Hiparco County
Personnel Adjustment Request For

APR 18 2016

DATE: 4/15/2

ENT NAME/NUMBER: precinct 4(12¢ —0D7 ) Rdad Mounlenance

CURRENT POSITION TITLE: Heavy Equipment Operator | CURRENT SLOT. #: 0046

DE

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

[] new Position [ Temporary Position [] position Reclassification* Other Delete Position

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

POSITION SALARY REQUEST: ’T
Salary Amount: $ $23,705.00 $ 0.00 $ (523.705.00 )
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from cne of the following:

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

D Other Department is no longer in need of this position

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

Enter hourly rate for temp. positions
Full Time Temporary D Part Time Temporary l:] $

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
N/A |:’

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)

N/A

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

HAg)

DATE FUNDING AVAILABLE IN DEPT. BUDGET
‘r‘//g / 216

HUMAN REFOURCES DIRE R 0 97 PERSONNEL PROCEDURES COMPLETED
3, 7 /?/wq,,
DATE '

DEPARTMENT OF BUEGET & MANAGEMENT BUDGET PRCCEDURES COMPLETED

YES [ no

YES [] NO

[Z/YES D NO

4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



Himavrco County
Personnel Adjustment Request For

CURRENT POSITION TITLE: Heavy-£quipment Operator Il CURRENT SLOT. #: 0035

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

[] new Position (] Temporary Position [] Pposition Reclassification* 71 Other Delete Posilion
porary []

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

POSITION SALARY REQUEST:
£ 49
<
Silipy Biounl:, B $25,258.00 s 0.00 s (!SES,QSS_OD)
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

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

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

Precinct 4 Rearganization Plan

HIDALGO COUNTY Personne! 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.

NIA

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

This position is vacant

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

1, “|\o
DATE 6 FUNDING AVAILABLE IN CEPT. BUDGET YES D NO
5 o / 19 / !t
HUMAN RESOURCES ‘Bmm% 6/ DATE PERSONNEL PROCEDURES COMPLETED [945 O no
3, /19 / vele
EMT OF BURGEL/& MANAGEMENT pate ! BUDGET PROCEDURES COMPLETED Z]’ YES [] NO
4, COMMISSIONERS COURT APPROVAL DATE

Personnel Adjustment Request Form

HIDALGO COUNTY
Revised: 8/7/2007

DaM 2007-001



SCEIVE)

HiparLco County

Personnel Adjustment Request Form APR 18 2016

DEPARTMENT NAME/NUMBER:  precinct 4(124 - 007 ) Road Maintenance DATE: 4/15/2018

S
CURRENT POSITION TITLE: Heawy Equipment Operator |l CURRENT SLOT. #: 0047

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:

(] New Position ] Temporary Position (] Position Reclassification* Other Delete Position
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST: m_.

s $23,705.00 s 0.00 s (523,?05.00 )

Salary Amount: 4
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

D Other Department is no longer in need of this position

POSITION Type:
Full Time Employee Part Time Employee l:l
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 | ]
Non-Exempt ! v Non-Exempt : v

N/A D

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

Precinct 4 Reorganization plan

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 /for 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. : ‘(‘J”{i ” L{_‘

DEPAIHRENT FIEAD, DATE FUNDING AVAILABLE IN DEPT. BUDGET YES [ mo

HUMAN REGAURCES D}RECTORB / 07' [ PERSONNEL PROCEDURES COMPLETED YES [] NO
3 413 ot

DEPARTMENT OF BUDEED& MANAGEMENT DATE 7 BUDGET PROCEDURES COMPLETED YES ] MO
4,  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



Hiarco County
Personnel Adjustment Request Form

Precincl 4/124 -

T AT

CURRENT POSITION TITLE: CURRENT SLOT. #: DD/~ D083

DEPARTMENT NAME/NUMBER:

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

REQUEST FOR:
New Position O Temporary Position [J  position Reclassification* [J Other

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

POSITION SALARY REQUEST:

-0- $ $42,521.00 $ /642.521,(}0

Salary Amount: $
Current Budgeled Salary Proposed Budgeted Salary v Net Change

Position to be funded from one of the fellowing:
D Current Department Budget |:| Annual Budget Cyde Will Require Additional Funds

