County oF HIDALGO

DEPARTMENT OF HUMAN RESOURCES

PERSONNEL ADJUSTMENT REQUEST FORM

NOTE: Complete multiple personnel action form if department is requesting more than (3) personnel actions.

Date: 09/17/2018 Current Slot No.: N/A
Department Name: Tax Office Current Position Title: N/A
Department No.: 140-001 Requested Position Title: ~Eati-Cemer Clerk L. -
REQUEST FOR: I:l New Position Temporary Position™ D Position Reclassification DOther o
$,;20E.00 +6,26. O
SALARY REQUEST: $0.00 § 12553200 $12;532.00-
Current Budgeted Amount Proposed Budgeted Amount Net Change
SALARY REQUEST: $0.00
Current Budgeted Amount Proposed Budgeted Amount Net Change
@y 2. 0
TOTAL BUDGETARY IMPACT: $127532:00
POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:
D Current Department Budget D Annual Budget Cycle Will Require Additional Funds
D Salary Adjustment D Other B -
POSITION TYPE: D Full Time Regular Object Code 113 I:' Part Time Regular Object Code 114
Full Time Temporary Object Code 121 |_] Part Time Temporary Object Code 122
CIVIL SERVICE: || Exempt FLSA: || Exempt
Non-Exempt Non-Exempt
* TEMPORARY POSITIONS: i2)31\ ‘ 12 l3
10/01/2018 03312019~ 8:00am - 5:00pm Mon-Fri 40 26—
Start Date End Date Work Schedule Hours per Week No. of Weeks ﬁ
Annual Salary $25,056.00 Hourly Rate $12.05
Step 1 Salary / 2,080 Hours Per Year = Hourly Rate 2
2 520 $ o, 2. 00
26" 40 ~ 'ho46 %1205 $ +2;532:00-
No.of Weeks x Hours per Week =  TotalHours x  Hourly Rate = Budgeted Salary

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

Call center created with no additional positions in 2016; Office restructured staff to maximize services with
existing/limited personnel; Ongoing customer complaints that calls are not being answered during peak season;
Current personnel helping customers at office counters during peak season October thru March; Requesting
ary assistance to relief gverflow of<alls and provide good customer service (Slot 1 of 6 requested)
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County ofF HipALGO

DEPARTMENT OF HUMAN RESOURCES

PERSONNEL ADJUSTMENT REQUEST FORM

NOTE: Complete multiple personnel action form if department is requesting more than (3) personnel actions. I
Date: 09/17/2018 Current Slot No.: N/A
Department Name: Tax Office Current Position Title: N/A
Department No.: 140-001 Requested Position Title: i -Galt-Eenter Clerk [
REQUEST FOR: D New Position Temporary Position™ D Position Reclassification D Other __
&, 26.0 + 200>
SALARY REQUEST: $0.00 o - $-12,532:00— $-12,532-.00
Current Budgeted Amount Proposed Budgeted Amount Net Change
SALARY REQUEST: $0.00
Current Budgeted Amount Proposed Budgeted Amount Net Change
4" @f 2“6’--{-—0
TOTAL BUDGETARY IMPACT: $-12;532-00
POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:
I:I Current Department Budget D Annual Budget Cycle Will Require Additional Funds
D Salary Adjustment D Other
POSITION TYPE: I:] Full Time Regular Object Code 113 D Part Time Regular Object Code 114
Full Time Temporary Object Code 121 I:] Part Time Temporary Object Code 122
CIVIL SERVICE: || Exempt FLSA: || Exempt
Non-Exempt Non-Exempt
TEMPORARY POSITIONS: 23/ E}
10/01/2018 034312019 8:00am - 5:00pm Mon-Fri 40 26
Start Date End Date Work Schedule Hours per Week No. of Weeks
Annual Salary $25,056.00 Hourly Rate $12,05
3 Step 1 Salary / 2,080 Hours Per Yearéggrly Rate Bl 260 O
26 40 ] o4 $12.05 _ $12.532700
No.of Weeks x Hoursper Week = TotalHours x  HourlyRate = Budgeted Salary

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

Call center created with no additional positions in 2016; Office restructured staff to maximize services with
existing/limited personnel; Ongoing customer complaints that calls are not being answered during peak season;
/m‘t—personnel)helping customers at office counters during peak season October thru March; Requesting
/ ——-——-lempm‘ary—ass;sta}}qe t,Q relief gverﬂow of calls and provide good customer service (Slot 2 of 6 requested)
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CounTty oF HipALGO

DEPARTMENT OF HUMAN RESOURCES

PERSONNEL ADJUSTMENT REQUEST FORM

| NOTE: Complete multiple personnel action form if department is requesting more than (3) personnel actions.

