HIDALGO COUNTY PRECINCT #1
EXECUTIVE ASSISTANT IV

GENERAL DESCRIPTION

Performs highly advanced (senior-level) professional assistance work for an executive;
Work involves coordinating or overseeing high level administrative operations of the
County or department. Plan, assign, and supervise the work of others; Works under
minimal supervision with extensive latitude for the use of initiative and independent
judgment.

EXAMPLES OF WORK PERFORMED

Provides administrative and technical assistance to a County executive

Plans, prepares, or oversees the preparation of periodic and special reports

Interprets policies and procedures and makes administrative decisions

Develops administrative procedures, standards, and methods

Oversees the preparation of manuals and publications

Oversees the review and evaluation of work content for the purpose of developing
effective administrative practices and formulating policies that may contribute to the
improvement of public services provided by the County

Coordinates work with other governmental agencies and private organizations

Advises the agency executive on administrative matters within the department or county
Assist the executive with general human resource management actions

Assist in budget preparation

Plan, assign, and/or supervise the work of others

Plan and coordinate special and administrative assignments and programs

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

=
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Experience and Education

Seven (7) years experience in office administration

Graduation from an accredited four year college or university with major course work in
business administration or a related field

Experience and education may be substituted for one another

Knowledge, Skills, and Abilities

Knowledge of accepted business practices and procedures involved in providing
services and of applicable rules, regulations, and policies, as well as related legislative
and legal practices and procedures

Ability to communicate effectively, and to handle high level administrative issues, to
assign and/or supervise the work of others

Ability to analyze and solve work related problems

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
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 Eeriods of time
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e operating assigned equipment
Maintain mental capacity which permits:

e making sound decisions and using good judgment
o 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 PRECINCT #1

ADMINISTRATIVE ASSISTANT IV

GENERAL DESCRIPTION

Employee performs advanced (senior-level) administrative support or technical program
assistance work. Work involves disseminating information, maintaining filing systems,
and performing internal administrative support work. Employee may supervise the work
of others and may train others. Employee works under limited supervision with
considerable latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Performs complex technical assistance work for an agency program

Prepares, interprets, and disseminates information concerning agency programs and
procedures

Prepares, edits, and distributes correspondence, reports, studies, forms, and
documents

Responds to inquiries regarding technical program or administrative regulations,
policies, and procedures

Coordinates meetings, conferences, and seminars

Develops administrative and technical policies and procedures

Develops, coordinates, and maintains record keeping and filing systems

May assist in the implementation of program planning

May assist in compiling and analyzing data, making calculations, and preparing reports

May research, compose, design, or edit agency publications such as brochures, forms,
manuals, and reports

May research technical and policy issues
May develop training materials

May train others
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May supervise the work of others
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Three to four (3-4) years of experience in administrative support work in a government
setting

Graduation from an accredited four-year college or university with major course work in
related field.

Two (2) years of experience may be substituted for one (1) year of education

Knowledge, Skills, and Abilities

Knowledge of office practices and administrative procedures

Skill in the use of standard office equipment and software

Ability to implement new systems and procedures and evaluate their effectiveness
Ability to communicate effectively

Ability to effectively interpret programs and plans

Ability to train others

Ability to supervise the work of others

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:
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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
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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HIDALGO COUNTY PRECINCT #1
EXECUTIVE ASSISTANT Il

GENERAL DESCRIPTION

Performs highly advanced (senior-level) professional assistance work for an executive;
Work involves coordinating or overseeing high level administrative operations of the
County or department. Plan, assign, and/or supervise the work of others; Works under
minimal supervision with extensive latitude for the use of initiative and independent
judgment.

