CouNnTyY OF HIDALGO

Human Resources Department

PERSONNEL ADJUSTMENT REQUEST FORM

NOTE: COMPLETE MULTIPLE PERSONNEL ACTION FORM IF DEPARTMENT IS REQUESTING MORE THAN (3) PERSONNEL ACTIONS.

DATE: 12/05/2016 CURRENT POSITION TITLE: Deputy Constable Step 11
DEPARTMENT NAME: Constable Precinct 4 CURRENT SLOT NO.: 0003
DEPARTMENT NO.: 294 .00 PR REQUESTED POSITION TITLE:
REQUEST FOR: [C]New Position [ Jremporary Position [Crosition Reclassification® [Iother Reduction of Salary
SALARY REQUEST: $51.834.00 $45,691.00 -$6,143.00
Current Grade & Step Proposed Grade & Step Net Change
Budgeted Salary Budgeted Salary

POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:
[:] Current Department Budget
Salary Adjustment

Full Time Regular Object Code 113
DFull Time Temporary Object Code 121

POSITION TYPE:

DAnnual Budget Cycle

l:]()ther

DPart Time Regular Object Code 114
DPart Time Temporary Object Code 122

DWi]l Require Additional Funds

CIVILSERVICE:  [_]Exempt FLSA: [_]Exempt
Non-Exempt Non-Exempt
TEMPORARY POSITIONS:
Start Date End Date Work Schedule Hours Per Week Duration of Position

Annual Salary

Hourly Rate

Annual Salary / 2080 hrs per year = Hourly Rate

JUSTIFICATION FOR NEW POSITION/SALARY ADJUSTMENT: (Explain why position or adjustment request is essential)

Adjustment is needed in accordance to the Law Enforcement Step and Grade Pay Schedule.

POSITION RECLASSIFICATION COMMENTS: (Attach completed Reclassification Analysis Form and additional pages if needed)
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COUNTY OF HIDALGO

Human Resources Department

DEC -5 2016

~IEXAS

PERSONNEL ADJUSTMENT REQUEST FORM

NOTE: COMPLETE MULTIPLE PERSONNEL ACTION FORM IF DEPARTMENT IS REQUESTING MORE THAN (3) PERSONNEL ACTIONS.

DATE: 12/05/2016 CURRENT POSITION TITLE: Senior Deputy Constable Step I
DEPARTMENT NAME: Constable Precinct 4 CURRENT SLOT NO.: 0019
DEPARTMENT NO.: 294 - po| PR REQUESTED POSITION TITLE:
REQUEST FOR: [‘_‘]New Position DTempmry Position [Jposition Reclassification™ [/]Other Reduction of Salary
SALARY REQUEST: $ 59,795.00 $ 49.822.00 -$9.973.00
Current Grade & Step Proposed Grade & Step Net Change
Budgeted Salary Budgeted Salary

POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:

DCuz‘rent Department Budget
Salary Adjustment

Full Time Regular Object Code 113
D Full Time Temporary Object Code 121

POSITION TYPE:

[jAnnual Budget Cycle ]:IWill Require Additional Funds

[Jother

E]Part Time Regular Object Code 114
DPart Time Temporary Object Code 122

CIVIL SERVICE:  [_]Exempt FLSA: [_|Exempt
Non-Exempt Non-Exempt
TEMPORARY POSITIONS:
Start Date End Date Work Schedule Hours Per Week Duration of Position
Annual Salary Hourly Rate

Annual Salary / 2080 hrs per year = Hourly Rate

JUSTIFICATION FOR NEW POSITION/SALARY ADJUSTMENT: (Explain why position or adjustment request is essential)

Adjustment is needed in accordance to the Law Enforcement Step and Grade Pay Schedule.

POSITION RECLASSIFICATION COMMENTS: (Attach completed Reclassification Analysis Form and additional pages if needed)
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f?}("\i COUNTY OF HIDALGO DEC -5 2016
= A 4 5" -
X S/ Human Resources Department

PERSONNEL ADJUSTMENT REQUEST FORM

NOTE: COMPLETE MULTIPLE PERSONNEL ACTION FORM IF DEPARTMENT IS REQUESTING MORE THAN (3) PERSONNEL ACTIONS.

