HiparLco County

Personnel Adjustment Request Form

- 001

DEPARTMENT NAME/NUMBER: procinct 4(124

CURRENT POSITION TITLE: Heavy Equipment Operator II CURRENT SLOT. #: 007-0010

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

CJ  new Position ] Temporary Position [J Position Reclassification* Other Delete Position
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:

$33,822.00 s a $ ($33,822.00)
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
] [

Other Department no longer is in need of this position

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

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

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

Precinct 4 Reorganization plan

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



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

NIA

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

NIA

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

NIA

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

The position is vacant

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

e e 123/

1 =)
pATE 7 > FUNDING AVAILABLE IN DEPT. BUDGET YES  [] NO
% I'LI ¢ [ (€
paTE! PERSONNEL PROCEDURES COMPLETED E/YES [] no
o ]Q 'Qﬂ!a;jr
BUWNAGEMENT DA BUDGET PROCEDURES COMPLETED YES [ NO
4. ~ COMMISSIONERS COURT APPROVAL DATE

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



Hiarco County
Personnel Adjustment Request Form

"DEPARTMENT NAME/NUMBER: p,einm{.»;- 601) RD Mﬂ%. DATE:
CURRENT POSITION TITLE: Truck Driver Il CURRENT SLOT. #: 007-0016
REQUESTED POSITION TITLE:

(For new positions or reclassifications)

REQUEST FOR:

[] New Position [J Temporary Position [] position Reclassification* [7] Other Delele Position

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

Salary Amount:  $ 29,676.00 $ 0 s (29.676.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

Other Department is no longer in need of this position

POSITION Type:

Full Time Employee Part Time Employee |:|

Object 113 Object 114

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

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

Precinct 4 Reorganization Plan

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.

NIA

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

NIA

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

N/A

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

This position is vacant

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

|"7. He— 1¢

tTlT N‘T’HEAD "'(\ FUNDING AVAILABLE IN DEPT. BUDGET B/YES D NO
S
. MW ;/Q/y—f rz/[ { (m
HUMA FSOURCES DIR DATE PERSONNEL PROCEDURES COMPLETED YES D NO
3 2 L~ Sr—\ L&\m}mr
5 E/ YES  [] NO

OEPARTMESR OF RODGET & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED
4,  COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001 Revised: 8/7/2007



HipaLco County
Personnel Adjustment Request Form

EPARTMENT NAME/NUMBER: pracinct 4124 - 001) RO g\n— DATE: 12/03/15
CURRENT POSITION TITLE: CURRENT SLOT. #:
REQUESTED POSITION TITLE: Accounts Payable Specialist Il OO,-)

(For new positions or reclassifications) q
REQUEST FOR:
New Position D Temporary Position D Position Reclassification® |:| Other
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount: $ 0 $ $33,822.00 $ $33,822.00
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

Other To be funded from deleted paosition

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

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

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

Precinct 4 Reorganization Plan (will create slot 007-0079)

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



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

NIA

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

NIA

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

NIA

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

S 2(z/is

NT HEAD O DATE FUNDING AVAILABLE IN DEPT. BUDGET Qﬁﬁs [] no
§ - vy 1S
URCES DIRECTOR |\ DATE ! | PERSONNEL PROCEDURES COMPLETED YES  [] mo
3 O
“NEOF BUD@V& MANAGEMENT DATE BUDGET PROCEDURES COMPLETED YES  [] NO
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO CCUNTY Personnel Adjustment Request Form

DBM 2007-001

Revised: 8/7/2007



Hiparco County
Personnel Adjustment Request Form

DATE: 12/4/15

DEPARTMENT NAME/NUMBER: precinct 4124 -D271) RD MPNT pr-

CURRENT POSITION TITLE: CURRENT SLOT. #:
REQUESTED POSITION TITLE: Maintenance Ill

(For new positions or reclassifications) OD%D

REQUEST FOR:

New Position D Temporary Position D Position Reclassification* [:| Other ___

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

POSITION SALARY REQUEST:

s 0 $ 29,676.000 $ 29,676.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount:

Pasition to be funded from one of the following:

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

Other To be funded from delated position

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 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
Non-Exempt Non-Exempt
N/A D

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

Precinct 4 Reorganization Plan (will create slol 007-0080)

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



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

NIA

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)

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1. (3% ﬁ.@——’—— [2-4= /5
DATE / FUNDING AVAILABLE IN DEPT. BUDGET
4 !j g ( /S
HUM = DATE PERSONNEL PROCEDURES COMPLETED

F Bu@& MANAGEMENT DA BUDGET PROCEDURES COMPLETED

[[] YEs [] no
[0t [ ne

Eﬂfzs [] no

4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO CCUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY PRECINCT #4

- MAINTENANCE lII

GENERAL DESCRIPTION

Performs supervusory duties as directed. Maintains safe conditions on all County roads
and bridges within precmcts Performs various tasks of construction and maintenance
throughout the precuncts

EXAMPLES OF WORK PERFORMED

Road & Brldg
Performs superwsory dutles as directed
Patches holes on- County roads and/or bridges

Is able to operate tractor with shredder effectively in order to malntaln aII paved and
unpaved roads in precmct : ‘ ‘

Performs a ;larléty of preventatlve maintenance and repalr work on equnpment
Performs malntenance and constructlon duties mcludmg mstallmg culverts

May operate chamsaw to clear brush from right of way |

May drive County vehicle to-haul matenals to and from the work site

Tamps, paCks_ and levels dirt, gravel or asphalt |

Uses hand tools to dig ditches or holes

Loads material, traslh, brush, etc., onfo truck; May sometime unload the same

May replace tires on County vehicles

Checks daily construction schedule to keep appraised of materials needed on the job
Regular attendance is a must