Other  Will be funded by deleted position

POSITION Type:
Full Time Employee Part Time Employee | |
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 D
Nen-Exempt Non-Exempt
N/A [:]

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

Pracinct 4 reorganizalion plan (will create slot # 007-0082)

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



NEW POSITION: Erief job description and altach 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

D DATE FUNDING AVAILABLE IN DEPT. BUDGET YES [] NO
2. ; V8 1A
DATE PERSONNEL PROCEDURES COMPLETED E/YES [] no
3. ‘/ // T 7
MANAGEMENT prAtE 1 BUDGET PROCEDURES COMPLETED B/YES [] no
4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DOM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HIDALGO COUNTY PRECINCT #4

COORDINATOR I

GENERAL DESCRIPTION

Performs complex (journey-level) program/department coordination work planning,
developing, and implementing program or service activities and providing consultative
services and technical assistance to program staff, governmental agencies, community
organizations, or the public. May assign and/or supervise the work of others. Works
under general supervision, with moderate latitude for the use of initiative and
independent judgment.

EXAMPLES OF WORK PERFORMED

Develops and implements various county programs and/or services depending on the
department assigned

Develops and conducts surveys, inspections, or reviews to determine compliance with
requirements, laws, regulations, policies, and procedures

Prepares justification for implementation procedural or policy changes
Prepares performance reports and recommends appropriate changes.
Participates in program and/or department planning, development, and implementation

Assists in analyzing operations and reviews reports, makes recommendations and
provides justifications when needed

Assists in analyzing the applications and variations of programs to develop an action
plan to improve the department

Provides consultative services and technical assistance to plan, implement, and monitor
effective programs and services

Act as a department liaison to community and professional groups to coordinate,
improve, and stimulate interest in the assigned program or activities

Reviews research findings relative to programs and/or services being developed

Reviews information on service delivery system methods, outputs, and activities to
identify gaps in resources, and recommends improvements

Approved by CC on 2014 Page 1



May assign and/or supervise the work of others
Performs all other related duties as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to three (2-3) years of experience in department coordination, business
management, or a related field related to the specific program or department

Graduation from an accredited four (4) year college or university with a Bachelor’s
degree in public administration, management, or a field relevant to the assignment

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

Certificates, Licenses & Registrations

Must have a current valid Texas motor vehicle operator’s license
Must be able to be insured by the County’s insurance carrier

Knowledge, Skills, and Abilities

Knowledge of local, state, and federal laws related to the program area; of public
administration and management techniques; of statistical analysis processes; and of
program planning and implementation

Ability to gather, assemble, correlate, and analyze facts; to devise solutions to
problems; to prepare reports; to develop and evaluate policies and procedures; and to
communicate effectively

Good verbal and written communication and presentation skills
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
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.

Approved by CC on 2014 Page 2



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 assigned duties and
responsibilities which may include the following:

« sitting for extended periods of time
* operating assigned equipment

Maintain mental capacity which permits:

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

Effectively handle a work environment and conditions which involve:

+ working closely with others
« 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

Approved by CC on 2014 Page 3



Q@CEIVEO

Hiavco County
Personnel Adjustment Request For

APR 18 2016

sad Man lenance.

CURRENT POSITION TITLE: CURRENT SLOT. #:

_ Ov7-0p%3
REQUESTED POSITION TITLE: Heew Equipment Operator |l
(For new positions or reclassifications)

REQUEST FOR:

New Position [:‘ Temporary Position D Position Reclassification® |‘_‘] Cther

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

POSITION SALARY REQUEST:

$ $30,147.00 & 530,147.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Salary Amount: $

Paosition to be funded from one of the following:

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

Other To be funded from deleted positions

POSITION Type:

Full Time Employee Part Time Employee D

Object 113 Object 114

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

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

Precinct 4 Reorganization Plan {(Will Create slot # 007-0083)

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




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

NIA

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

N/A

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

blpren ML

URCES DIR!