DATE: 12/05/2016 CURRENT POSITION TITLE: Deputy Constable
DEPARTMENT NAME: Constable Precinct 4 CURRENT SLOT NO.: 0011
DEPARTMENT NO.: 294 .00 PR REQUESTED POSITION TITLE:
REQUEST FOR: [:]New Position DTemporary Position [Jposition Reclassification® Other Deletion of Position
SALARY REQUEST: $ 44,577.00 $0.00 -$ 44,577.00
Current Grade & Step Proposed Grade & Step Net Change
Budgeted Salary Budgeted Salary

POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:

Current Department Budget DAnnual Budget Cycle DWill Require Additional Funds
DSalary Adjustment |:|Other
POSITION TYPE: Full Time Regular Object Code 113 I:IPart Time Regular Object Code 114
DFuI] Time Temporary Object Code 121 DPart Time Temporary Object Code 122
CIVIL SERVICE:  [__|Exempt FLSA: [_|Exempt
Non-Exempt Non-Exempt
TEMPORARY POSITIONS:
Start Date End Date Work Schedule Hours Per Week Duration of Position
Annual Salary Hourly Rate

Annual Salary / 2080 hrs per year = Hourly Rate

JUSTIFICATION FOR NEW POSITION/SALARY ADJUSTMENT: (Explain why position or adjustment request is essential)

Position is no longer needed. New Sergeant Step I position is needed and will be created.

POSITION RECLASSIFICATION COMMENTS: (Attach completed Reclassification Analysis Form and additional pages if needed)
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FEN? COUNTY OF HIDALGO

DEC -5 2016
Human Resources Department

PERSONNEL ADJUSTMENT REQUEST FORM

NOTE: COMPLETE MULTIPLE PERSONNEL ACTION FORM IF DEPARTMENT IS REQUESTING MORE THAN (3) PERSONNEL ACTIONS.

DATE: 12/05/2016 CURRENT POSITION TITLE:
DEPARTMENT NAME: Constable Precinct 4 CURRENT SLOT NO.: 0024
DEPARTMENT NO.: 294- 00l PR REQUESTED POSITION TITLE:  Sergeant Step |
REQUEST FOR: New Position [Jremporary Position [Iposition Reclassification® [Jother
SALARY REQUEST: $ 59,795.00 $59,795.00
Current Grade & Step Proposed Grade & Step Net Change
Budgeted Salary Budgeted Salary

POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:

Current Department Budget DAnnual Budget Cycle DWiI] Require Additional Funds
DSa]ary Adjustment I:lOther
POSITION TYPE:  [/]Full Time Regular Object Code 113 [CJrart Time Regular Object Code 114
DFu]l Time Temporary Object Code 121 D Part Time Temporary Object Code 122
CIVILSERVICE:  [_|Exempt FLSA: [_JExempt
Non-Exempt Non-Exempt

TEMPORARY POSITIONS:

Start Date End Date Work Schedule Hours Per Week Duration of Position

Annual Salary Hourly Rate

Annual Salary / 2080 hrs per year = Hourly Rate

JUSTIFICATION FOR NEW POSITION/SALARY ADJUSTMENT: (Explain why position or adjustment request is essential)

New Sergeant Step [ position is needed and adjustment is in accordance to the new Law Enforcement Step and
Grade Pay Schedule.

