Risk Management Human Resources

MEMORANDUM

TO: Hon. County Judge Tano E. Tijerina
Hon. Commissioner Frank Sciaraffa
Hon. Commissioner Rosaura Tijerina
Hon. Commissioner John Galo
Hon. Commissioner Jaime Canales

FROM: Cynthia Mares, Administrative Services Director k%ﬁ/-
DATE: July 6, 2015

RE: DEPARTMENT HEAD EVALUATIONS

Department head evaluations will be held, as agreed to by the Court, on Monday, July 13,
2015. We are looking at starting the evaluations at 1:30 p.m.

We have set up the schedule of departments (enclosed in your binder), for the interviews to
be held at 15 minute intervals—granted. you can interview for longer period of time if you so
wish.

We have enclosed the individual department head job descriptions, as well as some other
resource information.

If you should have questions feel free to contact me at Ext. 4144.

Thank you for your time and attention.

CC: Leroy Medford, Executive Administrator to Court
Marco Montemayor, County Attorney
Ramon Villafranca, Asst. County Attorney
Jeffrey Czar, Asst. County Attorney
Lalo Uribe, Executive Administrator to the Judge

1110 Washingten Street, Suite 204 » Laxede, Teaxas 75040
(956) 523-4143 phene * (956) 523-5012 fax




Webb County Depariment Head Evaluations

o
fime

2015 Schedule
2.
¥
July 13, 2015- ;ﬂ(p.m.
Department Name Director hiotes
Adminisirative Services Cynthia Mares 523-4143
Bruni Community Center Neldz Cortinas 361-747-5314
Bullding Maintenance Luis Perez-Garcia | I“"!“"‘“ 721-2404
Carlos Aguilar Activity Center Rachasl Rangel 726-3895
Economic Development/Community Action
Agency/Self Help Juan Vargas 523-4182
El Ceniza Community Center Ricardo Molina 718-8532
Engingering Department Luis Perez-Garcia 523-4055
Ernesto . Salinas Community Center Griselda Jlohnson 361-586-4569
Fernando A, Salinas Community Cenier lose A. Pantoja 722-1458
Fred . & Anita Bruni Community Center lavier Cavazos 955-417-3330
Head Start Program Aliza F. Oliveros 795-1515
Indigent Health Care Services Mancy Cadena 523-4747
Larga Vista Community Center Gregorio B. Araiza 712-3500
Law Library Yolanda Carrillo 523-4267
Information Technology Rafael Pena 523-4069
Medical Examiner Dr. Corinne 5tern 722-7054
Mirando Activity Center Juana Maria Lopez 361-5B6-4260
Planning & Physical Development Rhonda Tiffin 523-4100
Pre Trial Services Cornell Mickley 523-498E
Public Defender Virginia Aranda 523-4101
Public Information Officer Larry Sanchez 523-4999
Rio Bravo Activity Center |Glaria Rendan 728-1262
Rio Bravo Community Center Virginia Ibarra 523-4660
Road & Bridge Department Jose Luls Rodriguez 523-5300
| |Santa Teresita Community Center Armandina Garcia 556-418-6563
Veterans Office David Garza 523-4359
Wehb County Fire/EMS Coordinator Ricardo Rangel 523-5703
Additional Notes:
Time Department Name Director Notes
Time Department Name Director Motes




Webb County Department Head Evaluations

2015 Schedule
in Alphabetical Order by Department N T
*e: July 13, 2015- 1:30 p.m.
me Department Name Director Notes

Administrative Services Cynthia Mares 523-4143
Bruni Community Center Melda Cortinas 361-747-5314
Building Maintenance Luis Perez-Garcia 721-2404
Carlos Aguilar Activity Center Rachael Rangel 72673895
Economic Development/Community Action /
Agency/Self Help luan Vargas /1523-4182
El Cenizo Community Center Ricardo Malina / |718-8532
Engineering Department Luis Perez-Garcia / 523-4055
Ernesto J. Salinas Community Center Griselda Johnson  / 361-586-4569
Fernando A. Salinas Community Center lose A. Pantoja / 722-1458

Fred M. & Anita Bruni Community Center

Javier Ca vazq/

956-417-3330

Head Start Program Aliza F. Oliyéros 795-1515
Indigent Health Care Services MNancy quena 523-4747
Larga Vista Community Center Gregorjé B. Araiza 712-3500
Law Library Yulaq&a Carrillo 523-4267
Information Technology Raf,ﬁ’el Pena 523-4069
Medical Examiner IZ;.(" Caorinne Stern 722-7054
Mirando Activity Center Huana Maria Lopez 361-586-4260
Planning & Physical Development / Rhonda Tiffin 523-4100
. Pre Trial Services ‘/ Cornell Mickley 523-4988
Public Defender / |virginia Aranda 523-4101
Public Information Officer / Larry Sanchez 523-4999
Rio Bravo Activity Center /" Gloria Rendon 728-1262
Rio Bravo Community Center  / Virginia Ibarra 523-4660
Road & Bridge Department / lose Luis Rodriguez 523-5300
Santa Teresita Community Cenfer Armandina Garcia 956-418-6563
Veterans Office David Garza 523-4399
Webb County Fire/EMS Cqﬁrdinatur Ricardo Rangel 523-5703
Additional Notes: /
Time Department Name /. Director Notes
7d
V4
74
/
/
/
Time Deparhn;(nt Name Director Notes
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Webb County Departments
Under the Purview of Commissioners Court
(as of July 2015)

Department Name

Department Head/Director

O P NP AW N e

. Administrative Services Department

Bruni Community Center

Building Maintenance

Carlos Aguilar Activity Center

Economic Development/CAA / Self Help
El Cenizo Community Center
Engineering Department

Ernesto J. Salinas Community Center

Fernando A. Salinas Community Center

Cynthia Mares

Nelda Cortinas

Luis Perez Garcia, Interim
Rachael Rangel

Juan Vargas

Ricardo Molina

Luis Perez-Garcia
Griselda Johnson

Jose A. Pantoja

10. Fr'Ed M. Anita Bruni Cﬂmmunity Center [PEﬁltES} Javier Cavazos
11. Head Start Program Aliza F. Oliveros
12. Indigent Health Care Services Nancy Cadena

[y
L

. Larga Vista Community Center

Gregorio B. Araiza

14, Law Library Yolanda Carrillo
15. Information Technology Rafael Pena

16. Medical Examiner Dr. Corinne Stern
17. Mirando Activity Center Juana Maria Lopez
18. Planning & Physical Development Rhonda M. Tiffin
19. Pre Trial Services Cornell Mickley
20. Public Defenders Virginia Aranda
21. Public Information Officer Larry Sanchez

22. Rio Bravo Community Center Virginia Ibarra

23. Road & Bridge Department Jose Luis Rodriguez
24, Santa Teresita Community Center Armandina Garcia

5

&
.26

. Veterans Service Office

Webb County Fire/EMS Chief

David Garza

Ricardo A. Rangel




Cynthia Mares

Administrative Services




Webb County Employee Performance Evaluation

E yee Position/ Employee ID No. |Date
N Title
Period Evaluation Annual Evaluated By (Name & Title):
Covered Tm: SFEChﬂl
|. PERFORMANCE Circle One Number Only
LOB KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfactory knowleage of Demonstrates knowledge  |Excedlant knowledge of
familiarity with job simpéest duties or duties or assignments, has  |duties or assignments; has  |of most phases of job and  |all duties, assignments
ures and equipmeant  |assignments, has no insufficiant knowledge of fair working knowlege of related work and related duthes,
santial o tha job. Ability to [knowledge of related work.  |redaled work. related wark
Inmcvative.
1 2 3 4 5
M
PENDABILITY Unable to carry out tasks o |Meeds frequent supervision  |Seeks halp when needed, Seff-starter. Rarely needs  |Highly dependable
ity b0 carry oul tasks to  |compéetion without constant |or help o complete tasks. FuMills responsibilies wih  Jassistance 1o complets job Point
letion and degree of  |supenvision and repeated SoMe supervision responsibilities on time
ision required Instruction
1 2 3 4 5
[IEQMMENTS
RK HABITS Work habits unsatisfactory.  |Work habits need Wiork habds satistactory. Work habits very good, Excallant work habits,
onsider attendance and Too poor to retain in job improvement Needs Regular attendance and Good atendance and attendance, raraly Point
nctuality without impravement counseling. Occasional punctuality |punctusalifty. misses or is late.
Frequently absent or tardy.  |problems with attendance,
. punctuality,
1 2 3 4 5
ICOMMENTS
OOPERATION Ability |Fails to cooperate with work | Contributes to work group but{Malntains good will among  [Promotes good will among |Excellent cooparation
get along with group ar to Connibute to may have oocasional difficultylco-workers and supports co-workers, Works actively |with employees, Point
workers in suppart of work group objectives accepting supervision wark group objectives o complete work group supenisors, and the
group cbjectives Resants supenvision Needs prodding Accapts suparvision. objectives, Willingky pubdic. Responds quickly
illimgness to accept accapls supanision. and posithwely o
upeEryision, SUDENESION
1 2 3 4 5
OMMEN
NTERPERSOMNAL Vary brusque. Does not Tends o be Imperscnal and  |Usually i3 positive and Always gives courtecus Exceptional courtesy,
TIONS conwey a positive iImage of  |perfunctory in dealings with | supportive of mission: gives  |service: is a good communicates clearly, Point
bility o commumnicats |the agency. public: lacks professionalism. |agancy good image. communicato, Jtistans wall
vely with the public;
res o which a positive
ge of agency is progected
susiEined.
1 2 3 4 5
ALITY OF WORK Doas poor wark, frequently | Does acoapiable work but Few emors, usually thorough |Consistently accurate Wiork is of exceptionally
ihar accuracy, atbention |has to redo tasks tends io  [nesds more attention to and attentive; generally neat. jconstant attenton to detadl, |high quality, no rework Point
dedail and neatness to be messy, accuracy, somatimes lacks good organizer required. excellent
1o redo work neatness arganizer
of work place
1 2 3 4 5




Webb County Employee Performance Evaluation Form REV, 11/03 PEQE 1a0f2

to acoept change. asily adapts to change Responds to change asa  |Undisiurbed by change.
Adapts with some difficulty  |Leams to use new positive challengea. Welcames new Paint
procedures quickly Damonstrates initathve in - jassignments
ned, or suroundings. learning new procedures.

3 4 5

—_——————|

(A) Total Performance Points (Maximum 35 Points):

II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 *

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:
120 Unacceptable ~ 33-45 Satisfactory §1.55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

— i

[III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

|

V. RECOMMENDED ACTION

IThe Employee (1S), (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Date:

Evaluator Signature

Webb County Employee Performance Evaluation Form REV. 11/09 Page 2 of 2




WEBB COUNTY
ADMINISTRATIVE SERVICES
JOB DESCRIPTION

JOB TITLE: DIRECTOR
DEPARTMENT: ADMINISTRATIVE SERVICES
SLOT NUMBER: 862

JOB SUMMARY:
Responsible for managing the Risk Management and Human Resources departments to insure

the programs are administered properly. Supervises the Workers’ Comp, Safety and Claimns,
Employee Benefits programs, Retiree program, and Human Services.

ESSENTIAL D AND RE S:
1. Manages all Risk Management and Human Resouces employees and functions.
2. Administers all County insurance programs, including self insured contracts.
3. Seek alternative methods of insuring Webb County against all losses, including property,
mm&l injury, Workers' Compensation and group health, dental, prescription, and life

4. Conduct research and analyze all insurance programs for the possibility of procuring
proposals and/or renewals for the upcoming fiscal year.

5. Prepare and initiate reports necessary for specifications for all Webb County Insurance
Programs,

6. Reviews specifications for request for proposals issued for all lines of coverage to ensure
compatibility with Webb County’s needs.

7. Must develop good working relationship with all insurance carriers, agents, and
representatives, as well as County elected officials, department heads, supervisors and
staff.

8. Be available and on call 24 hours per day, 7 days per week to receive and investigate any
report of loss that involves Webb County property and/or personnel.

9. Actas liaison with all claimants against Webb County to minimize possibility of
litigation.

10. Develop comprehensive safety program for Webb County to identify and control risk.




PHYSICAL REQUIREMENTS:

® Must be able to sit or stand for prolonged periods of time.
® Must be able to lift 30 Ibs. (books, files, file boxes, computer equipment and small
devices).

DRUG/ALCOHOL POLICY:
Drug/Alcohol Policy applies to this job. Pre-employment drug/alcohol testing is required.

ULATIONS:
Required to comply and adhere to County policies.

ACKN EMENT:
The undersigned have read, discussed and understand the full meaning of this job description and
agree to abide by all terms and conditions herein expressed and/or implied.

E‘D?lplﬂ}’ﬂﬂ Signature/Date Supervisor’s Signature/Date

Printed Name Printed Name

WEBB COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER AND COMPLIES
WITH THE AMERICAN WITH DISABILITIES ACT.




Parformance Evaluations

Sample Questions

Answers should be as specific as possible.
¢ What do you consider to be your major on-the-job
accomplishments since your last review?

¢ List your areas of strengths and areas needing improvement.

¢ How thorough is your knowledge of the facets and workings of
your position? What additional information and/or training
would be helpful?

¢ Are there any changes that could be made to improve your
effectiveness?

¢ What skills or new knowledge would you like to develop to
improve your performance?

¢ What can you or the County do to improve your performance
and increase your overall job satisfaction?

¢ How would you assess communication within your department?

¢ What are your long-range career objectives and what are your
plans to accomplish these objectives? Objectives include potential
job rotations, promotions, additional job responsibilities,
education, and training.

¢ What goals would you be interested in working toward between
now and the next performance evaluation?

¢ How will you measure progress toward these goals?




