HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: Tax Office / 140 DATE: 10/08/15

CURRENT POSITION TITLE: DEPUTY CLERK IlI CURRENT SLOT. #: 019

REQUESTED POSITION TITLE: EXECUTIVE ASSISTANT Il
(For new positions or reclassifications)

REQUEST FOR:

(] New Position ] Temporary Position [  position Reclassification* Other POSITION TITLE CHANGE

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

POSITION SALARY REQUEST:

$40,347.00 $ $40,347.00 $ -0-
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

Position to be funded from one of the following:

O Current Department Budget [J Annual Budget Cycle 0O Will Require Additional Funds

Other NO BUDGETARY IMPACT

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

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

Title is being updated in order to keep same standard as other Tax Office Substations County wide. The job duties will remain the same.

HIDALGO COUNTY Personnel Adjustment Request Form
DBM 2007-001 Rewised: 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)

No change in duties.

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

No change in duties.

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

HUMAN RESOURCES: Classification and Salary Recommendation

No budgel impact

BUDGET & MANAGEMENT: Classification and Salary Recommendation

No budget impact

DING AVAILABLE IN DEPT. BUDGET

PERSONNEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

YES NO

YES D NO

z/YES D NO

4. COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY TAX OFFICE
EXECUTIVE ASSISTANT Il

GENERAL DESCRIPTION'A
Performs highly- advanced (semor-level) professronal assistance’ work for an executive;
Work involves coordmatlng or ‘overseeing high level administrative operatlons of the
County or department May plan assign, and/or supervise the work of ‘others; Works
under minimal superwsron W|th extensive Iatltude for the use of |n|t|at|ve and
independent Judgment —

EXAMPLES OF WORK PERFORMED

Prowdes admlnlstratlve and techmcal assistance to a County executlve

Plans prepares or oversees the preparation of periodic and specral reports

Interprets pohcnes and procedures and makes admlnlstratlve deC|S|ons

Develops admmlstratrve procedures standards, and methods

Oversees the preparatlon of manuals and publications . '

T

Oversees the rewew and evaluatron of work content for the purpose of developrng
effective admumstratlve practlces and. formulating poIIC|es that may contnbute to the
|mprovement of pub|IC serwces prowded by the County :

Coordinates work W|th other governmental -agencres ‘and prlvate'organizations

Advises the County's executlve on admlnlstratlve ‘matters within the department or
county

May assist the executive;with general human resOurce management actions
May assist in budget preparatiOn o |

May plan, assign, and/or supervise the work of others

May plan and coordinate special and administrative assignments and programs
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES
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Experience and Education

Three (3) years related experience

Graduation from an accredited four-year college or university wuth major course work in
business admlnlstration or a related field

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

Knowledge, Skill ,vand Abilities

Knowledge of. accepted busnness "practices and procedures ‘involved in providing
services and of- appllcable rules,. regulatlons and pohmes as; weIl as related Ieglslatlve
and legal practlces and procedures ‘ .

Ablllty to communlcate effectively, and to handle hlgh Ievel admlmstrative issues, to
assngn andlor supervuse the work of others - :

Ablllty to analyze and solve work related problems

PHYSICAL DEMANDS

. |
} Lo

The physmal demands descnbed here are representative of those that must be met by
an employee to successfully perform the essential functlons of thls jOb |

While performlng the dutles of this job, the employee is regularly requnred 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, todls or controls; reach
with hands and arms;. cllmb or balance stoop and kneel.

The employ_ee must occasuonally 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 assigned duties and
responsibilities which may include the following:
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¢ sitting for extended periods of time
o operating assigned equipment

Maintain mental capacity which permits: -

¢ making sound decieions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with ofh’ers
 working in a multl-task environment

Malntaln effectlve audlo-wsual discrimination and perceptlon needed for

maklng observatlons

readmg and’ wntmg

operatlng aSSIgned equipment

communication with others x
' required to foIIow the Hidalgo County Accident Preventlon Plan and department S
safety regulatlons
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