EXAMPLES OF WORK PERFORMED

Provides administrative and technical assistance to a County executive

Plans, prepares, or oversees the preparation of periodic and special reports

Interprets policies and procedures and makes administrative decisions

Develops administrative procedures, standards, and methods

Oversees the preparation of manuals and publications

Oversees the review and evaluation of work content for the purpose of developing
effective administrative practices and formulating policies that may contribute to the
improvement of public services provided by the County

Coordinates work with other governmental agencies and private organizations

Advises the agency executive on administrative matters within the department or
County

Assist the executive with general human resource management actions
Assist in budget preparation

Plan, assign, and/or supervise the work of others

Plan and coordinate special and administrative assignments and programs
Performs related work as assigned
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GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years experience in office administration

Graduation from an accredited four-year college or university with major course work in
business administration or a related field

Experience and education may be substituted for one another

Knowledge, Skills, and Abilities

Knowledge of accepted business practices and procedures involved in providing
services and of applicable rules, regulations, and policies, as well as related legislative
and legal practices and procedures

Ability to communicate effectively, and to handle high level administrative issues, to
assign and/or supervise the work of others

Ability to analyze and solve work related problems
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
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 —
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e sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
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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HIDALGO COUNTY PRECINCT #1

ADMINISTRATIVE ASSISTANT |

GENERAL DESCRIPTION

Employee performs entry-level administrative support or technical program work. Work
involves disseminating information, maintaining filing systems, and performing internal
administrative support work. Employee works under close supervision with minimal
latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Prepares, edits, and distributes correspondence, reports, forms, and documents
Maintains files and records

Performs data entry

Assists in compiling statistical data and preparing various charts, graphs, and written
summaries

May receive and review forms and applications for completeness of information
May interpret and explain rules, regulations, policies, and procedures

May review applications for agency services to ensure forms are filled out completely
and accurately

May review and route mail

May provide assistance answering phone calls, routing incoming calls, taking
messages, greeting visitors, and directing them to the appropriate staff

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Experience in clerical work or administrative support work

Graduation from a high school or equivalent (GED)
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Knowledge, Skills, and Abilities

Knowledge of office practices and administrative procedures

Skill in the use of standard office equipment and software
Ability to communicate effectively
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
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
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Maintain effective audio-visual discrimination and perception needed for:

e making observations

e reading and writing

e operating assigned equipment

e communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations

I
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HIDALGO COUNTY PRECINCT #1

MAINTENANCE Il

GENERAL DESCRIPTION

Performs supervisory duties as directed. Maintains safe conditions on all County roads
and bridges within precincts. Performs various tasks of construction and maintenance
throughout the precincts.

EXAMPLES OF WORK PERFORMED

Road & Bridge

Performs supervisory duties as directed
Patches holes on County roads and/or bridges

Is able to operate tractor with shredder effectively in order to maintain all paved and
unpaved roads in precinct

Performs a variety of preventative maintenance and repair work on equipment
Performs maintenance and construction duties including installing culverts
May operate chainsaw to clear brush from right of way

May drive County vehicle to haul materials to and from the worksite

Tamps, packs and levels dirt, gravel or asphalt

Uses hand tools to dig ditches or holes

Loads material, trash, brush, etc., onto truck; May sometime unload the same
May replace tires on County vehicles

Checks daily construction schedule to keep appraised of materials needed on the job
Regular attendance is a must

Ability to work well with others

Perform other duties as assigned
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Sanitation and Landfill

Familiarization with all duties of the attendants, maintenance | and truck drivers for the
Sanitation Department

Check daily operations at the citizen collection stations and reports to the Sanitation
Director

Schedules all work orders for truck operators and serves as dispatcher for the operation

Mobilizes heavy equipment as needed to maintain a hazard free environment at all
citizen collection stations and recovery centers

Works closely with the Solid Waste Enforcement Officers for schedule clean-up
campaigns

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a high school or equivalent (GED).
Three (3) years of supervisory experience; and/or

Any equivalent combination of experience and training, which provides the required
knowledge, skills and abilities to perform duties

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

Should be able to operate other general equipment such as backhoe, loader, etc
Should be able to train employees on the various types of equipment

May be required to address personnel issues

Must have basic knowledge of hand tools associated with manual labor and the minor
repair of the equipment

Employees working in the installation of signs may use a jackhammer, pole hole digger,
hole auger, air compressor, etc., but all employees will be trained on the job to handle
such tools
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Ability to read and interpret documents such as safety rules, maintenance instructions
and procedure manuals

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

Ability to calculate figures and amounts such as simple addition, subtraction,
multiplication, and division

Ability to understand and follow written and oral instructions and directives
Must be able to perform all duties of Maintenance | and I

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 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
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
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Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
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

S —
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HIDALGO COUNTY PRECINCT #1

SAFETY COORDINATOR

GENERAL DESCRIPTION

Under the direction of County Commissioner, communicates the requirements of an
effective safety and loss control function to all levels of management and employees by
developing policies, procedures and training programs and maintain a safe, accident-
free and healthy work environment for employees. Monitors all aspects of liability,
makes recommendations for the reduction of exposure to all areas.