Nelda Cortinas

Bruni Community Center



Webb County Employee Performance Evaluation

Position/ Employee ID No. |Date
Title
Evaluation Annual Evaluated By (Name & Title):
Type: Special
|. PERFORMANCE Circle One Number Only "
0B KNOWLEDGE Degres |Poor knowledge of the Limited knowledge of the Satsfactory knowledge of Demonstrates knowledge  (Excellent knowledge of
Farnilarity with job simiplest duties or duties or assignments, has  |dubies or assignments, has  |of most phases of job and  [all duties, assignments Paoint
res and equipment  |assignmeants; has no insufficient knowledge of fair working knowlege of related work. and refated duties
| to the job. Ability to |knowledge of related work, | related work related work
innowvative,
1 2 3 4 5
[EOMMENTS
ENDABILITY Unable 1o carry cut tasks to  |Needs frequant supenvision  |Seeks help when needed Self-starter. Rarely needs  |Highly dependable
ility to carry out tasks 1o |completion without constant  or help to complete tasks Fulfills responsibdities with  |assistance to complete job Point
péetion and degree of  |supervision and repeated SOIME SLIpEnsion reaponsibilities on time
pErVISION mequined Instruction
1 2 3 4 5
Work habits unsatisfactory.  |Work habits need Work habits satisfactory Wiork habits very good, Excellent work habits
sider attendance and | Too poor to retain in job improvement. Needs Regular atiendance and Good attendance and attendance, ransty Point
wilhout Improvemant counseding. Docasional punciuality punctualitty, |misses or is labe.
Fraquently abasnt or tardy.  |problems with attandance,
punctuality
1 2 3 4 5
COPERATION Ability |Fails to cooperate with work | Contributes fo work group but [Maintains good will among | Promotes good will ameng |Excellent coopedation
I get along with group or to Contnbute o may hawe occasional difficulty| co-workers and supports co-workers, Works actively [with employees, Point
orkers in support of wuork group chjectives accephing supervision work group objectives to complete work group superviscrs, and the
group objectives Rasanis supenision. Neads prodding. ACCHPS Supervision objectves Willingky public, Responds quickly
llingress to accept acoEpts supendision and posdively to
Buparvision SUpEryishon
1 2 3 4 5
TERPERSONAL Very brusgue: Does not Tends to be imparsonal and  |Usually s positive and Always gives courteous Exceptional courtesy,
RELATIONS convey a positive image of | perfunctory in dealings with  |supporive of mission; gives |service; is a good communicates chearly, Point
Ability to communicate the agency pubdlic: lacks professionalism, (agency good image. communicalos, listens wedl,
effectively with tha public,
gegree to which a positive
age of agency is prosacted
d sustained
1 2 3 4 5
Does poor work, frequently | Does acceptable work but Few emors; usually thorough | Consistentty accurate, Work is of excepticnally
has to redo tasks: tends to |needs more attention to and attentive, genarally neat. |constant attention to detail, |hegh guality, no rework Point

e messy,

accuracy, somebmes lacks
neatneas

Qood organizer

required, excellent
organizer




Webb County Employee Performance Evaluation Form REV. 11/09

Page 1of 2
sists change, Unwilling to [=low 1o accept change sily adapts 1o change BSpangs to change as a [ ndisiurbad by change
ly adapt to changes in  |leam new procedures Adapts with some difficulty.  |Leams 1o use new positive challenge. Welcomes nenw Paoint
ob assignments, methods, procedures guickly. Demonstrates inbative in - |assignments.
nnied, or surmoundings. learning new pracedures
2 3 4 5
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

[OVERALL RATING SCALE:

120 Unacceptable ~ 33-45 Satistactory 51-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

—
SR

V. RECOMMENDED ACTION

The Employee (1S), {IS NOT) recommended for Continued Employment.

'I.If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice
for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to

Irespond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV. 11108 Page 2 of 2




WEBB COUNTY
JOB DESCRIPTION

TITLE: Director

DEPARTMENT: 6108 Bruni Community Center
SLOT NUMBER: 2202

REVISION DATE: October 6, 2011

JOB

Y:

Performs a variety of management tasks required for proper operation of department.
Coordinate a variety of services, activities, and to ensure that they are carried out in a
professional matter,

CHARACTERISTIC/ESSENTIAL DUTIES AND RESPONSIBLITIES:

@ & @ @& © @ @

a2 8 @ &

Coordinates and develops short and long range plans for the Center

Responsible for preparing annual Operational Budget for Center

Responsible for evaluating Center employees on an annual basis

Must be dependable, remain conscientious, accurate and able to run an effective office
Must maintain a professional appearance at all time

Must have effective leadership and organizational skills

Must be able to understand and provide routine information within specified policies
and procedures regarding department services or policies to the public or other county
employees in person, over the telephone, or by mail

Produce and edit routine letters, memorandums, reports, and other materials from rough
draft or detailed notes

Coordinate flexible hours for the center to accommodate our youth/adults needs

(i.e. after school hours and working individuals)

Up keep daily postings of the county webpage for Bruni Community Center

Greet the general public and direct visitors to appropriate personnel

Generate reports, lists, or other information from data previously entered in a computer
system

Proper representation on behalf of a Commissioner where the center lays within the
county precinct in case he/she cannot attend a function

Coordinate outreach programs to benefit Center service area

Schedule meetings and activities

Coordinate special events as needed

Available to be called to open the center all night in case of emergency as a shelter for
the residence of the area

Attend weekly meetings with all center Directors to discuss any upcoming events

Page 1 of 3




e Operate a personal computer to access pre-established programs to input or retrieve
. information
o Answer and direct calls using a multi-line telephone system
Sort and file documents and reports according to predetermined methods and
classifications
Receive and sort incoming and outgoing mail
Arrange travel and lodging for conferences
Attend Conference both in town as well as out-of-town as necessary
Fax correspondence, make copies, and run office errands
Maintain effective systems for accounts, receipts and expenditures of funds
Working longer hours if necessary
Perform other related work as required and any other duty assigned

QUALIFICATION STANDARDS:
e Must possess a High School diploma or equivalent (GED)

One to two years experience in Management
Must possess sound judgment and demonstrate professionalism in daily
operations

¢ Must have knowledge of standard office equipment including personal
computer and software programs

@ Must be able to communicate in English and Spanish

PHYSICAL REQUIREMENTS:
@ Must be able to sit or stand for prolonged periods of time
e Must be able to lift 30-45 Ibs ( food bags & boxes, files, and other small equipment or
devices)
e  Must be able to work outdoors as needed

OTHER REQUIRME ORMATION:
e Must possess a valid and current Texas driver's license.
e Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing and
' criminal background checks are required.
e This position is not covered under Civil Service; however, all other Webb County
Policies apply.

SUPERVISORY: Supervised directly by Webb County Commissioners Court

Page 2 of 3




Luis Perez-Garcia, Interim

Building Maintenance




Webb County Employee Performance Evaluation

E ee Position/ Employee ID No. |Date
Title
Period Evaluation Annual Evaluated By (Name & Title):
Covered Type: Special
=]
|. PERFORMANCE Circle One Number Only
KNOWLEDGE Dagres |Poor knowledge of the Lirnited knowledge af the Satisfactory knowledge of | Demonstrates knowledge  |Excallent knowledge of
familiarity with job simplest duties or dubies or assignmenis; has  |dubes or assignmenis: has  |of mest phases of job and  |all duties, assignments Point
ures and equipment  |assignments; has no insufficient knowledge of fair working knowilege af related wark and related duties.
sential to the job. Ability 1o |knowledge of related work.  |related wark related work. — 1
inmovative,
1 2 3 4 5
PENDABILITY Unable to carry out tasks io  |Needs frequent supervision | Seeks help when needed Self-starter. Rarely needs  [Highly dependable
bility to camy out tasks to  |completion without constant o help to complete tasks Fulfills responsibilities with  |assistance to complete job Paoint
letion and degree of  |supervision and repaated BOME SUparyision. responsibilities on time,
rvision required. Instruction
1 2 3 4 5
[ICOMMENTS
RK HABITS Work habits unsatisfactory.  |Wark habits need Work habits satisfactary. Work habits very good, Excellent work habits,
cngider attendanca and Too podr to rétain in job improvement. Needs Regular attandance and Good attendance and attendance, rarely Paoint
nctuality without improvement. counseling Occasional punchuality punctualilty. misses of is |ate,
Frequently absent or tardy.  |problems with attendance,
. punctuality
1 2 3 4 5
ICOMMENTS
OOPERATION Ahility [Fails to cooperate with work | Contributes to work group but{Maintaina good will among  |Promotes good will amang |Excellent cocperatian
get along with group ar to Contribute to may hawve octasional difficulty|co-workars and supports co-workers. Warks actively |with amployees, Point
workers in suppart of work group objectives. accepling supervision waork group objectives to complete work group supervisors, and the
group objactives Resants supenvision, MNeeds prodding Accepts supenision obiectives. Willingly public. Responds quickly
illimgness to accept Bccepts supervision and positively to
Ly iSan. BUpEnvision
1 2 3 4 5
ICOMMENTS
NTERPERSONAL ery brusque; Doas not Tands to be imparsonal and  |Wsually is positive and Always givas courlsous Exceptional courlesy,
ELATIONS convey a positive image of  |perfunctory in dealings with  |supporiive of mission: gives  |service, |s a good cOmmunicates cleary, Point
bility to communicate |the agency. public: lacks professionalism. |agency good image communicatar ligtens well
by with the public;
re= {0 which a positive
ge of agency |s projectad
sustained
1 2 3 4 5
IQUALITY OF WORK Does poor work, frequently | Does accaptable work but  |Few errors, usually thorough [Consistently accurate, Waork is of exceplionally
cmsider accuracy, atention |has to redo tasks, tends to [neads more attentian to and attentive; generally neat. |constant attention to detail, [hegh guality, no rework Point
detmil and neatness to [be messy, BCCUracY, Sometimes lacks good arganizer, required, excelient 4"
13 redo work neatness organizer
of work place.
1 2 3 4 5

IF.EHM

S ————




Webb County Employee Performance Evaluation Form REV. 11/08 PHgE 1of2

Undisturbed Wﬁrﬁq&
positive challenge, Welcomes new Paint

Demonstrates initiatve in - [assignments.
learning new procedures

BEIS1S change. Umeiling to | Siw to accept change. Easily adapts to change
leam new procedures. Adapts with some difficulty.  |Leams to use new
procaduras quickly.

ity iz
uickly adapt ta changes in
ob assignmants, methods

nel, or suroundings

1 2 3 4 5
|ICOMMENTS |
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

[OVERALL RATING SCALE:

1-20 Unacceptable ~ 33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excallent

Overall Rating:
. —_———————— |

——=—

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

{[The Employee (IS), (1S NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice
for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to

Irespond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
ot necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evalustion Form REV. 11/08 Page 2 of 2




WEBB COUNTY

. JOB DESCRIPTION
TITLE: DIRECTOR OF FACILITIES AND MAINTENANCE
DEPARTMENT: WEBB COUNTY BUILDING MAINTENANCE
SLOT NUMBER: 43

REVISION DATE:  05/29/2012

JOB SUMMARY:

The Director of Facilities and Maintenance is directly responsible to Commissioner's Court. The role of the
Director of Facilities and Maintenance is to assure that the physical environment for Webb County
employees and their constituents is efficiently maintained. The Director is responsible for the operation and
maintenance of facilities, plant equipment and custodial services. Must possess knowledge of computerized
plant maintenance systems. Must develop, monitor and control budgets and expenditures within the
Facilities and Maintenance departments. Must be able to provide cost estimation, equipment specifications,
budgeting recommendations, repairs and alteration recommendations, personnel technical training and
personnel safety training.

CHARACTERISTIC/ESSENTIAL DUTTES AND RESPONSIBLITIES:

» Establishes department goals and objectives and keeps the responsible executive officers informed of
. status of these goals and objectives. Provides leadership for Facilities and Maintenance departments in

the attainment of established goals and objectives.

* Assures that facilities and maintenance employees are customer oriented and that they understand that
support service personnel exist to serve Webb County administrators, staff and their constituents.

e  Assures that facilities and maintenance employees have adequate knowledge and training in their field
and practice safe working habits.

o  Assures that all facilities and maintenance have adequate knowledge of Webb County policies and
procedures and abide by them.

* Allocates and manages financial and physical resources within the Facilities and Maintenance
departments.

¢ Develops and implements short-range and long-range plans of the Facilities and Maintenance
departments. ,

¢ Develops and implements quality control programs of the Facilities and Maintenance department.

e Monitors utilities quality control programs of the Facilities and Maintenance department.

e Interprets wiring diagrams and equipment manuals to diagnose malfunctioning equipment using testing
equipment.

¢ Directs activities of workers engaged in remodeling of existing building or construction of new
facilities and assures compliance with city building codes.

e Must possess the technical and management skills necessary to supervise technical personnel in the
operation and maintenance of buildings, plant equipment, air conditioning and heating systems and
custodial services.

. Directs activities of workers engaged in installing, repairing, and inspecting electrical and mechanical
equipment; and assures compliance with National and City codes.




Directs activities of workers engaged in installing, repairing and servicing heating, ventilating, and air
conditioning equipment; and assures compliance with standards of the Air Conditioning Contractors of
America.

.- Directs activities of workers engaged in cleaning, sweeping, mopping, waxing and polishing floors and
general cleaning of the furniture, fixtures, equipment and restrooms.

*  Adheres to all policies and procedures as prescribed by Webb County.

*  Observe and insure that all safety precautions, rules and requirements are followed.

e  Perform additional duties as assigned by Commissioner's Court.

QUALIFICATION STANDARDS:

* Bachelor’s Degree from an accredited U.S. institution of higher leamning in Building Construction,
Engineering, Architecture, or related field required.

* Commissioners Court reserves the right to substitute experience for education.

* Five years as Facilities and Maintenance Director of multi-storied facility systems, two (2) of
which must have been in a supervisory or management capacity.

S AND AB S:
® Must be proficient in use of computer and Microsoft software.
* Must be able to handle multiple priorities and work under deadline pressure.
* Must possess good interpersonal skills in dealing and communicating with elected officials,

department heads, employees, co-workers, agencies and the general public to ensure a service oriented
environment.

.- Must be able to communicate in English and Spanish.

PHYSICAL REQUIREMENTS:
Must be able to sit or stand or walk for prolonged periods of time.
e Must be able to lift 30-45 Ibs.
® Must be able to work beyond a normal workday as needed.
* Must be able to work outdoors as needed.

OTHER REQUIREMENTS/INFORMATION:

e Must possess a valid and current Texas driver's license.

¢ Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing, Motor Vehicle Record
(MVR) and criminal background checks are required.

e This position is not covered under Civil Service; however, all other Webb County Policies apply.

SUPERVISORY:
e Supervised directly by Commissioner Court.




ACKNOWLEDGEMENT:

.Theundersignedhmremd discussed, and understand the full meaning of this job description and agree
to abide by all terms and conditions herein expressed or implied.

Employee Signature Supervisor Signature
Printed Name Printed Name
Printed Title Printed Title

Date Date

WEBB COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER AND COMPLIES
. WITH THE AMERICAN WITH DISABILITIES ACT.