Date: 09/17/2018 Current Slot No.: NA
Department Name: Tax Office Current Position Title: N/A
Department No.: 140-001 _ Requested Position Title: _ €att-Center Clerk T,
REQUEST FOR: D New Position Temporary Position™® D Position Reclassification D Other
¥ o126l &l 266 .00
SALARY REQUEST: $0.00 - $-12;532:00 ) L $42:532:00
Current Budgeted Amount Proposed Budgeted Amount Net Change
SALARY REQUEST: $0.00
Current Budgeted Amount Proposed Budgeted Amount Net Change
® (0, 20020
TOTAL BUDGETARY IMPACT: _ $42:532:860
POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:
D Current Department Budget I:I Annual Budget Cycle Will Require Additional Funds
|:| Salary Adjustment D Other
POSITION TYPE: D Full Time Regular Object Code 113 D Part Time Regular Object Code 114
Full Time Temporary Object Code 121 D Part Time Temporary Object Code 122
CIVIL SERVICE: D Exempt FLSA: D Exempt
Non-Exempt Non-Exempt
*
TEMPORARY POSITIONS: -
1213115 =
10/01/2018 03312019 8:00am - 5:00pm Mon-Fri 40 26~
Start Date End Date Work Schedule Hours per Week No. of Weeks
Annual Salary $25,056.00 Hourly Rate $12.05
I3 Step 1 Salary / 2,080 Hours Per Year = Hourly Rate P Y
=26 40 _ "he40 $12.05 542553260
No.of Weeks x Hoursper Week = TotalHours x  HourlyRate = Budgeted Salary

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

Call center created with no additional positions in 2016; Office restructured staff to maximize services with

existing/limited personnel; Ongoing customer complaints that calls are not being answered during peak season;
_ Currentpersonnehhelping customers at office counters during peak season October thru March; Requesting
temporary assistan’ce to relief overflow of calls and provide good customer service (Slot 3 of 6 requested)
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CounTty ofF HIDALGO

DEPARTMENT OF HUMAN RESOURCES

PERSONNEL ADJUSTMENT REQUEST FORM

NOTE: Complete multiple personnel action form if department is requesting more than (3) personnel actions.

Date: 09/17/2018 Current Slot No.: N/A -
Department Name: Tax Office Current Position Title: N/A
Department No.. _ 140-001 ~ Requested Position Title: Cat-Center Clerk T

REQUEST FOR: D New Position Temporary Position® D Position Reclassification D Other

o260 0,264 .0
SALARY REQUEST: $0.00 - £-42,532.00 ,  —$2:532.00
Current Budgeted Amount Proposed Budgeted Amount Net Change
SALARY REQUEST: $ 0.00
Current Budgeted Amount Proposed Budgeted Amount Net Change
Blo y 20l D
TOTAL BUDGETARY IMPACT: §42:532:60
POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:
D Current Department Budget Ij Annual Budget Cycle Will Require Additional Funds
D Salary Adjustment I:l Other ) .
POSITION TYPE: D Full Time Regular Object Code 113 D Part Time Regular Object Code 114
Full Time Temporary Object Code 121 D Part Time Temporary Object Code 122
CIVIL SERVICE: || Exempt FLSA: || Exempt
Non-Exempt Non-Exempt
* TEM RY POSITIONS:
PORA NS 2311 (-
10/01/2018 93432019 8:00am - 5:00pm Mon-Fri 40 ~26
Start Date End Date Work Schedule Hours per Week No. of Weeks
Annual Salary $25,056.00 Hourly Rate $ 12.05
Step 1 Salary / 2,080 Hours Per Year = Hourly Rate g
T P v/ gk itk d 4, 266 ,P0
26 0 ~1;046 $12.05 _ =51275532:00
No.of Weeks x Hoursper Week =  TotalHours x  HourlyRate = Budgetecl Salary

JUSTIFICATION FOR NEW POSITION / SALARY ADJUSTMENT: (Explain why position or adjustinent requestis essential)

Call center created with no additional positions in 2016; Office restructured staff to maximize services with
existing/limited personnel; Ongoing customer complaints that calls are not being answered during peak season,
Current persennellielping customers at office counters during peak season October thru March; Requesting
emporary assistam:c)a to relief overﬂow of calls and provide good customer service (Slot 4 of 6 requested)
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County oF HipALGO

DEPARTMENT OF HUMAN RESOURCES

PERSONNEL ADJUSTMENT REQUEST FORM

| NOTE: Complete multiple personnel action form if department is requesting more than (3) personnel actions.

