QS’CEI VEO

HiaLco County
Personnel Adjustment Request Form

SEP 14 2016

DEPARTMENT NAME/NUMBER: SHERIFF'S OFFICE 1280 -OPL

DATE: 09-01-2016

CURRENT POSITION TITLE: ACCOUNTANT Il ( 23D- 015 ) CURRENT SLOT. #: 001-021

' O15.001
REQUESTED POSITION TITLE: ACCOUNTANTE "
(For new positions or reclassifications)

REQUEST FOR:
] New Position O Temporary Position E/Position Reclassification* Other Partial-Delete
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
2%D-
(Sab%\meﬂ: ) s 45,920.00 $ 28,920.00 s < 17,000.00
( ) %«D - 01 o ) Cyrrent Budgeted Salary %}posed Budgeted Salary + Net Change
O.0D a4

Position to be funded from one of the following: ;L""I’S.w a L"r' lle's . I)D

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

Other Funds to upgrade other positions.

POSITION Type:

Full Time Employee B/Part Time Employee I:l

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary I: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: E FLSA:

Exempt JZ/ Exempt D
Non-Exempt Iz/ Non-Exempt
N/A |:|

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

Funds to upgrade other positions.

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.

POSITION RECLASIFICATION: 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

B[

DATE \ ¥ FUNDING AVAILABLE IN DEPT. BUDGET YES [] nO
g 9] [ul¢

DATE r PERSONNEL PROCEDURES COMPLETED YES [ nO
3, %)

ATE BUDGET PROCEDURES COMPLETED [J Yes []no
4.  COMMISSIONERS COURT APPROVAL DATE

HIDALGO COUNTY
DBM 2007-001

Personnel Adjustment Request Form
Revised: 8/7/2007



HmavLco County
Personnel Adjustment Request For

DEPARTMENT NAME/NUMBER: SHERIFF'S OFFICE / 280 DATE: 9-8-2018

CURRENT POSITION TITLE: ADMINISTRATIVE ASSISTANT Il CURRENT SLOT. #: ©

REQUESTED POSITION TITLE: CASHIERII
(For new positions or reclassifications)

REQUEST FOR:

D New Position D Temporary Position Position Reclassification* D Other

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

Salary Amount: $ 28,937.00 $ 31,979.00 $ 3,042.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

Other Funding from slot #001-021

POSITION Type:

Full Time Employee Part Time Employee D

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary I:I Part Time Temporary I:I $

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

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

Reclassification of this position is necessary to meet the Sheriff's Office needs. The job content, job responsibilities and level of knowledge for this

position are consistent with the position reclassification requested. Therefore, an adjustment of salary is essential in order to continue the efficiency of

the position.

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.

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

Collects payments by accepting cash, making change and/or for the fee and trust account as follow: fingerprints, clearance letters, offense reports,

civil papers in and out county, tax sales done by the HCSO, payment on judgments etc. Review and prepares monthly reports on bank statements for

direct deposit for the housing of prisoners and the bail bond fees, balances drawer for counting cash at the beginning and end of work shift. Provides

information by answering questions and requests for services, Prepares foreclosure notices (demand letters) for each person connected to said property,

such as owners or lien holders. Prepares checks to transfer money collected to the County Treasures,

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

Ol B

DEP, EN E)\ , FUNDING AVAILABLE IN DEPT. BUDGET YES NO
2. / f-j 7(‘9
HUMAK RESOURCES DIRE v DATE PERSONNEL PROCEDURES COMPLETED YES [] nO
3. o/
ENT o@ﬂ & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED [] Yes [JNo
4. COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001 Revised: 8/7/2007



HmavLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: SHERIFF'S OFFICE / 280 DATE: 9.12-2016

CURRENT POSITION TITLE: ACCOUNTANT I CURRENT SLOT. #: 001-181

REQUESTED POSITION TITLE: AQMMZ[

(For new positions or reclassifications)

REQUEST FOR: M na / h i

[ New Position O Temporary Position [ Position Reclassification* ] Otherf Front Step 4 to Step 6 )
*Civil Service Positions are submitted to the Civil Service Commission.

