HIDALGO COUNTY
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GENERAL DESCRI T ON . %00

O\ )

O

Performs); ,entry-level /technrcal “assistance regard\l\ng program<fules /and) regulations.
Workdnvelves coor rdination ﬁffw ag_srgned program\ln\thN)ountys gepanments

Responsrble for coordlnatlon ofa-variety*of cor?iﬁ"Tu‘mty\actlvrtres and progrdms?
~—
EXAMﬁEs‘OF/v/vomg E%@
ONS [ QY5 ‘ A
Develop and 1mpliamen&_a;\(r_§\n\eg of programs DFOJGC'[S*and actlvjrtr_e?
O [ SR IV

Coordrnate withiexisting. organlzatrons to address communrty ec‘:anmgmrc or sfiaﬁ%nce
needs - g

] ~ 4, ’ O
0 :AQ 7
Conducts neeicg\]assesfspgents and’ meets with” communlty' residents leadersCand
communlty groupsato |de:TrLfV needs and avarlable resourf:e\jf\\ /" “/// t:T ‘j o

3 O

Collaborate with" oth \rgérg"ar}uzatlons to plan and develop-‘programs and/a?:tTVItres or

|mpr'6'\7e coordlnatrahgf\exrstlng services offered by tﬁe C;eunty/ e

RO hf\d w@dj\l hort dI | dO il
esearch funding sourcesx\J evelop- short, and- ong. range plans, and -compile
informational reports S~ %‘;’;& /_ﬁf?ﬁ OO
O .:ﬂl — é.
Assists injthe development and.- mgrmrlng of: prgdeg and/or program budget‘s?
O o
Assists in thé.development and-implementation of operating policies and procedures
~ /
Assist in mamtar%rng, perfoénrngl and revrewrng’;\all\related dutre@ to projects such as
surveys, requests for paymentsl procurement complrance) §ite’ visits and inspections,
reviews specs and plans, bld’proceﬁsg eEcJ; 500 O

\.

Assist in preparing and recommending approval of project eligibility, environmental
review, and citizen participation documents

Chart project progress and program compliance

Assists in preparing monthly, quarterly, and annual activity reports
Maintains project files

Assists in the preparation of public notices and in conducting public meeting
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Ability to work well with others

o

Performs all other related duties as assigned
00LPYVO0q

GENERAL QUALIFICATIGI@?&JVIDELINES

Ca

G :
Experience andaé?:luca}on

RO\ N\ <O
Two (2) years Qf expenence lrl’?dmlnlstratlon of communlty<program funds or work in
the mumcnpal or county/nwronment

Gradu%tr&@mﬁlacc&eﬁlte{gm@ orYﬁN‘érsW w1th a Bachelors |n Political

g § T etd R, .
NS
Sm&nce Business Admmlstratton or related fi e!d\NR _

I
%é

U N S “\‘3 ! O
ch%o (2)years of exp%lence ‘maybe substltuted for one- (1)4year of ducatly O
¢=<_1 P oy O
Certificates, Llcetnses &-‘Reg lstratlon | E"jo
e \Y o = e L
Mdst have(a current valid’ Texas _motor vehlcle operator’s Ilcense (())
o | LW\~

Must be able to}be msureg by the County $ insurarice carriery

e
I?nowledge, Skl@gl\bl]lﬂes

o\ S

Know!edge and expenencef)n Interprettng federal rule l/

\‘\\'\( é ? { #‘{ / o
Good’ verbal and wntten communrcatlon o e

7 TN O
Knowledge«of MS Word, Excel and 10-key calculator O
Vo N gl ©
Ability to exerciSe sound judgrﬁerit‘in:malsing-adminisirative decision@involving staff and

. e ege O ¥ J
service activities o O\([ \& \ D 6 o0
Knowledge and thorough l?nderstandmg of-\federaICénd state grant programs and of
various budgeting techniques

Ability to read, analyze, and interpret common scientific and technical journals, financial
reports, and legal documents

Ability to effectively present information to top management, public groups, and/or
boards of directors

Employee prepares and reviews budgets, read correspondence, reports and memos
and reviews contracts for services
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e required to follow the Hidalgo County Accident Prevention Plan and department's
safety regulations
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PHYSICAL DEMANDS:

e

2 presentative of those that must be met by
h

':Jefr)er\
€SS entlalifunctlons of this job.

O 290
While performing the' duttes of this ]ote the employee IS regula;_rj‘y requ1red to talk or
hear. The employee-freqL\Jentkals required to»stand The employee is occasionally
required to walk;sit; use hands.to-fiild, handlg;~ or-fee| objects 8013 0 (ur controls; reach

with hands@nd® }nbﬁ' balance; stoop and kneel\\ \/
o

The emp@e\ ml}st occasmnally/hft*andlor ver 25 pounds Spemf ¢ vision

abllltlég requn?by this jrog)‘i cludé i cloge wsmnxdepth\kperceptlon and’th@ablllty to

adjustafocus /@

V\{:(?RKENVIRONMEN =g ‘\ 1,\\’.

[ (R S

k onmept charactenst[cs descnbed here -ar \:l;epresentative of those an
é‘mployee ncoqgt\er whlle performmg the essentlal functlonsiof this _|0b

- \Y %

The physical demands described he

g
an employee fo successfl.gy@erform e:

v

{he no:s'\e evel in‘the work enwronment is usually moderate
O ‘ J‘\ ( ¢ S Y \‘
SAFET 'REQUIREME N?I'S: S 1

Mal tain- physmal cond|t|1or)1 'gpproprlate to the pel_for
respon3|b|[|ttes which-m 1ay.include.the following:

RN (

sitting for e\xtendegb_pe_g‘ G\s‘,:c:)cf tifhe
C"operatmg assrgned« quipmentNa o

PGl
i oS

Maintain'mental capacity.which permits: s
U b/

/
a‘.
:s
/

. makmcc;.gJ sound decisions.and-using.good-judgmen t

. demonstrating mtel]e{c\tdal fé{f?ablhgis* O
O
Effectively handle a work: enwronrﬁ’ent and‘condlttons}?'" hic I?’lnvolve
OO0 o 00 ov
s 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
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