ECTOR ﬂ DATE :

‘/AJ footu
DATE: 1

4O BUGGY T & MANAGEMENT

DATE f FUNDING AVAILABLE IN DEPT. BUDGET
4/}%@

PERSONMEL PROCEDURES COMPLETED

BUDGET PROCEDURES COMPLETED

YES [] no

E@s [] no
E/YES [] No

4, COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/2/2007



HIDALGO COUNTY PRECINCT #4

o
—HEAVY EQUIPMENT OPERATOR I

GENERAL DESC'RIPTION

Performs routine (journey- Ievel) road construction ‘and maintenance work; Work
involves the specialized operatton of light, medium, and heavy equipment used for road
repair, maintenance,-and construction programs; Works: wunder- general supervision with
some lahtude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERF:QRMED

Performs all .tas_kls that can be performed by a Héavy Equipment Operator | plus the
following additional tasks:

Grade roads, spread caliche an‘d assist in the construction and opening of new roads

May clean / clear or build bar dltches according to surrounding ground elevations and
availablllty of dralnage ‘

Examlnes vehlc{es for needed repalrs ‘and routine maintenance and reports necessary
repairs :

Operates a variety of types of gasoline and diesel equipment and light, medium and
heavy equipment involved in road construction and maintenancé projects, such as
backhoes, front-end: Ioaders forklifts, dump trucks, and related equipment

Prepares daily reports and logs related to quantltles of ‘materials used, types of
equipment, work hours, and project status

Performs routine and preventive vehicle and equlpment maintenance and repair to
ensure proper operating conditions

- ) | .
Performs general maintenance / manual labor as required

Loads trucks; hauls dirt, gravel, caliche, water, garbage, and/or other materials and
equipment to designated areas and unloads trucks

Performs traffic control set up on job sites to ensure safe working environments
Reports and/or repairs malfunctions on light, medium and heavy equipment

May work on the reconstruction or rehabilitation of streets, surface maintenance, traffic

control, or drainage zones
___gﬂﬂ,—-_—___—___“—.——h—-——-——

Approved by CCon _ _, 2014 Page 1




Shred road right-of- way

May assist during emergency situations such as floods, severe weather, and accidents

Performs other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Educati_on

Minimum of two (2) years of experience_working with light, medium and heavy
equipment "

Must have ‘the’ ab|l|ty and the knowledge to make mmor repairs and adjustments to
assigned equ:pment .

Graduation from a high school or equivalent (GED) required

Certiﬁcates, Licenses & Registrations

Texas Commercial Driver's Llcense (CDL — Class C) reqwred CDL may requ:re
spemahzed endorsements depending on area of assignment

Must be able to be insured by the Couh”fy’s insurance carrier

Positions requiring a CDL or positions of a safety sensitive nature are subject to drug
and alcohol testing in accordance with federal regulations -

Knowled_qe, Skills, and Abilities

Knowledge of construction maintenance, repair, and operation of light and heavy
equipment, including vehicles s

Ability to maintain records of materials, supplies, time, and work performed; and to work
effectively with the public

Knowledge of the safe operation of the eq’uipment used and of the provisions of the
Texas motor vehicle code relating to the operation of equipment / vehicles

Skill in operating heavy equipment effectively and safely
Ability to perform strenuous work in outdoors

Ability to understand and follow oral instructions

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

D e e e P e T TR e e et

Approved by CCon , 2014 Page 2



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

Knowledge to perform basic math

Ability to apply common sense understandmg to carry out detailed but uninvolved
written and/or oral mstructlons ) :

Ability to deal W|th problems involving a few concrete varzables in standardized
situations

Ability to read arid corhprehend simple instructions, short correspondenge and memos
Employee ma;} be assigned other duties in addition to those listed
Duties may change accdrding to the changing needs of the County

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 dutles of th!S 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 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 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:

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

Approved by CC on , 2014 Page 3



Maintain mental capacity which permits:

e making sound decisions and using good judgment
e demonstrating inte!leptual capabilities

Effectively handle a work enwronment and conditlons which involve:
e working closely with others- :
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

» ‘making observations

e reading and writing

* operating assigned equipment

e communication with others

e-. required to follow the Hidalgo County Accident Prévention Plan and department’s

safety regulations

%
Page 4
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