POSITION SALARY REQUEST:

43,503.00 $ 46,261.00 $ 2,758.00
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 Funding from slot #001-021

POSITION Type:

Full Time Employee Part Time Employee |:|

Object 113 Object 114

Enter hourly rate for temp. positions
Full Time Temporary |:| Part Time Temporary I:I $

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)

Adjustment of this position is necessary to meet the Sheriff's Office needs. The job content, job responsibilities and level of knowledge for this

position is consistent with the position adjustment requested. Therefore, an adjustment of salary is essential in order to continue the efficiency of

the position.

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.

POSITION RECLASIFICATION: Explain change and /for 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

13

1,
DATE FUNDING AVAILABLE IN DEPT. BUDGET
2 15 [Tl
[} DATE | { PERSONNEL PROCEDURES COMPLETED
3. 146
DEFARTMENT OF BUDGET & MANAGEMENT DA BUDGET PROCEDURES COMPLETED

YES [] nO
YES [] NO
[] Yes [JNo

4, COMMISSIONERS COURT APPROVAL

HIDALGO COUNTY
DBM 2007-001

DATE

Personnel Adjustment Request Form
Revised: 8/7/2007



HiaLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER: SHERIFF'S OFFICE / 280 DATE: 9.8.2016

CURRENT POSITION TITLE: ADMINISTRATIVE ASSISTANT Il CURRENT SLOT. #: 001-248

a .
REQUESTED POSITION TITLE: plm'.y{.s—l’nd‘ﬂ/ pss)stant 1

(For new positions or reclassifications)

REQUEST FOR: mm{ ﬁ'll_)l\-s‘hm’l'/ Im
] New Position [l Temporary Position (]  Position Reclassification* Otheﬁ From Step 2 to Step i}
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST:
Salary Amount:  $ 35,089.00 $ 37,298.00 $ 2,209.00
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 Funding from slot #001-021

POSITION Type:

Full Time Employee Part Time Employee I:’

Object 113 Object 114

Enter hourly rate for temp. positions

Full Time Temporary I:’ Part Time Temporary I:I $
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 D

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

Adjustment of this position is necessary to meet the Sheriff's Office needs. The job content, job responsibilities and level of knowledge for this

position is consistent with the position adjustment requested. Therefore, an adjustment of salary is essential in order to continue the efficiency of

the position.

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.

POSITION RECLASIFICATION: 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

CQJW

L )
qﬁ ENT HEEDO DATE |V T FUNDING AVAILABLE IN DEPT. BUDGET
: \Q«w 15 (o1
HUMAN RESOURCES DIRECTO DATE | ( PERSONNEL PROCEDURES COMPLETED
3 1o
DA BUDGET PROCEDURES COMPLETED

WT’OF B@T & MANAGEMENT

YES ]:| NO
D NO
[JYss [Jnwo

4, COMMISSIONERS COURT APPROVAL

HIDALGO COUNTY
DBM 2007-001

DATE

Personnel Adjustment Request Form
Revised: 8/7/2007



@CEI VEO

HmavLco County
Personnel Adjustment Request Form

AIn,

SEP 1 4 2016

DEPARTMENT NAME/NUMBER: SHERIFF'S OFFICE / 280 - 00 |

il 2%0-p0> E

CURRENT POSITION TITLE: ACCOUNTANT | CURRENT SLOT. #: 001-249/002-360

DATE: 09-12-2016

REQUESTED POSITION TITLE: A Ccavntant 1L

(For new positions or reclassifications)

REQUEST FOR: 504-’-\71 Ad)ustmordt / [ncrease
[] New Position 0 Temporary Position [] Position Reclassification* Other(_From Step 1 to Step 3 ,]

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

POSITION SALARY REQUEST:
Salary Amount:  § _ 33752.00X2=67.504.00 ¢ 36,117.00X2=72,234.00 & 4,730.00
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

Other Fundings from slot #001-021

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

Enter hourly rate for temp. positions
Full Time Temporary I:] Part Time Temporary [:I $

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: FLS.

A:
Exempt E’_ Exempt I:I
Non-Exempt m Non-Exempt
N/A |:|

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

Salary Adjustment of these positions are necessary to meet the Sheriff's Office needs. The job content, job responsibilities, and level of knowledge for

these positions are consistent with the position adjustment requested. Therefore, an adjusment of salary is essential in order to continue the

efficiency of the position.

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.

