new positions or reclassifications)

REQUEST FOR:
New Position [J Temporary Position [ Position Reclassification* [] Other CREATE
*Civil Service Positions are submitted to the Civil Service Commissior), i) Ww LDT
— Ol -
¢ &, 00 o= 0ol 443, 0 €.

POSITION SALARY REQUEST: Q { - TN

QRIS A L= S Lo Lgp—)—7dwc
Salary Amount: $ $ 20,235.00/ s 26-235

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

D Other NO BUDGET IMPACT-using funds from positions deleted to create positions needed.

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 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 l:l Exempt D
Non-Exempt Non-Exempt
N/A D

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

After a careful review of Tax Office Staff, requesting to create (from deleted ones) this position the Tax Office is in greater need of at this time.

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

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

n/a

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

No Budget Impact.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

Gl VL y 71345

1. /’ Pgul Villa‘;‘rreal JﬁCC

g’-\ / FUNDING AVAILABLE IN DEPT. BUDGET YES [:] NO
5 1e/701¢

TE PERSONNEL PROCEDURES COMPLETED YES El NO
3. L)

ATE BUDGET PROCEDURES COMPLETED E/(ES D NO
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGQ COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HipaLco County N
Personnel Adjustment Request Form | JUL 13 20D

DEPARTMENT NAME/NUMBER:  Tax Office #140 DATE: July 13, 2015°CAN hgSOS

CURRENT POSITION TITLE: CURRENT SLOT. #: 183

REQUESTED POSITION TITLE: Deputy Clerk I
(For new positions or reclassifications)

REQUEST FOR:

New Position D Temporary Position D Position Reclassification* |'_'_| Other

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

POSITION SALARY REQUEST:

0.0 $ 30,000.00 $ $30,000.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

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 Part Time Employee D

Object 113 Object 114

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

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 I:I
Non-Exempt Non-Exempt
N/A D

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

Position to staff new Elsa Sub-Station.

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.

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

See attached.

ADDITIONAL DUTIES: Explain reason for additional duties and attach list of additional duties.

See attached.

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

Re-classifying - will be assigned to new Elsa Office.

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

YES ]:] NO
2.
ES [] ~nO
3.
YES D NO
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001 Revised: 8/7/2007



HIDALGO COUNTY
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Assists the publgc in person or by telephone convey- messages makeptelephone calls,

May train others
Ability to work well with others
Regular attendance is a must

Performs such other duties as may be assigned

o ——————— e ———————————————————
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GENERAL QUALIFICATION GUIDELINES

Ex erlence and Educatlon
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Ability to og’erate a computerﬁ%ewrlﬁr and otherbaﬂc offlce equupmeﬁ_rllf"

e o™
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Employee may b& assugned@ he utiesinzaddit on‘-to those llsted= dutles may change
ginyaddg

- according to the changlhg rideds 9 Je 9@5nty L3
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Skill in the operation of office equrﬁment g s

Yo

.Q.v

Ability to maintain files and records, to communicate effectively, and to train others

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

- — e .}
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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.
SAFETY REQUIREMENTS:

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

 sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

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

Effectively handle a work environment and conditions which involve:

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

Maintain effective audio-visual discrimination and perception needed for:

e making observations

e reading and writing

e operating assigned equipment

e communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations

T e e ]
e ——eee—m—m—m—m————m—mmm>m™m™m™m™m™m™m™m™m™m—mm—
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HIDALGO COUNTY

Employe perf”orggs ‘zc plex mlnlstratlve support or ‘technica prog% assistance

work. Workaf ', vol\ié3¢ dlssemx ting informatioh; alntaming ili “53‘ ystems, and
> e ministia o oyee Mas

perfor'lng lnte nayadmmls \ajtkve.support work.. Erjlp oye, IS e work of

others andwyy rain plg,yeeé orks undet:gen moderate

Iatltgqﬁor the use ofji q q%}p a"‘d**lndependent JuagmerLt

i.

Eé,A LE‘é OF WO%K PE

Vol S —-‘/\ 57

,FORMED

v'—'\

-7,
4 A Lp Ja«wﬁ'ﬂ“\%

Pre‘paresi i terpretg’ @nd dlsﬁemlnates lnformatlon concern

eA— 4

i f\ dwakstrlbutes correspondence

May assist in compiling and analyzmgpda,ta, malglng“rcalculatlons and preparing reports

May assist in the preparation of presentations for administrative hearings

May research, compose, design, or edit agency publications such as brochures, forms,
and manuals

May develop training materials

May train others

e ——————————————— e —————
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May supervise the work of others

Performs related work as assigned &
@ ®®L
GENERAL QUALlFlC@réN% XUID‘ELINES
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PHYSICA@D@EMANDS .

The physical dé'mgnds des&l%éd hy “re are fepresenjatuve of those. tﬁ*at must be met by

an employee to sucé‘egfullyfperfoé \,thé\‘ ssentL’l,afuhctlons of tlajs%b
(: ~ o ES , :

.....

JoD,. egpl yee*ﬂs regularly required to talk or
hear. The employee frequently s requi ited”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.

While performing the dutie’ op thls Jol'jﬁ the

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
- - — ]
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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:

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

Maintain mental capacity which permits:

» making sound decisions and using good judgment
o demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:
e working closely with others
o working in a multi-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 Hidalgo County Accident Prevention Plan and departments
safety regulations

e T e e e e )
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HIDALGO COUNTY
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GENERAL 3ESC‘RIPT@N3§\
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Performs related dutlegas iquure ¢

GENERAL QUALIFICATION @‘U@Elﬁes

Experience and Education

Graduation from a high school or equivalent (GED), plus one (1) year of general office
experience or an equivalent combination of experience and training which provides the
required knowledge, skills and abilities

Two (2) years of experience may be substituted for one (1) year of education

Bilingual (Spanish and English) with the ability to converse fluently in both languages

m
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Certificates, Licenses, & Registration

Must have a current valid Texas motor vehlcle operator s license

Must be able to be msu_reel@tﬁthe C untj}"
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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:

¢ sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

o makin"g sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

o working closei“y with others
e working in a multi-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 Hidalgo County Accident Prevention Plan and department'’s
safety regulations :

Emmess - S e T e e S e e e

R —.————————eeeeee————--—--
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HIDALGO COUNTY TAX OFFICE

DATA ENTRY.CLERK I
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Experience and education may. bé'su?ést'iﬁfﬂte‘éf for d'ﬁé;‘;n;)ther

Knowledge, Skills, and Abilities

Knowledge of data entry equipment and of office practices and procedures
Ability to detect and resolve error conditions and to select and transcribe data
Type 45 wpm

Good organizational skills and attention to detail
e ——
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PHYSICAL DEMANDS:

The physical demands described her% are p resentative of those that must be met by
an employee to successfu%y pe&f,orm the'essent |al“funct|ons of this job.

,a =
While performing g\‘e“ﬁ dﬁtles o& thls 1%5 the eTanoye r"e“gqlarly required to talk or
hear. The emgjd?e’e‘* fmequenﬂy is réquired fo- stanﬂg‘ he emﬁ?o ee is occasionally
required to wﬁlk sit; us nds,, to-find, handI&;-or-feel objects atoo 9:; controls; reach
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e making sound demsuons ahd us;ng gqod judgment

Effectively handle a work envnronment and ce,ndmons which mvolve
e working closely with others
e working in a multi-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 Hidalgo County Accident Prevention Plan and department’s

e ————— e ——————r——
ApprovedbyCCon______, 2014 Page 2



+ safety regulations
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