Date: 09/17/2018 Current Slot No.: NA
Department Name: Tax Office Current Position Title: N/A
Department No.: 140-001 Requested Position Title: -Catt-Center Clerk T
REQUEST FOR: D New Position Temporary Position*® I:l Position Reclassification D Other o
* b 2e.on 46, 20(.0D
SALARY REQUEST: $0.00 §42;532-00- -$-12;:532:00
Current Budgeted Amount Proposed Budgeted Amount Net Change
SALARY REQUEST: $0.00
Current Budgeted Amount Proposed Budgeted Amount Net Change
b o7 200 O
TOTAL BUDGETARY IMPACT: ___~$-127532:80
POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:
I:l Current Department Budget D Annual Budget Cycle Will Require Additional Funds
I:l Salary Adjustment D Other -
POSITION TYPE: D Full Time Regular Object Code 113 D Part Time Regular Object Code 114
Full Time Temporary Object Code 121 D Part Time Temporary Object Code 122
CIVIL SERVICE: || Exempt FLSA: ] Exempt
Non-Exempt Non-Exempt
* TEMPORARY POSITIONS: ; .
i2/21) 13
10/01/2018 0371312019 8:00am - 5:00pm Mon-Fri 40 26
Start Date End Date Work Schedule Hours per Week No. of Weeks
Annual Salary $25,056.00 Hourly Rate $12.05
Step 1 Salary / 2,080 Hours Per Year = Hourly Rate
26 40 ~t040 _ $12.05 —$-12,532.00
No.of Weeks x HoursperWeek = TotalHours x  HourlyRate = Budgeted Salary

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

Call center created with no additional positions in 2016; Office restructured staff to maximize services with
existing/limited personnel; Ongoing customer complaints that calls are not being answered during peak season;
Current personnel helping customers at office counters during peak season October thru March; Requesting

ch to rclief overflow of calls and provide good customer service (Slot 5 of 6 requested)
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County ofF HipALGO

DEPARTMENT OF HUMAN RESOURCES

PERSONNEL ADJUSTMENT REQUEST FORM

NOTE: Complete muitiple personnel action form if department is requesting more than (3) personnel actions.

Date:  09/17/2018 Current Slot No.: N/A
Department Name: Tax Office Current Position Title: N/A
Department No.: 140-001 _ Requested Position Title: CattCenter Clerk "1
REQUEST FOR: D New Position Temporary Position® D Position Reclassification D Other o
oy 2elp CO ) 264 . 0D
SALARYREQUEST: $0.00 . &1253200 $12;532:00
Current Budgeted Amount Proposed Budgeted Amount Net Change
SALARY REQUEST: $ 0.00
Current Budgeted Amount Proposed Budgeted Amount Net Change
% (ﬂf 2. 0D
TOTAL BUDGETARY IMPACT: $12;532:00
POSITION TO BE FUNDED FROM ONE OF THE FOLLOWING:
I:I Current Department Budget D Annual Budget Cycle Will Require Additional Funds
D Salary Adjustment I:l Other - ~
POSITION TYPE: I:I Full Time Regular Object Code 113 D Part Time Regular Object Code 114
Full Time Temporary Object Code 121 D Part Time Temporary Object Code 122
CIVIL SERVICE: I:' Exempt FLSA: D Exempt
Non-Exempt Non-Exempt
* TEMPORARY POSITIONS:
ONS: 1212 113 3
10/01/2018 63/3+H2649 8:00am - 5:00pm Mon-Fri 40 26~
Start Date End Date Work Schedule Hours per Week No. of Weeks
Annual Salary $25,056.00 Hourly Rate $12.05
a Step 1 Salary / 2,080 Hours Per Year = Hourly Rate
I3 s Y U, 204, >
~26 40 15040 ~ $1205 $12;532:00
No.of Weeks x Hours per Week =  TotalHours x  HowrlyRate = Budgeted Salary

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

Call center created with no additional positions in 2016; Office restructured staff to maximize services with
existing/limited personnel; Ongoing customer complaints that calls are not being answered during peak season;
Currentpersenne] helping customers at office counters during peak season October thru March; Requesting

emporary assistance to relief overflow of calls and provide good customer service (Slot 6 of 6 requested)
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