Rachael Rangel

Carlos Aguilar Activity Center



Webb County Employee Performance Evaluation

Position/ Employee ID No. |Date
Title
Evaluation ___ Annual Evaluated By (Name & Title):
Type: ___ Special
ORMANCE Circle One Number Only
Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demonsirates knowledge  |Excellent knowledge of

o familiarty wm job sirmplast duties or duties or assignments: has  duties or assignments; has  |of most phases of job and  |all duties, assignments Point
procedunes and equipmant  [assignments, has no |insufficient knowledge of fair working knowlege of related work and refated dubas,
ssential 1o the job. Ability to |knowkedge of related work,  [related wark |related wark
1 2 3 4 5
IDEP Linabie to carry out fasks io  |Needs frequent supervision  |Seeks help whan needed, Self-starter, Rarely neads  |Highly dependable
WAbiltty 1o carry out tasks to  |comiplebon without constant |ar help to complets tasks Fulfilis responsibilities with  jassistance to complete job Point
completion and degree of  [supervisian and repeated SOME Supenision responsibilities on time,
Bupervision required Instruction
1 2 3 4 5
[EOMMENTS
HABITS Work habits unsatisfactory.  |Work habits need Work habits satisfactory Work habits very good, Excedlent work habits,
sicer attendance and | Too poor o retain in job improvemnent. Neaeds Regular attendance and Good attendance and attendance, rarefy Point
nctuality without Improvemaent counseding, Oocasional |punctuality punctualiity misses of is late.
Frequenily absent or tardy.  |problems with attendance,
. punctuality
i 1 2 3 4 5
[ICOMMENTS
OCOPERATION Ability [Fails to cooperate with work  [Contributes to work group but|Maintains good will among | Promotes good will among | Excelient cooparation
get along with group or to Contribute fo may have occasional difficulty| co-workers and supports co-workers. Works actively |with employees, Point
rs in suppart of work group objectives accepling supervision work group objectives o complete work group supervisors, and the
group objectivas Resants supervigion. Neads prodding Accapis supanvision objectives, Willingly public. Responds quickly
lingness to accept |accepts supenvision and positively 1o
rvision SUpPETVison
1 2 3 4 5
ICOMMENTS
NTERPERSOMAL Very brusque: Does not Tends to be impersonal and  |Usually s positive and Always gives courteous  |Exceptional courtesy
ELATIONS convey a positive image of  |perfunctory in dealings with | supportive of mission. gives  [servios, is a good communicatas claarty, Point
ility to communcate the agancy public: lacks professionalism. |agency good image communicalon letEns vl
wely with the public
ree to which a positive
of agancy s projectsd
sustained
1 2 3 3 5
[ICOMMENTS
ITY OF WORK Does poor work, frequently | Does acceptable work but Few erors, usually thorcugh |Consistently accurate, Work is of exceptionally
sider accuracy, atention (has to redo tasks, tends 1o [needs more attention 1o and attentive; generally neat. |constant attention 1o detall, [hgh quality, mo rework Point
detadl and neainess to be messy, accuracy, sometimes lacks good organizes, required, exceliant
to redo work |raatness crganizer
of work place
1 2 3 4 5




‘Webb County Employee Performance Evaluation Form REV. 1108

Page 10of 2
Siow 1o accept change. Easily adapts to change. sponds (o change as a  [Undistu Brnge
Adapls with some difficulty.  |Learns to use new positive challenge. Welcomes new Paint
proceduras quickly Demonstrates iniiative in - [assignments,
leaming new procedures.
2 3 4 5
[ICOMMENTS
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always

1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

HDVERALL RATING SCALE: - " —

1-20 Unaceeptable 33-45 Satistactory 51-55 Qutstanding [A + B} = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary) 1

TV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (IS), (1S NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice
for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to

respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV. 11/09

Page 2 of 2




WEBB COUNTY

nE

. JOB DESCRIPTION RTIFIED
TITLE: Director JUL 22 2014
DEPARTMENT: El Cenizo Activity Center By Viebb County
SLOT NUMBER: 2806 Cil Service Commassion
REVISION DATE: July 22, 2014

JOB SUMMARY: This position is responsible for directing the operations of an assigned
Precinct | Community Center.

CHARACTERISTIC/ESSENTIAL DUTIES AND RESPONSIBLITIES:
s Coordinates and develops short and long range plans for the center.
Schedules center activities and meetings.
Coordinates outreach programs to benefit service area community members.
Coordinates center programming.
Prepares annual operational budgets for the center.
Maintains effective systems for accounts, receipts, and expenditures.
Hires, trains, assigns, directs, schedules, and supervise personnel.
Evaluates center employees on an annual basis.
Generates reports, lists, or other information from data previously entered in a
computer system.
Responds to afterhours emergencies.
Attends weekly staff meetings.
Maintains center inventory; coordinates purchases as needed.
Tracks weekly, monthly, and annual attendance figures.
Performs related duties.

QUALIFICATION STANDARDS:
e Must have a High School Diploma or GED from an accredited institution.

SKILLS AND ABILITIES:
s  Ability to communicate in English and Spanish.
Knowledge of supervisory principles and practices.
Knowledge of community center policies, procedures, goals, and objectives.
Knowledge of budget management principles.
Knowledge of relevant federal and state laws, county ordinances, and department policies and
procedures.
Knowledge of computer and job-related sollware programs.
Skill in management and supervision.
Skill in problem solving.
Skill in prioritizing and planning.
Skill in interpersonal relations.

. Page 1 of 2




Juan Vargas

Economic
Development/CAA/Self Help



Webb County Employee Performance Evaluation

E yee Position/ Employee ID No. |Date
Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
Covered Type: Special
|
|. PERFORMANCE Circle One Number Only
LOB KNOWLEDGE Degree |Poor knowledge of the Limited knowiedge of the Satisfactory Knowledge of Demonstrates knowledge  |Excellent knowledge of
familianty with job simplest duties or duties or assignments; has  |duties or assignments; has  |of mos! phases of job and  |all duties, assignments Point
ures and equipment  |assignments, has no insufficient knowledge of fair working knowlege of redated work, and related duties.
ntial ko the job. Ability 1o |knowiedge of related work,  |related wark. ralated work,
innovative.
1 2 3 4 5
EPENDABILITY Linable to carry out tasks to  |Needs frequent supenvision  |Seeks help when needed Self-starter. Rarely needs  |Highty dependable
Ity to carry oul tasks to  |compéation without constant  |or help 1o comphate tasks. Fulfills responsibilities with  |assistance fo complete job Point
pletion and degree of  |supervision and repeated SOIME SUDEVESION responsibilifies on time
isicn required Instruction
1 2 3 4 5
[IEOMMENTS
RK HABITS Work habits unsatisfactory.  |Work habits nead Work habits satisfactory Work habits very good, Excellent work habéts,
onsider attendance and Too poor to retain in job Improvement, Needs Regular attendance and Good attendance and attendance, rarely Point
nctuality without improvement counseling. Cccasional punctuality |punciuality. misses of is late,
Frequently absent or tardy. | problems with attendance,
punctuality.
1 2 3 4 5
[EOMMENTS
Fails to cooperate with work | Corfributes to work group but|Maintains good will among  |Promotes good will among |Excellent cooperation
group or to Contnbute to may have occasional difficulty] co-workers and supports co-workers, Works actively [with employees, Point

work group objectives.
Resents supenvision

accepting supervision
Needs prodding

‘work group objectives
Accepts supervision

iz complete work group
chbjectives. Willingly
accepis supenision,

4

SUpervisors, and the
public. Responds quickly
and positvely to

BUpEnvision

Wery brusque: Does nat
convey a pasitive Image of
the agency

Tands 1o ba imparsonal and
perfunctory in dealings with
public: lacks professionalism,

Usually is positive and
supporive of mission: gives
agency good image,

Always glves courteous
service; is a good
communicaton

Exceptional courtesy,
communicates chearty,
ligtens well

ALITY OF WORK
onsider accuracy, atkention
detail and neatness ko

10 redo work
m‘ufmmm

Does poor work, frequantly
has i redo tasks, tends to
be Mmessy,

Does acoapiable work Dut
needs more atterttion to
Bccuracy, sometimes |acks
neatness

Faw emors, usually thorough
and attentive; generally neat

Consistently accurate,

good organizer.

Work is of exceptionally

constant attention to detakl; [high quality, no rework

raquired, axcediant
CTGANIZeT




Webb County Employee Performance Evaluation Form REV. 11/09

Resists change. Unwilling (o | Skow 1o acoep! change. Easily adapis 1o change. Responds 1o change 65 8
Adapts with some dificulty.  |Leams to use new pasitive challenge,

procaduras quickly, Demonsirates initiative in

leaming new procedures.

b assgrments, methods,
lipersonnel, of surroundings.

2 3 4

(A) Total Performance Points (Maximum 35 Points):

I1. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

[OVERALL RATING SCALE: T 1
1-20 Unacceptable 3345 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:

[21-32 Unsatisfactory 46-50 Excellant
Overall Rating:

II1. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional shests if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

'The Employee (1S), (IS NOT) recommended for Continued Employment

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice
or a period of three (3), six (6) months, or Termination.

iIMy signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV, 11/09 Page 2 of 2




wERHIimcow

By Webb County
Civil Service Commission
April 14, 2010
JOB DESCRIPTION FORM
DEPARTMENT Economic Development
SLOT NO. 15 DEPARTMENT NO. 010

NAME OF EMPLOYEE CURRENTLY HOLDING POSITON

JOB TITLE Economic Development Director

JOB DESCTIPTION:

Area of Responsibility —

Subject to the determination of policy, to plan, direct and coordinate grant writing
activities for the County of Webb; to administer specific economic development projects
and/or related projects for Webb County; to coordinate County economic development
project with State and Federal funding agencies as required.

Typical Tasks —

Formulates and administers the planning and grant writing activities for the County of
Webb; prepares proposals and applications for economic development projects and
provides technical assistance to other County Departments in the development and
preparation of projects and applications. Responsible for data collection, analysis and
subsequent updates of County demographic data, ascertaining infrastructure
problems/needs and determining eligibility of projects to alleviate same. Responsible for
the preparation of monthly and quarterly progress reports on all economic development
projects under the administration of the County. Will need to foster good working
relationships with local, State and Federal agencies in efforts to maximize the County’s
participation in available grant and loan programs. And all other duties as directed by the
Commissioners Court of Webb County.

Employment Standards —

Advanced Business Degree preferred, Bachelors of Business Administration required
from and accredited college or university an at least 20 years experience in lead grant
writing and application preparation. Knowledge of County, State and Federal
government operations, knowledge of the principles and practices of comprehensive
planning and community development; ability to work with public, private and
professional groups.




EXECUTIVE DIRECTOR OF C.A.A : TRy

JOB DISCRIPTION

TITLE: EXECUTIVE DIRECTOR

DEFPARTMENT: OVERALL AGENCY WEBR COUNTY CAA

REVISION DATE: July 27, 2003

BASIC FUN ONS RE S : The Executive Director plans,
develops, administers all agency programs polices, practices, procedures; provides
leadership, development of all program directors and administrative staff; develops,
coordinates and manages budgets and reports for all program areas; ensures that all
program guidelines are in compliance with established local, state, federal contracts, In
. - addition, the Executive Director provides coordinated management thru the establishment
of program goals and objectives for the agency and programs within, as well as the
clarification and evaluation of these goals.
The Executive Director promotes, facilitates, and fosters communication within the
Advisory Board, agency, departments, and community it serves.
The Executive Director is directly responsible to the County Commissioners Court, with
direction, guidance, supervision channeled thru the CAA Advisory Board.

RESPONSIBLITIES:

1. Develops, plans and maintains polices, practices and procedures for the timely
and most effective delivery of programs and services.

2. Provides leadership in developing program and organizational plans with the
staff, Advisory Board, Commissioners Court.

3. Ensures that the agency has long range strategy which achieves its mission,
and toward which it makes consistent and timely progress; sets appropriate
priorities of needs and services to be provided.

4. Prepares appropriate program budgets and subsequently adheres to them,
. utilizes finances, facilities, equipment, materials, etc to minimize costs;
actually practices cost containment.




10.

11

12.

13.

14.

15.

16.

17.

19.

20,

Evaluates how well goals and objectives have been met thru systematic
reviews; implements remedial measures when necessary.

Demonstrates quality of analysis and judgment in program planning,
implementation and evaluation.

Complies with established polices, procedures and directives; conducts
department functions in accordance with applicable laws, statutes and
regulations.

Identifies problems and acts to rectify them by employing analytical thinking
and sound judgment.

Responsible for preparing all departmental budgets.

Ensures that accurate records are kept and maintained for all PTOgTam areas.
Establishes and makes use of an effective management team.

Maintains appropriate balance between administration and programs.
Promotes cooperation and team work among employees; establishes high
standards of conduct and job performance for staff;, maintains open

communication channels; delegates work effectively; leads by example.

Ensures that job descriptions are developed, and regular performance
evaluations are held and documented.

Encourages staff development and education.

Maintains a climate which attracts and motivates a diverse staff of top quality
people.

Assures adequate control and accounting of all funds.

. Works closely with Advisory Board to ensure that agency operates within

budget, program guidelines.

Requires little work direction; exhibits persistence and initiative; puts forth a
consistent, energetic effort; assumes full and complete responsibility for
accomplishment of agency functions.

Serves as an effective spokesperson for the agency; has good, sound, working
relationship with Advisory Board and Commissioners Court.




21. Treats all with respect, dignity and creates an atmosphere of mutual respect
and trust; fosters leadership in others; creates an environment in which others
feel ownership for results and feel comfortable to take action to achieve
desired results.

22. Works well with Advisory Board and Commissioners Court as a whole.

23. Provides appropriate, adequate, and timely information to the Board and
Court.

24. Sees that the Board and Court are kept informed on the condition of the
agency and all important factors influencing it.

25. Possesses realistic knowledge and competence of the field and keeps current
on technical, professional principles, practices, and standards.

26. Maintains professional demeanor on a consistent basis.

27. Assesses issues and problems; discusses situations based on merits of cases
presented; personal loyalties, biases, etc, do not influence agency, program
decisions; personal decisions are made on basis of equal opportunity and
objective job-related criteria.

28. Adapts well to change, both internally and externally.

29. Represents the agency in community projects.

30. Performs any and all duties as assigned by Commissioners Court,

SUPERVISION RECEIVED: Receives authority, direction and guidance from

Commissioners Court and Advisory Board; is accountable for decision-making
relative to such authority.

SUPERVISION EXERCISED: Executive Director is responsible for program

directors and administrative personnel.

QUALIFICATION STANDARDS: Bachelors Degree, Business;

Masters Degree preferred.




EXPERIENCE:

Al least 5 years administrative / management experience working with project,
development, grant writing, budgets, leadership, performance-based standards,

SKILLS AND ABILITIES:
®  Good, strong communication skills with some public speaking experience; must
demonstrate good, oral, written, interpersonal skills.
Good writing skills.
Must have good computer working knowledge in MS word, excel, power point
and other software programs and applications.
Must be able to handle multiple tasks
Must be strongly motivated; self-starter; detailed-minded; organized.
Must be committed to the County and agency’s philosophy and mission.




