HipaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: ~ PCT. 1 (121-013) DATE: 1/13/2015

CURRENT POSITION TITLE: ACCOUNTS PAYABLE CLERK CURRENT SLOT #: 121-013 /4 & 125-028 / ADOS

REQUESTED POSITION TITLE:  ACCOUNTS PAYABLE SUPERVISOR

REQUEST FOR:

D New Position [I Temporary Position Position Reclassification* Other __ SALARY INCREASE

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

POSITION SALARY REQUEST:

Salary Amount: 6-1100-452-00-121-013-0-113
S 38,988.00 s 41,988.00 S 3,000.00
Current G&5/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change
Supplement Fay: 6-1200-431-00-125-028-117
s 3,500.00 s 3,500.00 $ 0.00
Current G&S/ Budgeted Salary Proposed G&S/ Budgeted Salary Net Change

Position to be funded from one of the following:

E Current Department Budget D Annual Budget Cycle |:| Will Require Additional Funds
POSITION TYPE:
Full Time Employee Part Time Temporary |:| S
Object 113 Object 114 Enter hourly rate for temp. positions
Full Time Employee (]  Part Time Temporary [_] s
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 E’
Non-Exempt Non-Exempt
N/A ]

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

This position currently assists with the Border Colonia Access Program and has been exceeding beyond the scope of duties from

the existing title because of the high demand of work and additional department responsibilities.




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

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

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation
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HIDALGO COUNTY

AccogNTSPAYAB LE SUPERVISOR

GEN ERAL BESCRIPTION

Performs the accounts payable supervisor functien Reeponmble feT superwsmg the
accounts payable function, mcludmg such activities:as the}ftlmely paymenf ‘of all vendor
invoices and ‘expense veucher_s, and the malntenancegof | éndxreports
Assists all departmen sendors, department: ‘hea
Supervisory - activitie include * selection, tramlng, eV
re‘commendat:on for d tssai

E‘XAMPLES OF W@RK PERFORMED

Evaluates staff perfom‘nance and prowdes trammg as needed

Ensures that mvo;ees and ex-penses are{processed acpurately and“tlmely

Reconciles clearing accounts

Coordinates with other departmental leISIOI‘lS to ensure timely payment of invoices and
expenses

Resolves discrepancies within the County and external customers

Performs all other related duties assigned
GENERAL QUALIFICATION GUIDELINES
Experience and Education
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Two to three (2-3) years experience in accounts payables, accounting, or related with at
least two (2) years in a lead or supervisory capacity

Graduation from a four (4) yeamoﬂege or umv'érsity W|th course work in Business
Administration or related f eld o

Knowledge, Skil ls. and Abllmes

.'.’_'J..'

Must posses required knowledge skills, -and ablhnes and expenencesand be able to
explain and:demonstrate, w;th Or. w;thout’reasonable accemmodattans ;that the
essential functions of the JG :_”can be performed =

Extenswe knowledge 'ofzcomputer apphcations such aQ MI St 1A .grd,'-Ekcéﬁl_;,éénda«;

PowerPomt

Skill-in. nden'ufymg and resolving problems or situations requmng t )

uhderstanding of
payro]l prlnmples and the exercise of good judgment "

Able to use (10) key‘ca!culator by touch while malntalnmg accu

Must be able to mee -deadhnes and work quickly and accurately-_pnder pressure

General accountlng knowledlge and accounts payable ]Jrocesses

Able to utili%e-all office equipment

Registration Cerhfl_catlon __or Lmensu_g &

4

Must have a current Valldeexas motor Vehlcle operator SJIG’.EHSG

'>'-' o & FF
-y L

Must be able to be insured by County’s insurance carrier
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

M
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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 occasignally” ift ander ‘move:.over 25 pounds. Specific vision
abilities required by this job’ mclude close VISlGI‘I depth ‘perceptlon and the ability to
adjust focus. w5 : ¥ B F ¢ W

WORK ENVIRONMENT

The work enwronment characfenstlcs described*here are representatwe of those an
employee encounter ‘while performlng the essentlalfunctrans of1h|s jdb §

e

The noise Ié\!el in thes.Work»e};\wronment is usualiy moderat

SAFETY REQUIREMEHTS:-**‘ o

Maintain. physncal conditlons appropnate to the performance-qﬁ assigned duties ands
respons:bllltles whac \ may include the following: o T

.wsitting for exte‘nded periods of time
o operatlng ass;gned ‘equipment

Maintain | mentai. capa’_'."'ty which permits:

"« making.sound'detisiops.and using good Judgmen
. demonstratmg mteilectual capablhlies

Effectively handle a woﬂ( envnronmeﬁ{’"" Eid fQE!J_’lQLtI@HQ w“

o working closely with othersf
e workingina multi-task enwronment

Maintain effectweaud:o-wsuai dtscnmmat;on and perceptaon needeﬁ for

making observatlons
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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