POSITION RECLASSIFICATION COMMENTS: (Attach completed Reclassification Analysis Form and additional pages if needed)
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HIDALGO COUNTY CONSTABLE PRECINCT #4

- SERGEANT

GENERAL Descmpfno'n

May be as3|gned to patrol narcotlcs court processes or cnmrnah mvestrgatron work.
Dependmg on area to whrch assigned, may. perform™ prlmanly .undercover and
survelllance work patrol work CIVI| and cnmlnal process servmg -or mvestlgatlng work.

state and Iocal Iaw enforcement officials

Keeps records of actlvmes andq makes reports concermng cnmes complalnts
accrdents and mvestlgatlons Lo o

Make Iawful arrests for vrolatlon of Iaws for the State of Texas and local governments
ordinance andlor resolution

Serve felony, misdemeanor and rnental commitrnent warrants andxr’nake arrests
Serve court papers including 'writs,j,s,gn\mons, s.obpoenas, capias, etc

Question witnesses and suspects and take statements

Assist other law enforcement agencies as needed

Meets with informants and conducts undercover narcotics investigations

Conducts background investigations on applications for law enforcements and
correction positions

e ]
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Gathers and labels evidence, takes photographs and fingerprints, guards and transports
prisoners and testifies in court

May address and work with commumty groups to.promote good public relations and to
inform citizens of pollce actrvrtles and cnme preventron '

Return persons who have. been arrested in Hldalgo County to otherJIocatrons in and out
and out ofstate St o . -

}v':"!f: . “. . Tl ”\

ApproVed subordrnates repo“s'.; gl; lnsure subordlnates complete therr darly ‘assigned
dutIeS*’ T A RS

Abrlrty to. work wrth oth”e'rs

a ’t

. ,~. N . ;'
County 5 ) A% . g -
SUPERVISORY RESPONSIBILITIES

Wil supewrse those mvestlgatrons deputy sheriffs, communrcatronnoff cer andwrvrlran
personnel that have, been placed in hls/her charge . : -

ST K
!;:»- i

Wlll ensure that subordlnat“‘
defined by job descnptron ‘levél,
federaland state laws l‘;'vj

ersonpel ~in his/her; charge carry out day to day ¢ dutres as
sponspbllltles department goals and appllcable

e

Shall report both oraIIy ‘and in 'wrrtten formw{ poor job performance; vnolatlons of
department pollcy, and vrolatlonsofjederal and state laws involving afd subordinate or
officer of same of: 1h|gher rank through establrshed cham of command

GENERAL QUALIFICATION Q_UIDELINES
Experience and Education - :

Graduation from a high school or equivalent (GED)

Four (4) years experience as a Peace Officer immediately preceding the date of
application

Applications for employee should reflect any increases in responsibilities during
previous or current employment

Bilingual (Spanish and English) with the ability to converse fluently in both languages
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Certificates, Licenses, Registrations

Must posses a current Peace Officer Certification immediately preceding the date of
application

Application for employment should reflect any increases in responsibilities during
previous or current employment

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 understand and follow written and oral instructions, departmental policy, rules,
regulations and laws

Ability to establish and maintain effective working relationships with other county
employees and officials, law enforcements agencies and the general public

Ability to analyze situations and adopt a quick, effective and reasonable course of action
Ability to write clear and concise reports and to maintain complete records as required
Ability to learn the use and care of vehicles, firearms, and specialized equipment

Ability to communicate effectively orally or in writing

Good physical condition

Ability to solve basic mathematical problems involving addition, subtraction,
multiplication and division

Ability to use decimals and percentages in solving such problems
Ability to speak, read, and write in English

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

Ability to write routine reports and correspondence
Ability to speak effectively before groups of employees or organizations
Ability to also speak and write in Spanish preferred

e S ey A e e s
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Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardizations exists

Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule
form

Employee may be assigned other duties in addition to those listed; duties may change
according 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 duties of this job, the employee is required to stand, walk, talk and
hear. The employee frequently is required to sit; use hands to finger, handle or feel
objects, tools or controls; reach with hands and arms; stoop, kneel, crouch or crawl.
Employee subdues and restrains uncooperative inmates, runs, climb stairs, pushes
heavy doors, handles and distributes heavy food/drink containers.

The employee must regularly lift and/or move up to ten (10) pounds, occasionally lift
and/or move up to twenty-five (25) pounds, and in emergency situations, lift inmates
with body weight ranging from 100 to 250 pounds. Specific vision abilities required by
this job include close vision, distance vision, color vision, peripheral vision, depth
perception, and the ability to adjust focus. Employee utilizes all visual abilities to keep
and maintain control of inmates.

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 standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
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e 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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