Webb County Director
Self-Help Center

Webb County Community Action Agency

Self-Help Center
Job Description

Director
Description:

Responsible for the day to day administration and operation of the Self-Help
Center complex and the supervision of its staff.

Supervision:

Directly supervised by the Webb County Community Action Agency Executive
Director.

Typical Physical Demands:

The job requires sitting, stooping and bending on a regular basis. The job may
require moving and lifting up to 20 pounds. The job requires driving and the use
of standard office equipment such as computer, telephone, calculators and
copiers,

Essential Functions:

1. Directly responsible for overseeing and fulfiling the SHC contract
perfformance statement, special conditions and financial contractual
obligations with TDHCA/OCI.

2. Directly responsible for oversight of SHC Grant Program Budget including the

County matching funds.

Directly responsible for all TDHCA/OCI or local SHC reporting requirements.

Coordinates with city, county, state and federal agencies to ensure SHC grant

program compliance.

5. Maintains working relationship with local elected officials, county department
heads, colonia service providers, colonia resident leaders and colonia
residents.

6. Coordinates the collection of all reporting data and analyzes this data for all
purposes.

7. And any other duties or responsibilities as assigned by the supervising
Department Head.

o




\Webb County Director
Self-Help Cantar

Secondary Functions:

1. Supervises and manages Self-Help Center personnel.

2. Monitors and is responsible for all expenditures, encumbrances and income
generated by the Self-Help Center.

3. Monitors the exchange of information between project and third parties.

4. Coordinates the development and adherence to the Self-Help Center
operating policies and procedures.

Minimal Qualifications Required:

Minimum educational requirements are a Bachelor's Degree from an accredited
college / university, a minimum of five years paid experience in community
i development or related community work. Experience working with HUD,
. TDHCA, or CSBG programs preferred. Valid Texas Drivers License.

Knowledge, Skills and Abilities:

1. Ability to work effectively with a variety of individuals and groups.

2. Knowledge of land development, infrastructure concepts and designs,
surveying, platting and similar skills associated with community development.

3. Knowledge of residential construction and rehabilitation, cost estimating and

inspection.

Skills in researching, compiling and summarizing a variety of information.

Ability to effectively communicate verbally and in writing in both English and

Spanish.

Ability to work flexible hours.

Working knowledge of computer operating systems.

o b

~No




Griselda Johnson

Ernesto J. Salinas Community
Center




Webb County Employee Performance Evaluation

Position/ Employee ID No. |Date
Title
Period Evaluation Annual Evaluated By (Name & Title):
Covered Type: Special
HI. PERFORMANCE Circle One Number Only
B KNOWLEDGE Degres |Poor knowledge aof the Lirmited knowledge of the Sabsfactory knowledge of  |Demonstrates knowsedge Excellent knowledge of
familiarity weth job simplest duties or duties or assignments; has  |duties or assignments; has  |of most phases of job and  |all duties, assignments Point
ures and equipment  |assignments; has no insufficient knowledge of fair working knowlege of redated waork. and related duties,
| to the job. Ability 1o [knowledge of related work.  |related work. related work
innovative.
1 2 3 4 5
Unable fo carry cut tasks to | Needs frequent supenvision  |Seeks help when needed Self-starter. Raraly needs  [Highly dependable,
completion without constant  |or hedp to complete tasks. Fulfills responsibilities with  |assistance 1o complete job Point
suparvision and repaated SoMe SUpervision responasbilities an time.
Irstrectan
1 2 3 4 5
RK HABITS Wiork habits unsatisfactory.  |Work habits need Work habits satisfactory Wiork habits very good. Excalbant wark habits,
onsider attendanca and Too poor to retasn in job improvement. Needs Regular attendance and Good attendance and attendance, rarely Point
netuality. withoul Improvemant counseling. Occasional punciuality lpunchualifty, misses or |s lae.
Frequently absent or tardy.  |problems with attendance,
. punctuality
» 1 2 3 4 5
[ISOMMENTS
Ability [Fails to cooperate with work | Contributes to work group but|Maintains good will among | Promotes good will among | Excellent cooparation
group ar to Contribute to may have occasional difficulty|co-workers and supparts co-workers, Works actively [with emplovees, Point
rs in suppart of wiork group objectives. accaphing supervisson. work group objectives o complete work group supernvisors, and the
i Resents supervision, MNeads prodding. ACcBpts Supervision objectives. Willinghy |pubdic. Responds quickly
accEpls supenvision. and positivaly to
SLEDBIVERMN
1 2 3 4 5
RPERSOMAL Very brusgue: Does not Tends to be impersonal and  |Usually is positive and [Ahways gives courtecus | Exceptional courtesy,
ELATIONS convey a positive image of  |perfunctory in dealings with | supportive of mission: gives  |service; is a good communicates clearty, Point
llity to communicate the agency. public: lacks professionalism. |agancy good image. communicator, lestens wall.
vty with the public;
ree to which a pasitive
mage of agency is projectad
sustamned
1 2 3 4 5
N
ALITY OF WORK Does poor work; frequently | Does acceptable work but Few amrars; usually thorough |Consistently accurate, Work is of exceptionally
onsider accuracy, attention [has fo redo tasks; tends to |needs more attention to and attantive; ganerally neat |constant attention to dedail, |high quality, no rewark Point
detail and neatness o b messy, accuracy, someblimeas [acks Good arganaar required, excedlent
o redo wark neatness arganizer,
of work place
1 2 3 4 5




Webb County Employea Performance Evaluation Form REV, 11/09 Page 1 of 2

251315 change. Unwilling to [Slow to accept change. asily adapis 1o change Undisturbed by change.
ickly adapt to changes in  |leam new procedures Adapts with some difficulty.  |Leams fo use new posiive challenge. Walcomes new Point
assignments, methods, procedures guickly. Demanstrates initiative in  |assgnments.
nned, or surroundings learming new procedures

1 2 3 4 5

(A) Total Performance Points (Maximum 35 Points):

II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:
1-20 Unacceptable 33-45 Satisfactory 5§1-55 Outstanding {A + B} = Total Overall Points:
1-32 Unsatisfactory 46-50 Excellent

Overall Rating:

o

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filed out by evaluator. Attach additional sheets if necessary)

Se— —

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

[V-RECOMMENDED ACTION

The Employee (IS), (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

or a period of three (3), six {6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV. 11/09 Page 2 of 2




WEBB COUNTY
JOB DESCRIPTION

TITLE: Director

DEPARTMENT: 6100 Ernesto J. Salings Community Center
SLOT NUMBER: 0914

REVISION DATE: October 6, 2011

JOB SUMMARY:
Performs a variety of management tasks required for proper operation of department.
Coordinate a variety of services, activities, and to ensure that they are carried out in a
professional matter.

® @ @ 82 @ @ @

a @8 & @

CTERISTIC/ESSENTIAL D RESPONSIBLITIES:
Coordinates and develops short and long range plans for the Center
Responsible for preparing annual Operational Budget for Center
Responsible for evaluating Center employees on an annual basis
Must be dependable, remain conscientious, accurate and able to run an effective office
Must maintain a professional appearance at all time
Must have effective leadership and organizational skills
Must be able to understand and provide routine information within specified policies
and procedures regarding department services or policies to the public or other county
employees in person, over the telephone, or by mail
Produce and edit routine letters, memorandums, reports, and other materials from rough
draft or detailed notes
Coordinate flexible hours for the center and library services to accommodate our
youth/adults needs (i.e. after school hours and working individuals)

Up keep daily postings of the county webpage for Emesto J. Salinas Community
Center

Greet the general public and direct visitors to appropriate personnel

Generate reports, lists, or other information from data previously entered in a computer
system

Proper representation on behalf of a Commissioner where the center lays within the
county precinct in case he/she cannot attend a function

Coordinate outreach programs to benefit Center service area

Schedule meetings and activities

Coordinate special events as needed

Available to be called to open the center all night in case raf emergency as a shelter for
the residence of the area

Attend weekly meetings with all center Directors to discuss any upcoming events

Page 1 of 3




information
e  Answer and direct calls using a multi-line telephone system
Sort and file documents and reports according to predetermined methods and
classifications
Receive and sort incoming and outgoing mail
Arrange travel and lodging for conferences
Attend Conference both in town as well as out-of-town as necessary
Fax correspondence, make copies, and run office errands
Maintain effective systems for accounts, receipts and expenditures of funds
Working longer hours if necessary
Perform other related work as required and any other duty assigned

. » Operate a personal computer to access pre-established programs to input or retrieve

a

a & & & &2 @ ©

QUALIFICATION STANDARDS:
o Must possess a High School diploma or equivalent (GED)

¢ One to two years experience in Management

e Must possess sound judgment and demonstrate professionalism in daily
operations

e Must have knowledge of standard office equipment including personal
computer and software programs

e Must be able to communicate in English and Spanish

PHYSICAL REQUIREMENTS:
e Must be able to sit or stand for prolonged periods of time
® Must be able to lift 30-45 lbs ( food bags & boxes, files, and other small equipment or
devices)
@ Must be able to work outdoors as needed

OTHER REQUIRMENTS/INFORMATION:

e Must possess a valid and current Texas driver’s license.

e Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing and
criminal background checks are required.

e This position is not covered under Civil Service; however, all other Webb County
Policies apply.

SUPERVISORY: Supervised directly by Webb County Commissioners Court

Page 2 of 3




Ricardo Molina

El Cenizo Community Center



Webb County Employee Performance Evaluation

E ee Position/ Employee ID No. |Date
Title
Period Evaluation Annual Evaluated By (Name & Title):
Covered Type: Special
—_— ——————————
|. PERFORMANCE Circle One Number Only
DB KNOWLEDGE Degres |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demonstrates knowledge  |Excellant knowledge of
Familiarity with job simplest duties ar duties or assignments; has  |dubes or assignments. has  |of most phases of job and  |all dutkes, assignmants Point
res and equipment  |assignmeants; has no ingufficient knowledge of fair working knowlege of related wark. and related duties
tial to the job. Abdlity to [krowledge of related work. | related work, redated work
inneovative.
1 2 3 4 5
[IEOMMENTS
ENDABILITY Unable to carry cut tasks to  |Needs frequent supervision | Seeks help when neaded Self-starter. Rarely needs  [Highly dependable.
bility bo carmy oul tasks to  |compledion without constant  Jor hedp to compilete tasks. Fulfills responsibdlities with  |assistance to complete job Point
plation and degree of  [suparvision and repaated SOMe Supervision reapongibilities on time.
upervison required Instruction
1 v 3 4 5
HABITS Work habits unsatisfactory.  |Work habits need Work habits satisfactory Work habits vary good. Exceilant wark habits,
ider attendance and Too poor to retain in job limprovement. Needs Regular attendance and Good attendance and attandance, rarely Paint
without Improvesment. counseding. Occasional punciuality punctualiity missas or Is late
Frequently absent or tardy.  |problams with attendance,
punctuality
1 2 3 4 5
ERATION Ability |Fails {0 conperate with work | Contributes fo work group but [Maintains good will among | Promictes good will among |Excellent cooperation
get along with group or to Contribute o may have occasional difficulty| co-workers and supparts co-workers, Works actively [with employees, Point
ars in suppart of work group objectives. accepting supervision. work group ohjectives o complete work group supenvisors, and the
group chjactives Resants supervision. Meeds prodding. Accapts supervision objectvas, Willingly |public. Responds quickly
Iingness o accept |accepis supervision, and positively to
SUpErEsIan
1 2 3 4 5
[|ICOMMENTS
NTERPERSOMAL Very brusqgue: Does not Tends 1o be imparsonal and  |Usually is positive and Always gives courteous Exceptional couwrtasy,
TIONS convey a positive image of  |perfunctory in dealings with  |supportive of mission: gives  |service; is & good communicates clearty, Paoint
fo commumnicata the agency public: lacks professionalism. {agancy good image. communicaior, listens well
ivaly with the public;
to which a positive
mage of agency is projected
sustained
1 2 3 4 5
OMMENTS
il |
ITY OF WORK Does poor work; frequently | Does acceptable work but Few erars; usually thorough |Consistently accurate, Work is of exceptionalty
sider accuracy, atention |has to redo tasks; tends to  |needs more attention to and attantive; ganerally neat. [constant attention to detail; |high quality, no rework Paint
detail and neatrass to e messy, accuracy. sometimes lacks Good arganizer, required, axcedlan

10 redo work.
of work place

neatness.

Qrganizer




Webb County Employee Performance Evaluation Form REY. 11108 Paga 1o0f2

eslsts change, Unwilling to [Slow to accept change. ' Easlly adapts to change.
leam new probeduns. |Adapts with soma difficulty.  |Leams io use new
assignments, methods procedures quickhy
sonned, or suroundings

nas o change as a [T change. |
positive challenga. Walcomes new Paoint
Demonstrales inttiative in - fassignments
leaming new procedunes.

4 5

(A) Total Performance Points (Maximum 35 Points):

II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

[OVERALL RATING SCALE: ] |
1-20 Unacceptable 3345 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent
Overall Rating:
y
III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (1S), (IS NOT) recommended for Continued Employment.