POSITION RECLASIFICATION: 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

1. Y :

ENT Hi DATE FUNDING AVAILABLE IN DEPT. BUDGET YES D NO
2 WE@&&M 15 (3.6 e

HUNAN RESOURCES DIRECT DATE PERSONNEL PROCEDURES COMPLETED YES [] nO

3. 0 {

& MANAGEMENT D BUDGET PROCEDURES COMPLETED |:] YES l:] NO
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001 Revised: 8/7/2007



ECEIVZy

SEP 14 2016

HiparLco County
Personnel Adjustment Request Form
DATE: 9.12-2016 N
CURRENT SLOT. #: 001-283

““"i‘"l"

DEPARTMENT NAME/NUMBER: SHERIFF'S OFFICE / 280
HUMAN RESOURCES SPECIALIST |

CURRENT POSITION TITLE

S\ W AW{-\ \WNORAL

. Other From Step

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

[:] Position Reclassification*

REQUEST FOR:
D New Position D Temporary Position
*Civil Service Positions are submitted to the Civil Service Commission.
POSITION SALARY REQUEST
$ 28,938.00 $ 31,979.00 $ 3,041.00
Current Budgeted Salary Proposed Budgeted Salary Net Change
OJ Will Require Additional Funds

Salary Amount:
[] Annual Budget Cycle

Position to be funded from one of the following
Current Department Budget

Other  Funding from slot #001-021
POSITION Type:
Full Time Employee Part Time Employee [:‘
Object 113 Object 114
Enter hourly rate for temp. positions
Full Time Temporary l:l Part Time Temporary D $
Object 121 Object 122 Hourly Rate * 2,080 hrs. per year = Annual Salary
Hours Per Week Duration (2 weeks, 3 months, etc.)

TEMPORARY POSITIONS
Working Days & Hours

End Date

Start Date
CIVIL SERVICE: FLSA:
Exempt l:l Exempt l:l
Non-Exempt Non-Exempt
L]

N/A
JUSTIFICATION/PRIORITY: (Explain why this position or adjustment request is essential)
Adjustment of this position is necessary to meet the Sheriffs Office needs. The job content, job responsibilities and level of knowledge for this

position is consistent with the position adjustment requested. Therefore, an adjustment of salary is essential in order to continue the efficiency of

the position.
Personnel Adjustment Request Form
Revised: 8/7/2007

HIDALGO COUNTY
DBM 2007-001



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)

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

HUMAN RESOURCES: Classification and Salary Recommendation

BUDGET & MANAGEMENT: Classification and Salary Recommendation

43

P—

"

1_ UAKMW
AL,

HUMAN RESOURGES DIRECTO

OF @r & MANAGEMENT

A | FUNDING AVAILABLE IN DEPT. BUDGET
-~
A’8 |14
DA TE | ( PERSONNEL PROCEDURES COMPLETED
DATE : BUDGET PROCEDURES COMPLETED

YES [] nO
E,/YES [] no
] Yes []no

4, COMMISSIONERS COURT APPROVAL

HIDALGO COUNTY
DBM 2007-001

DATE

Personnel Adjustment Request Form
Revised: 8/7/2007



HmavLco County
Personnel Adjustment Request Form

DEPARTMENT NAME/NUMBER:  SHERIFF'S OFFICE /280-015 Q| C{)mw\';ssar\{ DATE: 9-1-2016

CURRENT POSITION TITLE: ACCOUNTANT Il CURRENT SLOT. #: 015-10

REQUESTED POSITION TITLE:
(For new positions or reclassifications)

REQUEST FOR:
)E/ﬁew Position (] Temporary Position [J  position Reclassification* Other Delete position

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

POSITION SALARY REQUEST:

Salary Amount: 48,215.00 $ 0 $ (48,215.00)
Current Budgeted Salary Proposed Budgeted Salary Net Change

Position to be funded from one of the following:

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

Other Partial funds to upgrade slot #001-021

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

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

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

To delete position, partial funds to upgrade slot #001-021, this position will increase in commissary accountant job duties.

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.