EXAMPLES OF WORK PERFORMED

Composes and types standardized and/or non-standardized correspondence and other
documents and materials using word processing software

Uses spreadsheet and/or database software to input, analyze and retrieve information

Establishes and maintains moderately complex records and filing systems and uses
them to prepare statistical, financial activity, and related reports concerning loss control
issues

Conducts research, as needed, to respond to routine and non-routine questions about
the risk management, safety management, and emergency management programs

Ability to maintain confidentiality of information

Ability to coordinate requests from doctors, physical therapists and insurance carrier,
and able to get processed in a timely manner

Provide information and assistance to employees regarding all aspects of the Hidalgo
County workers compensation programs

Tracks each injury and notifies appropriate agencies of lost time for benefits payments
and maintains workers compensation files

Prepares necessary forms for employees and supervisors to report injuries; distributes
same

Attends all Master Safety Meetings
Investigates work sites, makes recommendations for safety issues

May coordinate with staff for replacement and repair of traffic signs
e ———————
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Investigates traffic and other accidents/emergencies in the Precinct in order to monitor
possible liability on part of county, as well as information source for Commissioner

Reads and understands emergency plans, including evaluation, hurricane, flood and
tornado plans

Ability to coordinate staff in emergency situation
Regular attendance is a must
Ability to work well with others

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Graduation from a high school or equivalent (GED)
Technical trainings, such as OSHA and/or other safety organization

Minimum of two (2) years active participation in a safety program as a leader or
manager; or

Any equivalent combination of experience and training which provides the required
knowledge, skills and abilities

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

Ability to speak effectively before groups of customers or employees of organizations
Ability to apply common sense understanding to carry out instructions

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

Employee may be assigned other duties in addition to those listed; duties may change
according to the changing needs of the County

e ———
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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
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
¢ standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
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
e reading and writing
e operating assigned equipment
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e communication with others

e required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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HIDALGO COUNTY PRECINCT #1

ADMINISTRATIVE ASSISTANT IlI

GENERAL DESCRIPTION

Employee performs complex administrative support or technical program assistance
work. Work involves disseminating information, maintaining filing systems, and
performing internal administrative support work. Employee may supervise the work of
others and may train others. Employee works under general supervision with moderate
latitude for the use of initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Prepares, interprets, and disseminates information concerning agency programs and
procedures

Prepares, edits, and distributes correspondence, reports, studies, forms, and
documents

Participates in the planning and execution of an agency program

Develops, coordinates, and maintains record keeping and filing systems
Responds to inquiries regarding rules, regulations, policies, and procedures
Coordinates meetings, conferences, and seminars

Assists in the development of administrative or technical assistance policies and
procedures

May coordinate work between organizational units of the agency
May assist in compiling and analyzing data, making calculations, and preparing reports
May assist in the preparation of presentations for administrative hearings

May research, compose, design, or edit agency publications such as brochures, forms,
and manuals

May develop training materials

May train others
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May supervise the work of others
Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two to three (2-3) years of experience in administrative support work.
Graduation from a junior college with an Associate’s degree in administrative support
Two (2) years of experience may be substituted for one (1) year of education

Knowledge, Skills, and Abilities

Knowledge of office practices and administrative procedures

Skill in standard office equipment and software

Ability to implement administrative procedures and to evaluate their effectiveness
Ability to interpret rules, regulations, policies, and procedures

Ability to communicate effectively

Ability to train others

Ability to supervise the work of others

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 ———————— 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:

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

Maintain mental capacity which permits:

e making sound decisions and using good judgment
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

Approved by CC on ,2014 Page 3