{If the employee (1S NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice
|for a period of three (3), six (6) months, or Termination,

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to

irespond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV, 11/09 Page 2 of 2




FY 2007-2008

Job Description Form

Department El Cenizo Community Center

Slot No. 0628 Department No. 6101

Name of Employee currently holding position Ricardo Molina

Job Title Director

Job Description:

. Essential Duties:

* Understand and provide routine information within specified policies and
procedures regarding department services or policies to the public or other
county employees in person, over the telephone, or by mail

* Produce and edit routine letters, memorandums, reports, and other materials
from rough draft or detailed notes

+ Greet the general public and direct visitors to appropriate personnel

* (Generate reports, lists, or other information from data previously entered in
a computer system

# Proper representation on behalf of a Commissioner where the center lays
within the county precinct in case he/she cannot attend a function
| * Schedule of meetings and activities

. * Coordinate special events as needed




* Effective leadership and organizational skills

* Available to be called to open the center all night in case of emergency as a
Shelter for the residence of the area
* Oversee the daily operation of the Boys and Girls Club

* Attend weekly meetings with all center Directors to discuss any up coming
events

* Drive into town on a weekly basis for any information that needs to be
reported

* Operate a personal computer to access pre-established programs to input or
retrieve information

* Operate modern office equipment

* Answer and direct calls using a multi-line telephone system

* Sort and file documents and reports according to predetermined methods
and classifications

* Receive and sort incoming and outgoing mail

* Arrange travel and lodging for conferences

* Attend Conference both in town as well as out-of-town

* Fax correspondence, make copies, and run office errands

* Have excellent language skills both in English and Spanish

* Dependable - remain conscientious, accurate and reliable for an effective
office

* Maintain a professional appearance at all time




* Maintain effective systems for accounts, receipts and expenditures of funds
* Working longer hours if necessary

* Perform other related work as required and any other duty assigned

* Reports to the Honorable County Judge and Commissioners Court




Luis Perez-Garcia

Engineering Department




Webb County Employee Performance Evaluation

E Position/ Employee ID No. |Date
N Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
I. PERFORMANCE Circle One Number Only
OB KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Salisfaciory knowledge of Demonstrates knowledge | Excelient knowledge of
familianty wim job simplest duties or duties of assignments; has  |duties or assignments, has  |of most phases of job and  |all duties, assignments Paoint
ures and equipment  |assignments, has ro |mnsufficsant knowledge of fair working knowlege of refated work. and related duties
sential to the job. Ability to |knowledge of retated work,  |related work related work
inmovative.
1 2 3 4 5
PENDABILITY Unable to carry out tasks 1o |Needs frequent supervision | Seeks halp when needed Sell-starter. Rarely needs  |Highly dependabla
o camy out tasks to  |completion without constant  |or help o complete lasks. Fulfills responsibilities with  |assistance to complete [ob Point
letion and degres of  jsupenision and repeated SOME suparnision, responsibilities on time,
rvision required. Instruction
1 2 3 4 5
[EOMMENTS
RK HABITS Work habits unsatisfactory.  |Work habits need Wiork habits satisfactary. Witork habits very good. Excefient work habits,
onsider attendance and Tea poor fo retain in job improvement Needs Regular attendance and Good attendance and gttendance, rarely Point
lity without improvement counseling. Occasional punchaality punctualitty. misses or is late
Freguently absent or tardy.  |problems with attendance,
. punctuality
1 2 3 4 5
ERATION Ability Falls o cooperate with work | Contributes ta work group but {Maintains good will among  |Promotes good will among |Excellent cooperation
get alang with group of o Contribute to may have cccassonal difficulty)co-workers and supports co-workers. Works actively |with employees, Point
rkers in support of wark group objectives accepting supervision work group objectives, 1o complete work group supenvisors, and the
rk group objectives Resents supervision MNeeds prodding, Accepts supervision objectives, Willingly public, Responds quickly
ingress to accept accepts supervision and positively to
ision supervision
1 2 3 4 5
MMENT
TERPERSONAL Wiy brusque: Doas nod Tends to be impersonal and  [Usually is positive and Always gives courteous Exceptional courtesy,
LATIONS convey a posdive image of  |perfunciory in dealings with  |supportive of mission: glves |service, is a good communicates clearly, Point
bility 10 communicate the agency public: lacks professionalism, |agency good image. communicator, |liztens wall.
ively with the public
ree fo which a positive
mage of agency is projected
nd sustainesd.
1 2 3 4 5
[IEOMMENTS
ALITY OF WORK Does poor work, frequentty  [Does acceptable work bul  [Few erors; usually thorough |Consistently accurate Wik is of excegtanally
neseds more attention o constant attenton ta detall, [high quality. no rework Point

onsider accuracy, attention

has ta reda tasks, tends to

and attentive, generally neat.

detall and neatness to be mesay, laccuracy; sometimes lacks good organizer. required, excellent
; redo work neatness. arganizer.
of work place
1 2 3 4 5




Webb County Employee Performance Evaluation Form REV, 11109

Page 1 of 2
FTABILITY Abifty 1o |Fesists change. Unwiling 1o |Siow fo accept change.  |Easily aday Responds fo change asa  |Undistu change. | |
quickly adapt to changes In  [leam new procedures. Leams 1o e new positive challenge Wielcomes new Point
oh assignments, methods, procedures guickly. Dremonstrates iniiative in  |assignments
personnel, or surroundings leaming new procedunss
4 5
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4
Follows attendance and punctuality rules
Observes safety rules and regulations
Maintains neat and orderly work area
Completes assignments timely and accurately
Participates in meetings, training, and special events
(B) Total Evaluate Points (Maximum 20 Points):
OVERALL RATING SCALE: —
1-20 Unacceptable 33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:
[21-32 Unsatisfactory 46-50 Excellent 1
Overall Rating: ]
L - D — d

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

e ——— —— — — —
V. RECOMMENDED ACTION

The Employee (IS), (IS NOT) recommended for Continued Employment.

{If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to

respond in writing within & working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

—l

Webb County Employee Performance Evaluation Form REV. 11/08
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WEBB COUNTY

JOB DESCRIPTION
TITLE: WEBB COUNTY ENGINEER AND UTILITIES DIRECTOR
DEPARTMENT: ENGINEERING

SLOT NUMBER: 1298
REVISION DATE: 05/29/2012

JOB SUMMARY:

Project management for all infrastructure improvement projects including, but not limited to, coordinating
with engineers and contractors on ongoing and future projects ensuring the uninterrupted water and
wastewater services in Rio Bravo, El Cenizo and other areas in the county's certificate of convenience and
necessity. Project management of construction projects including, but not limited to, roads, bridges, storm |
drainage, transportation, County public facilities, R.0.W. acquisition, rail district and other improvements
undertaken by the County.

CHARACTERICSTIC/ESSENTIAL DUTIES AND RESPONSIBILITIES:

. Plans, directs and controls the Engineering Department and Utilities Department.

. Serves as Webb County's Emergency Management Coordinator. Reports directly to the County
Judge in this capacity.

. Serves as the Webb County's local emergency Planning Director for Homeland Security and
natural disasters. Activities include coordination with Federal, State, City, Schools and local
agencies.

. Provides technical assistance to the County Judge, Commissioners Court, Elected Officials and
Department Heads in all matters defined by the job description.

. Provides recommendations to the County Judge, Commissioners Court, Elected Officials and
Department Heads in the identification and prioritization of County Projects Including all
financial matters related thereto.

. Plans, designs and coordinates with Texas Department of Transportation on the Border Colonia
access paving program in Webb County.

. Plans, coordinates and identifies funding resources with Texas Department of Transportation in
the construction of Off-Systems Bridges in Webb County.

. Assists the County Auditor and Administrative Services Director in the appraisal of county assets.

. Coordinates with other department heads particularly, the offices'/Departments’ of Economic
Development, Planning, County Attorney, Purchasing, Treasurer and Auditor.

. Provides grant administration of all projects related to roads, bridges, water, wastewater, storm
drainage, solid waste and county buildings and facilities.

. Plans, assigns and schedules subordinate employees; instructs and trains in proper methods and
procedures, checks and approves work, conducts employee evaluations and makes hiring
recommendations.

. Insures that current and future projects are inspected and recommends approval of payments to
contractors, architects and engineers.

. Receives and attempts to resolve complaints from customers and taxpayers.

. Prepares budget and five-year Capital Improvement Plan (CIP) and prepares necessary
department reports.

] Approves plans and specifications for new subdivisions in the County.

. Assures that the County water and wastewater facilities meet state and federal requirements.
Inspect and review private water wells to insure compliance with the model subdivision rules.

. Manages the acquisition of real property in the colonias necessary for water, wastewater, road

and storm drainage improvements.




. Manages the platting of colonias to qualify for financial assistance for water and wastewater

improvements.
\ . Participates in the planning and design process of providing water, wastewater, roads and storm
drainage for the colonias.
. Assists the Road & Bridge Superintendent in solid waste management for the County.
. . Assists the County Attorney's office in preparing Engineering/Architectural and
Construction contracts.

. Assists the Purchasing Agent in preparing the Scope of work for Professional Services
required for architects and engineers.
. Reports to the County Judge and Commissioners Court.

QUALIFICATIONS:
. Bachelor’s degree from an accredited college or university in Engineering, Business
Administration or Public Administration or related field.
. Registered Professional Engineer Licensed in the State of Texas is required.
. Minimum of 5-7 years in Municipal Engineering Experience.
. Minimum of 2-3 years Management and Supervising Experience to include interviewing,
counseling, training and evaluating staff.

The following are preferred but not required. If hired applicants must obtain these licenses within
three to five (3-5) years from date of employment.

. Class "A" Water operator license with the Texas Commission of Environmental Quality (TCEQ)
. Class "B" wastewater operator license with the "TCEQ".

SKILLSAND ABILITIES:
. . Must be proficient in use of computer and Microsoft software.

. Ability to handle multiple priorities and work under deadline pressure.

. Knowledge of Federal, State, and local laws pertaining to Engineering, Construction, etc.

. Must possess good interpersonal skills in dealing and communicating with elected officials,
department heads, employees, co-workers, agencies and the general public to ensure a service-
oriented environment.

J Must maintain confidentiality of records and employee issues.

. Must be able to communicate in English and Spanish.

PHYSICAL REQUIREMENTS:
. Must be able to sit or stand for prolonged periods of time.

@ Must be able to lift 30-50 1bs.

OTHER REQUIREMENTS/INFORMATION:
o Must be able to work weekends when needed.

e Must possess a valid and current Texas driver's license.

e Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing, motor vehicle
record (MVR) and criminal background checks are required.

¢ This position is nof covered under Civil Service; however, all other Webb County Policies apply.

AUPERVI Y:
. * Supervised directly by Commissioners Court.




ACKNOWLEDGEMENT:

The undersigned have read, discussed and understand the full meaning of this job description and agree to
abide by all terms and conditions herein expressed and/or implied.

Employee Signature Supervisor’s Signature
Printed Name Printed Name

Printed Title Printed Title

Date Date

WEBB COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER AND COMPLIES WITH THE
AMERICAN WITH DISABILITIES ACT




Jose A. Pantoja

Fernando A. Salinas Community
Center




Webb County Employee Performance Evaluation

E Position/ Employee ID No. |Date
N Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
Covered Type: Special
Il. PERFORMANCE Circle One Number Only
KNOWLEDGE Degree [Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demonstrates knowledge Exceient knowladge of
Tarmilianty wmn job simplest duties o duties or assignments. has  Jduties or assignments, has  |of most phases of job and  |all duties, assignments Paint
ures and equipment  |assignments,; has no ingufficient knowledge of fair working knowlege of redated work, and related duties
fial to the job, Ability 1o |knowledge of related work,  |related work reslated work
innovative.
1 2 3 4 5
EPENDABILITY Uinable to carry out tasks to  |Needs frequent supernsion | Seeks help when needed. Self-starber. Rarely needs  |Highly dependabie
lity to carry out tasks to  Jocompietion without constant | or help to complete tasks Fulfils responsibilties with  |assistance 1o complete job Point
pletion and degree of  supenvision and repeated SOME SUPervisian responsibilities on tire
ision required, Instruction
1 2 3 4 5
[IEOMMENTS
RK HABITS Work habits unsatisfactory.  |Wark habits need Work habits satisfactory Wirk habits very good Excallent work habits,
sider attendance and Too peor to retain in job improvement. Needs Regular attendance and Good atendance and attendance, rarely Point
nctuality without improvermeant. counseling. Occasional punctuality |punciuality Messes of (& late.
|Frequently absent or tardy.  |problems with attendance,
. punctuality.
1 2 3 4 5
[EOMMENTS
OOPERATION Ability |Fails to cooperate with work | Contributes to work group but{Maintains good will among  [Promates good will amang |Excedlent cooperaton
et along with group or to Contnbute to may have occasional difficulty| co-workers and supports co-workers, Works activesy [with employees, Point
workers i support of work group objectives. accepting supervision work group objectives o complete work group supervisors, and the
group objectives. Resents supenvision Needs prodding Accepts supervision objectives, Willingly public. Responds quickly
illimgness to acceapt accapts supenvision. and positivety to
upEnisian. SUpanision.
1 2 3 4 5
ICOMMENTS
NTERPERSOMAL Wary brusque. Does not Tands 1o ba imperscnal and | Usually 12 positive and Always gives courteous Exceptional couresy,
TIONS convay a positive image of  |perfunctory in dealings with  |supportive of mission: gives  [service; is a good communicates claary, Point
ility to communicate the agency public: lacks professionalism, |agency good image. communicaton, listens wedl,
] with tha public,
ree 1o which a positive
e of agency is projectad
susiained
1 2 3 4 5
ALITY OF WORK Does poor work; frequantly | Does acceptable work but Few errors, usually thorough | Consistently accurate, Work |s of exceptionally
onsider accuracy, attention [has to redo tasks, tends to |needs more attention to and attentive, generally neat. |constant attention to detail, [high guality, no rework Point
detail and naatness o D6 MEssy, BCcuracy; sometimes |acks good argarnizer. reguired, axcalhan

’ o redo work
of work place.

neatness.

organizer




Webb County Employee Performance Evaluation Form REV. 11109

Page 1 of 2

bilety to @sisls change, Unwilling fo accept change, sily adapis to change esponds to change as a UW-
by adapt to changes in  |leam new procedures. Adapts with some difficulty.  |Leams 1o use new positive challenge. Welcomes new Paoint
ob assignments, methods, procedures quickly. Demanstrates iniflatve in  |assignments
ned, or surrsundings leaming new procedures.

4 5

|
(A) Total Performance Points (Maximum 35 Points):

II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

(A + B) = Total Overall Points:

OVERALL RATING SCALE:

1-20 Unacceptable 33-45 Satisfactory 51-55 Outstanding
[21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

[

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (IS), (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE)} / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 waorking days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature

Evaluator Signature

Date:

Date:

Webb County Employee Performance Evaluation Form REV, 11/02
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WEBB COUNTY
. JOB DESCRIPTION

TITLE: Director

DEPARTMENT: Fernando A. Salinas Community Center
SLOT NUMBER: 2287

REVISION DATE: 1/3/11

JOB S Y:
Performs a variety of Management tasks required for proper operation of department.
Coordinate a variety of services, activities, and ensure that they are carried outina
professional matter.

C CTERISTIC, DUTIES RESPONSIBLITIES:

Coordinates and develops short and long range plans for the Center

Responsible for preparing annual Operational Budget for Center

Responsible for evaluating Center employees on an annual basis

Must be dependable, remain conscientious, accurate and able to run an effective office

Must maintain a professional appearance at all time

Must have effective leadership and organizational skills

Must be able to understand and provide routine information within specified policies

and procedures regarding department services or policies to the public or other county

employees in person, over the telephone, or by mail

o Produce and edit routine letters, memorandums, reports, and other materials from rough
draft or detailed notes

« Coordinate flexible hours for the center and library services to accommodate our

youth/adults needs (i.e. after school hours and working individuals)

Produce and edit the Webb County Community Center Newsletter

Up keep daily postings of the county webpage for Buenos Aires Community Center

Greet the general public and direct visitors to appropriate personnel

Generate reports, lists, or other information from data previously entered in a computer

system

Proper representation on behalf of a Commissioner where the center lays within the

county precinct in case he/she cannot attend a function

Coordinate outreach programs to benefit Center service area

Schedule of meetings and activities

Coordinate special events as needed

Available to be called to open the center all night in case of emergency as a shelter for

the residence of the area

Attend weekly meetings with all center Directors to discuss any upcoming events

. e Operate a personal computer to access pre-established programs to input or retrieve

Page 1 of 3




information
¢ Answer and direct calls using a multi-line telephone system

Sort and file documents and reports according to predetermined methods and
classifications

Receive and sort incoming and outgoing mail

Arrange travel and lodging for conferences

Attend Conference both in town as well as out-of-town as necessary

Fax correspondence, make copies, and run office errands

Maintain effective systems for accounts, receipts and expenditures of funds
Working longer hours if necessary

Perform other related work as required and any other duty assigned

Must be able to perform at least 80% of all job duties described herein.
Reports to the Honorable County Judge and Commissioners Court.