POSITION RECLASIFICATION: 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

%WHWLQM DA / L, Zj/&FUND]NG AVAILABLE IN DEPT. BUDGET YES [] NO
2 (> (L

HUM% 0 DATE | | PERSONNEL PROCEDURES COMPLETED s [ no
3. 4} /‘vd! 244

DERARIMENT O@Tr & MANAGEMENT DATE BUDGET PROCEDURES COMPLETED [] Yes [Jno
4, COMMISSIONERS COURT APPROVAL DATE
HIDALGO COUNTY Personnel Adjustment Request Form

DBM 2007-001 Revised: 8/7/2007



HIDALGO COUNTY SHERIFF’S OFFICE

ACCOUNTANT IV

GENERAL DESCRIPTION

Employee performs complex accounting work. Work involves preparing and overseeing
the preparation of financial statements, records, and reports. May specialize in some
phase of accounting work such as federal funds accounting; property and equipment
control, cost, payroll, or bond servicing. May assign and/or supervise the work of
others. Employee works under limited supervision with moderate latitude for the use of
initiative and indgpendentjudgment.

EXAMPLES OF WORK PERFORMED

Prepares financial statements, budgets, vouchers, and payrolls submitted by the agency
Prepares technical reports on estimates, cost data, and budget limits

Prepares monthly status analyses of funds and expenditures

Maintains adequate records of expenditures, funds, appropriations, and expenses, as
well as of revenue collected and deposited

Maintains and/or oversees the maintenance of systems and controls necessary to
provide accurate accounts of expenditures and budget balances for agency programs

Reviews various records, reports, applications, and contracts

May instruct staff on the maintenance of accounting records on expenditures and
revenue collected, the positing of general ledgers, and the posting of journals

May approve and sign expense accounts and purchase vouchers submitted for
payment

May assist in planning accounting and clerical work procedures

May direct the maintenance of accounting records on receipts and disbursements
May allocate tax revenues to the appropriate funds

May assign and/or supervise the work of others

e —
ApprovedbyCCon______, 2014 Page 1



Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES
Experience and Education

Three (3) to five (5) years demonstrated experience in accounting, governmental
accounting, or commercial accounting, including supervisory experience

Graduation from an accredited four (4) year college or university with major course work
in accounting or finance with 16 hours of accounting courses

Certificates, Licenses, & Registration

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 the agency’s fiscal program; of governmental accounting; of budget
control methods, policies, and procedures; and of laws and regulations pertaining to
financial operations

Ability to interprét and apply accounting theory

Ability to plan and coordinate financial programs

Ability to plan procedures and coordinate accounting operations

Ability to interpret laws and regulations

Ability to assign and/or supervise the work of others

Knowledge in Uniform Grants Management Standards (UGMS) and GAAP

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.

S ——
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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:

e sitting for extended periods of time
e operating assigned equipment

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:

e working closely with others
e 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

- — ]
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HIDALGO COUNTY SHERIFF’'S OFFICE

CASHIER I

GENERAL DESCRIPTION

Performs routine journey-level cashier work; Work involves collecting fees, charges, and
payments for events, products, services, or non-events.

EXAMPLES OF WORK PERFORMED

Collects payments by accepting cash, making change and/or for the fee and trust
account as follow: Fingerprints, clearance letters, offense reports, civil papers in and out
county, tax sales done by the Sheriff's Office, payment on judgements, and properties
sold for writ of executions etc.

Review and prepares monthly reports on bank statements for direct deposits for the
housing of prisoners and the Bail Bond fees from the Jail.

Balances drawer for counting cash at beginning and end of work shift.
Maintains checkout operations by following county policies and procedures.

Maintains safe and clean working environment by complying with procedures, rules, and
Regulations.

Provides information by answering questions and requests for services.

May submit monthly report to County Auditors with any copies that they may request,
such as voided receipts, copies of telephone commission and billings for the housing of
prisoners for the current month.

Prepare foreclose notices (demand letters) for each person connected with said
property, such as owners or lien holders.

Process civil paperwork into odyssey as writ of execution, writ of possession, writ of
garnishment, writ of injunctions, writ of sequestration, writ of attachment on property,
order of sale, citation & notice.

Prepare Sheriff's deeds for vehicles and property sold.

Prepare checks to transfer money collected to the County Treasures and letters,
envelopes, labels and all other necessary paper work to be sent out for sales on
foreclosure property.

Approved by CC on 2014 Page 1




To check the email account for any civil paper work that County or District Clerk
submitted through e-file to Sheriff's Office.

Performs related work as assigned.

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a high school or equivalent (GED)

One (1) year experience in cash handling

Certificates, Licenses and Registration

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

Ability to make change accurately

Able to operate cash register

Ability to handle high volume of customers

Good customer service and math/calculator 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.

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
e ——
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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