Ability to work well with others

Perform other duties as assigned

e ——
Approved by CC on ,2014 Page 1



Sanitation and Landfill

Familiarization with all duties of the attendants, maintenance | and truck drivers for the
Sanitation Department '

Check daily operations at the citizen collection stationsland reports to the Sanitation
Director |

Schedules all work orders for truck operators and serves as dispatcher for the operation

Mobilizes. heavy equipment ‘as needed to maintain a hazard free environment at all
citizen collection statlons and recovery centers

Works closely ‘with - the Solrd ‘Waste Enforcement orr icers ' for schedule clean -up
campaigns :

GENERAL ‘QUALIFICATION GUIDELINES
Ex‘gerience and Education

GradUation froma hlgh school or equivalent (GED)
Three (3) years of supewlsory experience; and/or

Any equrvalent comblnatlon of experience and tralmng. WhICh provrdes the required
knowledge, skrlls and abilltles to perform duties i

Certificates, Llcenses and Regletratlo
Must have a current‘valid Texas rrlotor vehicle operator's license
Must be able to be msured by the County s insurance carrier

Knowledge, Skllls and Abilities .

Should be able to operate other general equipment such as oackhoe, loader, etc
Should be able to train employees on the various types of equipment
May be required to address personnel issues

Must have basic knowledge of hand tools associated with manual labor and the minor
repair of the equipment

Employees working in the installation of sighs may use a jackhammer, pole hole digger,
hole auger, air compressor, etc., but all employees will be trained on the job to handle
such tools

Approved by CC on ,2014 Page 2



Ability to read and interpret documents such as safety rules, maintenance instructions
and procedure manuals

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

Ability to calculate figures and amounts such as simple addition, subtraction,
multiplication, and division

Ability to understand and follow vy_ritten and oral instructions and directives
Must be able to p"erfo.rm La’lll ,Id'u'ties of Maintenance | and Ii | .
Employee may be asSigned other duties in addition to those Iisted ‘

Dulies may;chaoge a.ccorcllng‘to the changing needs of the Cowity
PHYSICAL DEMANoS‘- : o

The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functlons of th|s 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, tools or controls; reach
with hands and" arms cllmb or balance stoop and kneel ‘

The employee must occasuonally lift and/or move over twenty five (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 charaoteristios 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:

o sitting for extended periods of time
o standing for extended periods of time

¢ operating assigned equipment
e —
Approved by CC on 2014 Page 3




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:

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

Maintain effective audvio—vv‘isu'a‘l discrimination and perception needed for:
making observations
reading and writing
operating assigned equipment
communication with others

“required to’ follow the Hidalgo County Accident Preventlon Plan and department s
safety regulatlons ‘

- " ____ . _]
Approved by CCon ,2014 Page 4



HIDALGO COUNTY PRECINCT #4

ACCOUNTS PAYABLE SPECIALIST I

GENERAL. DESCRIPTION

Performs accounts payable work Work involves processmg of- County invoices and
payment i |n a tlmely manner Commumcate with. County departments regardlng
purchase orders |nv0|ces and payments Answer i inquiries from departments regardmg
account balances and encumbrances Will scan, stamp, and f Ie all documentatlon
regardmg payments = ;' T : :

EXAMPLES OF WGRK PERFORMED

Alerts departments of dlscrepanC|es with purchase orders and |nv0|cmg =
R L U R »

Vent" es account balances for deficiencies -.,f*-.\‘z\? e ‘
n 3 c oy L
1 s H P -

Advnses department regardlng procedures for processmg of,payments

Submlts joumal entrles for correctlons or adjustments to accounts

Examlnes clalms for yalldlty and completeness pnor to mvonce entry

Malntalns manual and automated batch log to ensure approprlate release of checks
Processes v0|d and manual checks

Maintains and enter mformatlon for clalms to generate appropnate checks for
Commissioner’s’ Court ‘ :

Interacts with County departments regardlng vendor data or pohcnes
Performs all other related dutles as assugned |

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a high school or equivalent (GED)
Business Technical training

Two (2) years experience in accounts payable capacity.

Approved by CC on , 2014 Page 1



Knowledge, Skills, and Abilities
General accounting knowledge

Good verbal and written ,cOmmunication :
10 key calculator |

Knowledge of MS Word and Excel

Understand record keeplng technlques :

Reglstratlon, Certlf' catlon, or Llcensure

FENO
?y;r

May reqwre a valld dnver S llcense
PHYSICAL DEMANDS

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

?.

Whlle performmg the dutles of this job, the employee is regularly requued ‘to talk or
hear. The employee frequently is required to stand. The employee is occasionally
requnred to walk snt \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 occaSIonaIIy Ilft and/or move over - 25 pounds Specn'“ c vision
abilities required by this job mclude close v13|on depth perceptlon and the ability to
adjust focus : : :

WORK ENVIRONMENT'

The work enwronment charactenstlcs descrlbed here are representatlve of those an
employee encounter- whlle performlng the essent|al functlons of this job.

The noise level in the work enwronment is usually moderate
SAFETY REQUIREMENTS:

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

e sitting for extended periods of time
¢ operating assighed equipment

Maintain mental capacity which permits:

Approved by CC on ,2014 Page 2



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

Effectively handle a work environm,e‘ntv and bonditio_ns which involve:

 working closely wuth others
) workmg ina multl-task envuronment

Malntaln effectlve audlo-wsual dlscnmmatlon and perceptlon needed for

'maklng observatlons !

. reading: and wntlng . e

s "operatmg assugned equupment e R .

- communication wuth others - o g
requured to foIIow the Hldalgo County Accident Preventlon Plan and department S
safety regulatlons -

T : R E
v ; ! { ' ',‘ . _r“.

e _______ ]
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