® & ®» ® & & ®= & @

QUALIFICATION STANDARDS:
o Bachelor’s Degree or 60 hours (Experience may be substituted for
Education)
e Previous Governmental Experience Required (Local, State, Federal)
e Previous Legislative Experience Necessary
e One to two years’ experience in Management

SKILLS AND ABILITIES
e Must possess sound judgment and demonstrate professionalism in daily
operations
e Must have knowledge of standard office equipment including personal
computer and software programs
e Must be able to communicate in English and Spanish

PHYSICAL REQUIREMENTS:
e Must be able to sit or stand for prolonged periods of time
e Must be able to lift 30-45 Ibs
e Must be able to work outdoors as needed

OTHER REQUIRME. RMATION:
e Must possess a valid and current Texas driver's license.
¢ Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing and
criminal background checks are required.
e This position is not covered under Civil Service; however, all other Webb County
Policies apply.
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SUPERVISORY:
* Supervised directly by Webb County Commissioners Court

ACKNOWLEDGEMENT:

The undersigned have read discussed, and understand the full meaning of this job description
and agree to abide by all terms and conditions herein expressed or implied.

EMPLOYEE SIGNATURE SUPERVISOR SIGNATURE
PRINTED NAME PRINTED NAME

PRINTED TITLE PRINTED TITLE

DATE DATE
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Javier Cavazos

Fred M. Anita Bruni Community
Center (Penitas)




Webb County Employee Performance Evaluation

E Position/ Employee ID No. |Date
N Title
Period Evaluation ____ Annual Evaluated By (Name & Title):
Covered Type: Special
|. PERFORMANCE Circle One Number Only
LOB KNOWLEDGE Degree |Poor knowledge of the Limited knowladge of the Satisfactory knowledge of Demonstrates knowledge  |Excellent knowledge of
familianty wm job simplest duties or duties or assignmants; has  jduties or assignments; has  |of most phases of job and  [all duties, assignments Paint
ures and equipmeni  |essignments; has no insufficeant knowledge of fair working knowlage of related work and related duties
santial to the job. Ability to |knowledge of related work,  |related wark reated work
inmavative
1 2 3 4 5
NDABILITY Linable to carmy out tasks 1o |Needs frequent superision | Seeks halp when neaded, | Self-starter. Rarely needs  |Highly dependable
bifity o camy out tasks to  |complation without constant |or help fo complete tasks. Fulfills responsibllities with  |assistance to completa job Point
letion and degree of  |supenvision and repeated 50Me Supervision responsibilities an time.
rvision required. Instructicn.
1 2 3 4 5
[ICOMMENTS
RK HABITS Work habits unsatisfactory,  |Work habits need Work habits satisfactory. Work habits very good. Excelient wark habits,
onsider attendance and Too poor to retain in job improvement Meeds Regular attendance and Good attendance and attendance, rarely Point
nctuality |without mprovament. counsaling. Dccasional punctuality punctualiity misses or s late
Fraquently absent or tardy.  |problems with attendance,
punctuality.
1 2 3 4 5
OOPERATION Abality |Fails to cooperate with work  |Contributes to work group but |Maintains good will ameng | Promotes good will among |Excellent cooperation
get along with group or to Contribute to may have ccoasional difficultyjco-workers and supports. co-workers, Works actively lwith employvees, Point
rkess in support of wark group objectives. accapling supervision. work group objectves 1o complete work group supenisors, and the
rk growp objectives. Resents supervision |Neads prodding. Acceplts supervision abjactives, Willinghy |public. Responds quickly
lingness o accegt accapts supervision, and positively fo
SLEDBVESIN
1 2 3 4 5
NTERPERSONAL Wery brusque: Does not Tends to be impersonal and  |Usually is positive and Always gives courtecus Exceptional courtesy,
convey a positive image of  |perfunctory in dealings with  |supportive of mission: gives  |service; is a good communicates cleary, Point
bility to communicae the agency public: lacks professionalism, |agency good image communicator fistens well
ively with the public,
res to which a positive
mage of agency is projecied
nd sustained
1 2 3 4 5
ALITY OF WORK Does poor work, frequently | Does acceptable work but Few emors; usually thorough | Consistently accurate Work i3 of exceptionally
onsider accuracy, attention |has to redo tasks; tends 1o |needs more attention o and attentive; generally neat. jconstant attention to dedasl; [high quality, no rework Point
dedail and meainess to be messy, accuracy; sometimes lacks good organizer. raquined, axcedlent

rnaatness.

Qrganizer




Webb County Employee Performance Evaluation Form REV, 11108 Page 1 of 2

bility ta Eualsu- change ﬁrrml ing to acoept change, asity adapts to change ﬁndlatuﬁ E-.- charngpa
uickly adapt to changes in  |leam new procedures. Adapts with some difficulty  |Leams to use new positive challenge Wialcomes new Point

assignments, methods,
rsonnel, or surroundings

procedunes quickly Demonstrates mitiative in  |assignments

lsarming new procedures.

1 2 4 5
ICOMMENTS
(A) Total Performance Points (Maximum 35 Points):
I1I. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always

1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:

1-20 Unacceptable ~ 33-45 Satisfactory §1-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

4

31

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filed out by evaluator. Attach additional sheets if ne;:essary}

-
IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (I1S), (IS NOT) recommended for Continued Employment.

if the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

IIMy signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV, 11/09 Page 2 of 2




By Webb County
Civil Service Commission
April 14, 2010

FY 2007-2008

Job Description Form

Department  Fred & Anita Bruni Community Center

Slot No. 2285 Department No. 6104

Name of Employee currently holding position:

Job Title:  Director
Job Description:

Essential Duties:

e Understand and provide routine information within specified policies and
procedures regarding department services or policies to the public or other
county employees in person, over the telephone, or by mail

e Produce and edit routine letters, memorandums, reports, and other materials
from rough draft or detailed notes

e Coordinates and develops short and long range plans for the Center

e Coordinate flexible hours for the center and library services to accommodate
our youth/adults needs (i.e. after school hours and working individuals)

o Greet the general public and direct visitors to appropriate personnel

e Generate reports, lists, or other information from data previously entered in a
computer system

s Proper representation on behalf of a Commissioner where the center lays




&

i@

within the county precinct in case he/she cannot attend a function
Coordinate outreach programs

Schedule of meetings and activities

Coordinate special events as needed

E ffective leadership and organizational skills

Available to be called to open the center all night in case of emergency as a
Shelter for the residence of the area

Attend weekly meetings with all center Directors to discuss any up coming
events

Operate a personal computer to access pre—astabiished programs to input or
retrieve information

Operate modern office equipment
Answer and direct calls using a multi-line telephone system

Sort and file documents and reports according to predetf:rmined methods and
classifications

Receive and sort incoming and outgoing mail

Arrange travel and lodging for conferences

Attend Conference both in town as well as out-of-town
Fax correspondence, make copies, and run office errands

Have excellent language skills both in English and Spanish

Dependable - remain conscientious, accurate and reliable for an effective
office




@
L]

Maintain a professional appearance at all time
e Maintain effective systems for accounts, receipts and expenditures of funds
» Working longer hours if necessary

e Perform other related work as required and any other duty assigned

s Reports to the Honorable County Judge and Commissioners Court




Aliza F. Oliveros

Head Start Program



Webb County Employee Performance Evaluation

E yee Position/ Employee ID No. |Date
Title
Covered Tm: SPa:Ial
=
||. PERFORMANCE Circle One Number Only
KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of  |Demonstrates knowledge  |Excellent knowledge of
familiarity with job simplest duties or duties or assignments, has  |dubes or assignments, has  |of most phases of job and &l duties, assignments Point
ures and equipment  |assignments; has na insufficient knowledge of fair working knowlage of related wark and redated duties
ntial to the job. Ablity to {knowledge of related work.  [retated work, redated work,
1 2 3 4 5
PENDABILITY Unable to carry out tasks 1o |MNeeds frequent supervision  |Seeks help when needad. Self-starter. Rarely needs  [Highly dependable
bility to carry oul tasks to  |completion without constant  jor help o complete tasks Fulfilis responsibslities with  |assistance to completa job Point
letion and degree of  jsupenision and repeatad SOME Supenvision, responsibilites on time,
rvision required, Inatruction
1 2 3 4 5
[EOMMENTS
RK HABITS Work habits unsatisfactory.  [Work habits nesd Wirk hahits satisfactory. Witork habits very good. Excelient wark habits,
onsder attendance and Too poar to retain in job improvemenl MNeeds Regular attendance and Good attendance and attandance, rarely Point
nctuality without improvement. counseling. Occasional punchuality punctuakity missas or |s late.
Frequently absent or tardy.  |problems with attendance.
. punchuality,
1 2 3 4 5
[COMMENTS
QOPERATION Ability |Fails to cooperate with wark  |Contnibutes to work group but |Maintains good will among  |Promotes good will among | Excellent cooperation
get along with group or to Contribute to may have cocasional difficulty]co-workers and supports co-workers. Works actively |with employeses, Point
workers in support of 'work group objectives. acoapling supenision, wiork group objectives, 1o complete work group supendsors, and the
rk group obsectives, Resents supervision Needs procding Accepts supervision objectives, Willingly public. Responds quickly
illingness o accept accepts supenvision, and positively to
Supenvision
1 2 3 4 5
RPERSOMAL Wery brusque: Does nat Tends to be impersonal and | Usualky is positive and Always gives courteous Exceptional courtasy,
convey a pasitive image of  |perunctory in dealings wih  |supportive of mission: gives  (service, |s a good communicales cleary, Paint
ility to communicate thiz agency public: kacks professionalism. jagency good image communicator, |listens well
wely with the pubdic
e to which a postive
mage of agency is projected
sustained
| 1 2 3 4 5
"mu._m
UALITY OF WORK Dioes poor work; frequently | Does acceptable work but Few arrors, usually thorowgh | Conaistently acourate, Waork Is of exceptionally
constant atiention to detail; |high quality, no rewark Point

onsider accuracy, attention
detail and neatness o
reda wark:

k o
of work place

has o redo tasks, tends ta
be massy,

needs more attention o
accuracy, sometimes lacks
neatness

and afttentive; genesally neat.

good organizer.

required. excellant
organer




Webb County Employee Performance Evaluation Form REV. 11/09 Page 1 of 2

Undisturbed by change |
Leams to usa new |positive chalienge Valcomes new Point
proceduns quickly Demonsirates initiative in |assignments
learming new procedures,

aslly adapts to change 5 1o change as a

assignments, methods,
rsonnel, or surroundings.

3 4 5

(A) Total Performance Points (Maximum 35 Points):

II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Farticipates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:

120 Unacceptable  33-45 Satisfactory §1-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

- ———

31

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

I

IV. EVALUATOR'S COMMENTS (Attach additional sheets f necessary)

2 |
V. RECOMMENDED ACTION '

The Employee (1S), (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recormmmended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

|th signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this perfformance appraisal. My signature does
not necessarily mean that | agree with this report,

(Employee Signature Date:

Evaluator Signature Date:

Webb County Employes Performance Evaluation Form REV. 11/08 Page 2 of 2




POSITION TITLE

DEPARTMENT

RESPONSIBLE TO

SALARY

GENERAL
DESCRIPTION

DUTIES AND

RESPONSIBILITIES:

QUALIFICATIONS:

CERTIFIED
By Webb County
Civil Service Commfssiun
April 14, 2010
JOB DESCRIPTION

Head Start Executive Director
Head Start
Webb County Commissioners Court

$81,547.83 Annual $3,136.45 bi-weekly

Director will be responsible for the overall administration a
and coordination of the Head Start Program including the
development of staff and resources necessary to the
program’s success.

Organize and administer all the different aspects of the
program.

Responsible for the overall education of the children and
the families such as the social, nutrition, medical, dental,
and parental involvement.

Responsible for the preparation and submission of the Head
Start and USDA grant application.

Interview and recommend applicants to be employed in the
Head Start program.

Coordinate in-service trainings and workshops which will
be appropriate for all staff and Head Start parents.

Overall responsibility for overseeing compliance measures
with the Health and Human Services guidelines, and local
and state guidelines.

Preferable a College degree from an accredited four year
institution of higher learning in Early Childhood Education
or related field and four years experience in the field. A
two-year degree in child development or related field and
eight years experience in the field will be considered. Must




be willing to continue education to obtain four year college
degree.

Must be computer literate.
Bilingual (English and Spanish)

Strong oral and written communication skills, ability to
deal with the Webb County Commissioners Court,
Directors of other agency/programs, the Policy Council, the
Policy Committee, and parents.

Leadership and motivational skills in staff training and
development, including anti-bias strategies and approaches
to developing skills in accepting cultural differences and in
conflict-resolution.

Knowledge of and experience in budgetary process and
financial administration.

Ability to analyze trends in the field as well as data on
children and families in the program.

Ability to plan for strategic growth.

Supervisor’s Signature Date Employee’s Signature Date




Nancy Cadena

Indigent Health Care Services



Webb County Employee Performance Evaluation

Em ee 6 Position/ Employee ID No. |Date
Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
Covered Type: Special
|. PERFORMANCE Circle One Number Only
0B KNOWLEDGE Degres |Poor knowledge of the Limdted knowledge of the Satisfactory knowledge of Demonstrates knowledge | Excellent knowbedge af
f farmikiarity with jab simplest dutses or duties or assignments, has  |duties or assignments; has  |of most phases of job and  |all duties, assignments Paoint
res and equipment  |assignments; has no Insufficient knowiedge of fair working knowlege of related work. and related duties
ntial to the job. Ability to [knowledge of related work.  |related work, redated work
innowvatnee.
1 2 3 4 5
[IEQMMENTS
ENDABILITY Unabie to carmy out tasks to  |Needs frequent supervision | Seeks help when neaded Sell-starter. Rarely neads  |Heghly dependable
bility to carmy out tasks o |completion without constant  jor help to complefe tasks Fulfilis responsiblities with  |assistance to complete job Point
pletion and degree of  |supervision and repeated SOMe Supervision responzibilities on time
upErvision requined Instruction
1 2 3 4 5
[IEOMMENTS
K HABITS Wark habits unsatisfactory.  |Work habits need Wiork habits satsfactory Work habits very good Excallent work habits,
onsider attendance and Too poor o retain in job improvement, Needs Regular attendance and Good attendance and attendance, ransly Point
without improvement counseling. Dccasional puncheality punctualiity misses or is late.
Freguently absant or tardy.  |problems with attendance.
punciuality.
1 2 3 4 5
OOPERATION Abality |Fails to cooperate with work  [Contributes to work group but [Maintains good will ameng  |Promotes good will among |Excedient cooperation
get along with group or i Contribute 1o may have occassonal difficultylco-workers and supports co-workers, Works actively [with employees, Point
workers In suppost of wark group objectives. accepting supervision work group objectives, o compiete work group superviscrs, and the
rk group objectives Resents supervision Ne=ds prodding. Accepts supervision objactives. Willingly public. Responds quickly
lingress o accept accepts supervision and positvely to
suparvision.
1 2 3 4 5
TERPERSOMAL Wery brusque: Doas nod Tends to be impersonal and | Usually is pesitive anag Always gves courleous Excepbonal courtesy,
convey a positive imaga of  |perfunciony in dealings with  |supportive of mission: gives |service, |s 8 good COmmuncates chearty, Point
bility to communicate the agency publkc: lacks professionalism. |agency good image communicatar ligters weidl
wely with the public
tis wihich & positive
mage of agency is projected
nd sustained
1 2 3 4 5
OMMENTS
OF WORK [xoes poor work; frequently | Does acceptable wark but Few arrors, wsually thorowgh | Consistently accurate, Work Is of exceptionally
ssder accuracy, attention |has to redo tasks, tands to  |needs mare atbention to and attentive; generally neat. constant attention o detail, [high quality, no rework Point
detail and neatness to be messy, accuracy, somelimes lacks good organizes. required, excellant
to redo work: neainess, organizer
af work place
1 2 3 4 5

[EOMMENTS




Webb County Employes Performance Evaluation Form REV, 11/09 Page 1 of 2

bilityto  |Resists change. Unwilling lew fo accept change. esponds 1o change as a | Undisiurbed by change
ickly adapt to changes in  |leam new proceduras. Adapis wilh soma difficulty.  [Leams io use new positive challengs. Wislcomas new Paint
assagnments, mathods, Demonstrates initiative In - |assignments
rsonnel, of surroundings. leaming new procedures,

1 2 4 5
ICOMMENTS
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4
Follows attendance and punctuality rules
Observes safety rules and regulations
Maintains neat and orderly work area
Completes assignments timely and accurately
Participates in meetings, training, and special events
(B) Total Evaluate Points (Maximum 20 Points):
OVERALL RATING SCALE: Bl
1-20 Unacceptable  33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory ~ 45-50 Excellent
Overall Rating:
— — 4

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

|

IV. EVALUATOR'S COMMENTS {Atta;ch additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (15}, (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

or a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
Irespond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:;

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV, 11/09 Page 2 of 2



Frank X. Salinas
Director

2600 Cedar Ave.
Laredo, Texas 78040

(956) 721-2300
Fax (956) 721-2314

P.O. Box 1234
Laredo, Texas 78042

Webb County Indigent Services Program

Job Title: _DIRECTOR Slot # 0593

Job Description:

o Directs and oversees all aspects of the program'’s administration to
include the following: CIHCP Case Management, Claims Processing,
Pharmaceutical, Indigent Burials, General Assistance and
(investigators) Outreach Case Work.

@ Authorizes and makes recommendations for the dispositions of all the
Indigent cases.

® Counsels with staff to interpret and clarify program policies.

L Gives guidance in properly screening applicants.

® Gives guidance in identifying unmet needs of recipients and applicants.

@ Provides staff development in the following areas: Interpreting State
Guidelines, New Laws, Case Management, Time Management, and
Related Health Topics.

@ Conducts monthly staff meetings to provide updates in Healthcare,
State modifications, IHC Department and County Issues.

® Responsible for submitting all supporting documentation for the
Tobacco Settlement Report.

@ Prepares and administers the County Indigent Services Program
Budget.

@ Responsible for yearly staff evaluations.

® Attends all Commissioners’ Court Meetings.

@ Attends mandatory TDH meetings for the County Indigent Health Care
Program in Austin. Meets with the Region 11 Counties to discuss
potential IHC program modifications and updates.

@ Attends meetings and workshops as per invitation of the Texas Indigent
Health Care State Advisory Board.

® Responsible to keep up to date on all software related to this
departmeni.

Director: Page | of 2
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CERTIFIED
By Webb County
Civil Service Commission




]

Liaison to the Indigent Health Care software provider “Indigent
Healthcare Solutions.”

Responsible for the posting, interviewing, hiring and dismissing of all
personnel for the department.

Responsible for HIPAA, ADA and EEOC compliance for the
department.

Responsible for exit interviews when necessary.
Ensures that all of Webb County Policies are adhered to.

Ensures employees that violations of County Policies, State and
Federal Laws will be dealt very promptly.

Must have the capability to make very difficult decisions but not become
unsympathetic.

Must have the ability to formulate plans, set priorities and implement
these plans.

Must have the ability to arrange and supervise the work of
subordinates.

Must perform any additional duties assigned by the Commissioners
Court, the Chief of Staff and/or the County Judge.

Must at all times assist as many Webb County residents as possible,
while at the same time safe guarding the County Budgeted Funds!

Must have the ability to inspire and direct others; with a strong force for
morale: have effect on the output of others; bring out the best in people;
help and teach willingly.

Leads by example!

Dhirector: Page 2 of 2




Gregorio B. Araiza

Larga Vista Community Center



Webb County Employee Performance Evaluation

Em 6 Position/ Employee ID No. |Date
Na Title
Period Evaluation Annual Evaluated By (Name & Title):
Covered Type: Special
“I. PERFORMANCE Circle One Number Only
B KNOWLEDGE Degres |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demanstrates knowledge  [Excellent knowledge of
farmilearity with job simplest duties or duties or assignments, has  |duthes or assignments, has  |of mos! phases of job and  [all duties, assignments Paoint
res and equipment  |assignmants; has no Insufficient knowledge of fair working knowlege of related wark. and related duties
|t the job. Ability to |knowledge of related work,  |related work, redated work.
mnnovative.
1 2 3 4 5
OMMEN
EPENDABILITY Unable to carry out tasks to | Needs frequent supervision | Seeks help when needed Self-starter. Rarely needs  [Highly dependable.
ility to carry out tasks to  jcompletion without constant Jor help to complete tasks Fulfilis responsibdities with  |assistance to complate job Point
pletion and degree of  |supervision and repeated 50me supervision responsibilibes an time,
upervision required Instruction,
1 2 3 4 5
[EOMMENTS
ORK HABITS Work habits unsatisfactory.  |Work habits need Wiork habits satisfactory. Work habits very good. Excedlant work habits,
oraxder attendance and Teo poor o retain in ob improvement Needs Regular attendance and Good attendance and attendance, rarely Point
ality without improvement, counseling. Occasional punctuality. punctualifty misses of s late
Freguentty absent or tardy. | problems with attendance,
punctuality.
1 2 3 4 5
OOPERATION Abdlity [Fails to cooperate with work  |Contributes to work group but |Maintaing good will amang  |Promotes good will amang |Excellent cooperaton
ko gat along with graup o to Contribute to may have oocasional difficulty|co-workers and supports co-workers. Warks actively [with employees, Point
workers in support of work group objectives acoepling supervision wark group objectives to complete work group superviscrs, and the
ork group objectves Resents supervison Needs prodding Accepts supervision obgectives Willingly public. Responds queckhy
llingness to accept accepts supearvismon and positivety to
; SUpENVISIon.
1 2 3 4 5
RPERSOMAL Wery brusque: Does nat Tands to ba imparsonal and | Usually |8 positive and Arways ghvas coursous Exceptanal counesy,
convey a positive image of  |perfunctory in dealings with | supportive of mission: gives  |service, is a good communicates clearty, Point
fbility to communicate the agency. public: tacks professionalism. |agency good image. COMmuMHCatar listens wedl.
effectively with the public;
=gree o which a positive
age of agency is projected
d swslained
1 2 3 4 5
OF WORK Dioes poor work; frequently | Does acceptable work but Few emars, usually thorough |Consistently accurate, Work is of exceptionally I
accuracy. attention [has 1o redo tasks: fends to |nesds maore attentan to and attentive; generally neat. |constant attention to detail; [hagh quality, no rework Point
detadl and neatness to ba messy, accuracy, sometimes lacks good arganizer. rescuired, excebant
: i reca wark: neatness arganizer
rde“ of work placs,
1 2 3 4 5




Webb County Employee Performance Evaluation Form REV. 11/09 F‘age 10f2

A Ability ta Hesists change. Umﬁlng o [Slow 1o accept change. Easil;.- adapts o change esponds o change as a ndisiurbed by change
ickly adapt o changes in  |leam new procedures. Adapis with some difficulty.  |Leams 1o usa new positve challenge Wislcomes new Point
assignments, methods, procedures quickly. Demonsirates initiative in - jassignments,

reannal, of sufraundings learming new procedures

4

(A) Total Performance Points (Maximum 35 Points):

I1. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:

120 Unacceptable ~ 33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excallent

Overall Rating:

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

[IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

[V. RECOMMENDED ACTION

{The Employee (15), (IS NOT) recommended for Continued Employment.

1If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

IMy signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Farm REV. 11/09 Page 2 of 2




WEBB COUNTY
JOB DESCRIPTION

TITLE: Director

DEPARTMENT: 6103 Larga Vista Community Center
SLOT NUMBER: 0899

REVISION DATE: October 6, 2011

JOB SUMMARY:
Performs a variety of management tasks required for proper operation of department.
Coordinate a variety of services, activities, and to ensure that they are carried out in a
professional matter.

CHARACTERISTIC/ESSENTIAL DUTIES AND RESPONSIBLITIES:

Coordinates and develops short and long range plans for the Center

Responsible for preparing annual Operational Budget for Center

Responsible for evaluating Center employees on an annual basis

Must be dependable, remain conscientious, accurate and able to run an effective office

Must maintain a professional appearance at all time

Must have effective leadership and organizational skills

Must be able to understand and provide routine information within specified policies

and procedures regarding department services or policies to the public or other county

employees in person, over the telephone, or by mail

e Produce and edit routine letters, memorandums, reports, and other materials from rough
draft or detailed notes

s Coordinate flexible hours for the center and library services to accommodate our
youth/adults needs (i.e. after school hours and working individuals)

o Up keep daily postings of the county webpage for Larga Vista Community Center

s Greet the general public and direct visitors to appropriate personnel

o Generate reports, lists, or other information from data previously entered in a computer
system

o Proper representation on behalf of a Commissioner where the center lays within the

county precinct in case he/she cannot attend a function

Coordinate outreach programs to benefit Center service area

Schedule meetings and activities

Coordinate special events as needed

Available to be called to open the center all night in case of emergency as a shelter for
the residence of the area

Attend weekly meetings with all center Directors to discuss any upcoming events
Operate a personal computer to access pre-established programs to input or retrieve

a &8 © @
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information

Answer and direct calls using a multi-line telephone system

Sort and file documents and reports according to predetermined methods and
classifications

Receive and sort incoming and outgoing mail

Arrange travel and lodging for conferences

Attend Conference both in town as well as out-of-town as necessary

Fax correspondence, make copies, and run office errands

Maintain effective systems for accounts, receipts and expenditures of funds
Working longer hours if necessary

Perform other related work as required and any other duty assigned

QL—DN STANDARDS:

Must possess a High School diploma or equivalent (GED)

One to two years experience in Management

Must possess sound judgment and demonstrate professionalism in daily
operations

Must have knowledge of standard office equipment including personal
computer and software programs

Must be communicate in English and Spanish

PHYSICAL REQUIREMENTS:

Must be able to sit or stand for prolonged periods of time

Must be able to lift 30-45 Ibs ( food bags & boxes, files, and other small equipment or

devices)
Must be able to work outdoors as needed

OTHER REQUIRMENTS/INFORMATION:

L]

Must possess a valid and current Texas driver's license.

Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing and

criminal background checks are required.

This position is not covered under Civil Service; however, all other Webb County

Policies apply.

SUPERVISORY: Supervised directly by Webb County Commissioners Court

Page 2of 3




Yolanda Carrillo

Law Library




Webb County Employee Performance Evaluation

Em 6 Position/ Employee ID No. |Date
N Title
Covered Type: Special
—
|. PERFORMANCE Circle One Number Only
OB KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of  |Demonstrates knowsedge  |Excellent knowledge of
familianty with job simplest duties or duties or assignments, has  |duties or assignments, has  |of most phases of job and  [all duties, assignments Point
ures and equipment  |assignments, has no insufficient knowledge of fair working knowlege of related wark and related duties
sential to the job. Ability to |knowledge of related work.  |related work related work,
inmovative.
1 2z 3 4 5
PENDABILITY Unable to cary out tasks 1o |Nesds frequent supervision | Seaks help when nesded Self-starter. Rarely needs  |Highly dependabis,
bility fo carry out tasks to  Jcompletion without constant  jor help to compbeate tasks. Fullills responsibilities with  |assistance to complata job Paint
letion and degree of  |supenvision and repeated SOIME SLPErVISon responssbilties an time.
rvision required. Instruction,
1 2 3 4 5
[ICOMMENTS
Work habits unsatisfactory.  |Work habits need Work habits satisfactory ‘Work habits very good, Excellant work habits,
Too poor fo retain in job improvement. Needs Regular attendance and Good attendance and attendance, rarely Point
without improvement, counseling. Occasional punciuality |punctuality. missas or is late
Freguently absani or tardy. | problems with attendance,
punctuality.
1 2 3 4 5
Faills to cooperate with work | Contribules to work group but]Maintains good will amaong  |Promaotes good will among |Excellent cooperation
group of i Contribute to may have oocasional difficulty] co-workers and supports co-workers, Works actively [with employess, Point
work group objectives, accepling supervision waork group objectives o complete work group supervisors, and the
Resants suparvision Needs prodding Accepts supervision chbjectives, Willingly public. Respands quickly
accepts supervision and positively 1o
SLPErVISIn
1 2 3 4 5
[ICOMMENTS
NTERPERSONAL Wy brusque; Does not Tends to be imparsonal and | Lisually is pasitive and Adways gives courteous | Exceptional courtesy,
LATIONS convey a positive image of  |perfunctory in dealings with  |supporlive of mission: gives  |serice, s a good communicatas claarty, Point
ility to communicate the agency, pubdc: lacks professionalism. |agency good image COMMUMICAtor listens well,
iwily with the public,
res 1o which & positive
mage of agency is projected
nd sustained
1 2 3 4 5
ICOMMENTS
ALITY OF WORK Does poor work; freguentty | Does acceptable wark but Few armars, usually thorough |Consistently accurate, Work is of exceptionally
constant attenticn to detail, [hegh quality, ro rework Point

onsider accuracy, attention
detail and neatness to
1o redo work
of work place

has to rado asks, tands o
D messy,

nseds mone atlention o
accuracy, sometimes lacks
neatress.

and attentive; generally neat,

good organizer,

required, excellent
organizer




Waebb County Employee Pearformance Evaluation Form REV. 11/08 Page 10f2
[Siow to acoepl change. Easiy a0apis 1o change. Responds to change a5 a TR
Adapts with some difficulty.  |Leams to use new positive challenge Point
procedures quickhy Demonsirates initiative in
leaming néw procedures,
|
2 3 4
—
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Aimost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

[OVERALL RATING SCALE:
1-20 Unacceptable  33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 45-50 Excellent

Overall Rating:

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

——!
e |

V. RECOMMENDED ACTION

[The Employee (1S), (IS NOT) recommended for Continued Employment.

If the employee (1S NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
ot necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employes Performance Evaluation Form REV. 11/09

Page 2 of 2




WEBB COUNTY

JOB DESCRIPTION
TITLE: LAW LIBRARY DIRECTOR
DEPARTMENT: LAW LIBRARY

SLOT NUMBER: 0316
REVISION DATE: June 04, 2012

JOB SUMMARY:

The principal role of the Law Library Director is to manage all functions of the Law
Library. This includes determining the resources needed and the most effective way to
provide them. Director is also responsible for managing and administering the
financial resources/budget. Director is also responsible for personnel including hiring,
training and evaluating personnel. Director is also responsible to guide and assist
attorneys, judges, County department employees and general public in finding needed

resources.

CHARACTERISTIC/ESSENTIAL DUTIES AND RESPONSIBLITIES:

Assist attorneys, judges, County department employees and general public in finding
needed resources via books on hand, cd and/or through internet resources.

Shepardize cases for attorneys and judges thru online subscription.

Prepare annual departmental budget.

Maintain accurate and updated inventory of books.

Maintain books in order by placing releases and updates for bound and loose leaf
materials.

Maintain inventory of outdated books to be disposed of as ordered by Commissioner's
court.

Order any other materials or supplies needed by Law Library.

Maintain record of all money transactions.

Prepare invoices and receipts for monies collected from copying, printers, fax and other
COSLS,

Prepare deposits from monies collected from copying, printer, fax and other costs to
Treasurer's.

Maintain subscription files and all others in order.

Balance invoice with subscription notices before preparing payment requests-(Separate
file).

Prepare all requests for payments to auditors.

Handle correspondence (verbal and written) concerning the ordering, cancellation and
returning of books.

Prepare time records and attendance blanks for department.

Attend Commissioner's Court Meetings.

Prepare any Commissioner's Court Agenda, if necessary.

And any other duties as assigned by Commissioner’s Court.

Page 1 of 2




QUALIFICATION STANDARDS:

Bachelor’s Degree from an accredited U.S. institution of higher learning in library
science, liberal arts, or related field required.

Two years’ experience as a paralegal, attorney, or librarian required.

Law degree from an accredited U.S. law school, preferred.

Demonstrated ability to perform legal research and to assist lay persons in conducting
such research.

Demonstrated familiarity with the American system of jurisprudence.

SKILLS AND ABILITIES:

Ability to communicate in English and Spanish.

PHYSICAL REQUIREMENTS:

-
.
L ]

Must be able to sit or stand for prolonged periods of time.
Must be able to lift 30-40 Ibs.
Must be able to work outdoors as needed.

OTHER REQUIREMENTS/INFORMATION:

Must possess a valid and current Texas driver's license.
Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing,
motor vehicle record (MVR) and criminal background checks are required.

This position is not covered under Civil Service; however, all other Webb County
Policies apply.

SUPERVISORY': Supervised directly by Commissioner’s Court.

ACKNOWLEDGEMENT:

The undersigned have read discussed, and understand the full meaning of this job description
and agree to abide by all terms and conditions herein expressed or implied.

Employee Signature Supervisor Signature
Printed Name Printed Name
Printed Title Printed Title

Date Date

Page 2 of 2




Rafael Pena

Information Technology



Webb County Employee Performance Evaluation

E [ Position/ Employee ID No. |Date
N Title
Period Evaluation Annual Evaluated By (Name & Title):
Covered Type: Special
—
|. PERFORMANCE Circle One Number Only
KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demonstrates knowledge  |Excellent knowledge aof
Familiarity with yob simplast duties or duties or assignments; has  |duties or assignments, has  |of most phases of job and  |all duties, assignments Paint
noedures and equipment  |assignments; has no insufficiant knowledge of fair working knowlege of related work . and related duties.
tial to the job. Abllity to [knowledge of related work.  [redated work. redated work
inncvative
1 2 3 4 5
[IEOMMENTS
PENDABILITY Unable to carry out tasks to  |Needs frequent supervision | Seeks halp when needed Sell-starter. Rarely neads  |Highly dependable
bility to carry out tasks to  joompletion without constant |or halp to complete tasks. Fulfills responsibilities with | assistance to complete job Point
pletion and degree of  |supenvision and repeated SOME superdision. responsibilities on fime
upervision required Instruction,
1 2 3 4 5
HABITS Work habils Unsatistactory. | Waork habits need Work habits satisfactory Work hatits very good. | Excallant work habits,
onsider attendance and Tea poar to retain in job impravermant. Needs Regular attendance and Good attendance and attendance, rarsly Point
without improvement. counseling. Occasional punctuakity. punctualilty misses or is late
Frequently absent or tlardy.  |problems with attendance,
punchuality,
1 2 3 4 5
OOPERATION Abdlity |Fails to cooperate with work  |Contributes to work group but|Maintains good will among  |Promotes good will amang |Excellent cooperation
et akang with group or to Contribute to may have occasional difficulty)co-workers and supports co-workers, Warks actively (with employees, Point
‘workers in support of wirk group objectves. accapling supanision. wiork group objectveas, to complete work group supervisors, and the
rk group objectives. Resents supervison Needs procding. Accepts suparvison obsectives. Willingly public. Responds quickly
ingness 1o accept ACCepls SUDeTVISIn. and posiively to
pervision suparvision,
1 2 3 4 5
|[EOMMENTS
TERPERSONAL Very brusque: Does not Tends to be impersonal and | Usually is positive and Abways gives courieous Exceptanal courtesy,
LATIONS canvey a positive image of  |parfunctory in dealings with  |supportive of mission” gives  |service,; is 8 good communicates clearty, Point
ity fo communicate v Aagency. pubbe: lacks professionalism. jagency good image. communicator. listens weill,
waly with the publc
rea to which a positive
mage of agancy is projected
nd sustained
1 2 3 4 5

ALITY OF WORK
sider accuracy, atiention
detail and neatness to

1o redo work
of work place.

Does poor work, frequently
has o redo tasks; tends to
be messy,

Does acceptable wark but
needs more attention o
accuracy, somatimas lacks
MEaINESS,

Few emors, usually tharough
and attentive; generally neat.

Conmsistently accurate,
constant attention to datail,
good organizer.

Viork s of exceptionally
high quality, no rework
required, excellent
organizer




Webb County Employes Performance Evaluation Form REV. 11/09

Page 1 of 2
T [Mesists change, Unwiling 1o |Slow to accept change. ' 510 change as a sturoe ange _"_l
ickly adapt to changes in |leam new procedures. Adapts with some dificulty.  |Leams to use new positive challenga. Welcomes new Paoint
i procedures quickly Demonstrates inftiative in - [assignments
learning new procedunes.
2 3 4 5
I
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4
Follows attendance and punctuality rules
Observes safety rules and regulations
Maintains neat and orderly work area
Completes assignments timely and accurately
Participates in meetings, training, and special events
(B) Total Evaluate Points (Maximum 20 Points):

IOVERALL RATING SCALE:

1-20 Unacceptable ~ 33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

- =T

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. E\M.LUETD:R'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (IS), (IS NOT) recommended for Continued Employment.
If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice
for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the nght to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report,

Employee Signature Date:

LEvaIuatnr Signature Date:

Webb County Employee Performance Evaluation Form REV. 11/048 Page 2 of 2




WEBB COUNTY
REQUEST FOR QUALIFICATIONS

JOB TITLE: Webb County MIS Director
DEPARTMENT: WEBB COUNTY MIS DEPARTMENT

REPORTS TO: WEBB COUNTY COMMISSIONERS COURT

JOB SUMMARY: -
The Main areas of responsibility for the Director are to develop, recommend and

implement policies, programs, and procedures for staff of Information technology. The
Director will be responsible for examining and developing the County’s current and
future technology resources to reduce employee workload, improve efficiency, and
provide better services to the people of Webb County, by developing and coordinating a
short-term (one to two-year) and long-term(three- five years) plans for the County’s
technology requirements. Continually evaluate the quality and timeliness of work
assignments and ensure the effective utilization of available resources. Determine
departmental budget on an annual basis. Creates and provides strategic and tactical
direction, including conceptual visions, to departmental directors, managers, and
supervisors. Analyzes the needs of departments and establishes priorities for feasibility
studies, systems designs and implementation, that will help develop new and/or modify
the County’s information processing systems.

CTE RESPO St

o Directly responsible for the management of the MIS department employees

o Develops and promotes services, policies and/or programs to improve the
efficiency of the MIS department.

¢ Develop, maintain and distributes various cross-reference tools and system
documentation to provide staff members with information necessary to complete
assignments.

e Meet with staff on regular basis to discuss status of projects.

s Ensure that projects are completed on a timely basis.

e Report project status and completion to Commissioners Court where applicable.

¢ Develop, maintain, and oversee the County’s web servers and web pages; manage
the E-mail and Firewall servers.

o Trouble-shoot associated computer hardware, software and communications
related problems to provide published access of all County information and
services to the public, as well as provide a means to support departmental needs
for employee forms and information.

e Review, recommend and purchase training material necessary to maintain
expertise in current environment.

& Review recommendations to purchase software or software/hardware products to
increase productivity and provide better service to the end user.

o Maintain the County’s criminal, administrative, and personal computer network.




¢ Monitor, evaluate, and modify or expand the County’s computer network as
technology changes and County grows.

e Provide assistance to all users of the County’s computer network.

. e Implement and maintain the County’s network telephone system, the dial plans,
individual user’s telephones and the County’s Information Center.

e Advise and consult with the departments on the procurement of hardware and
software and coordinating with the purchasing department in the selection and
ordering.

s Coordinates with department heads and elected officials to determine requirements
for training to increase productivity using technology assets.

o Prepares/presents presentations to inform/support strategic plans for technology
programs.

e Normal management functions, such as, but not limited to, preparing and
monitoring department budget.

# Periodically review and update standards.

NOTE: the duties listed above are intended only as illustrations of the
various type of work that may be performed. The omission of specific
statements of duties dees not exclude them from the position if the work is
similar, related or logical assignment to the position and is assigned by
Commissioners Court.

QUALIFICATION STANDARDS:

. » Bachelor’s Degree in Computer Science, Business Administration or 2 related field
from an accredited college or university highly desired, with emphasis in Computer
Science courses

EXPERIENCE:

o Five (5) years experience in an administrative management capacity im a comparably
sized computer facility, utilizing equivalent technology ;

e Experience should include administration of personnel, budget, resources and
program implementation;

¢ Prefer considerable, progressive experience with a large-scale data processing
operations or a public entity.

SKILLS AND ABILITIES:

¢ Knowledge of data base design; various programming languages and computer

applications;

Knowledge of networking systems;

Knowledge of personal computers;

Capable of preparing and implementing an annual budget;

. Ability to advise management of requirements of short-and-long range system
information plans;

s Must have strong organizational skills;

2 & O ®
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Ability to maintain strict confidentiality;

Ability to communicate in English and Spanish

Ability to deal effectively with subordinates, other County departments ,supervisors,
vendors and the general public;

Must have highest level of integrity and honesty due to access of sensitive and
confidential information;

Maintain appropriate certifications

Ability to make effective presentations to the Courts , other County departments.

PHYSICAL REQUIREMENTS:

Typically sit at a desk; walking, standing, or stooping.
Occasionally lift, carry, pull or otherwise move objects weighing 30 -45 Ibs.
Must be able to work flexible schedules

OTHER REQUIREMENTS/INFORMATION:

Must possess a valid and current Driver's License.

Drug and Alcohol Policy applies to this job. Pre-Employment drug and alcohol
testing and criminal background check are required.

This position is NOT covered by Civil Service; however, is subject to Webb County
Policies and procedures.

SUPERVISORY: Supervised by Webb County Commissioners Court.

ACKNO

WLDGEMENT:

The undersigned have read, discussed and understand the full meaning of the job description and
Agree to abide by all terms and conditions herein expressed and/or implied,

Employee Signature  Date Supervisor’s Signature Date

Printed Name Printed Name

WEBE COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER AND COMPLIES WITH
THE AMERICAN WITH DISABILITIES ACT.




Dr. Corinne Stern

Medical Examiner




Webb County Employee Performance Evaluation

Em 6 Position/ Employee ID No. |Date
N Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
Covered Type: Special
ﬂl. PERFORMANCE Circle One Number Only
B KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demonstrates knowledge  |Excetlent knowledge of
familianty wie job simplest duties or duties or assignments; has  |duties or assignments, has  |of most phases of job and  |all duties, assignments Paoint
ures and eguipmeant  [assignments, has na insufficiant knowledge of fair working knowlege of redated work, and related duties.
ntiad ko the job. Ability 1o [knowsedge of related work.  [redated work. related work
inrovative
1 2 3 4 5
PENDABILITY Unable to carmy out tasks o |Meeds frequent supervision  |Seeks help when needed, Sef-starter Rarely needs  |Highty dependable
bility to carry out tasks to |completion without constant Jor help to complete tasks. Fuifills responsibilties with | assistance o complete job Paint
pletion and degree of  Jsupendision and repeated BOME sUPErvision responsibilities on time
ision required Instruction.
1 2 3 4 5
[ICOMMENTS
RK HABITS Work habits unsatisfactory.  |Work habits need Viark habets satisfactory Work habits very good. Excallent work habats,
ides attendance and Toa poor to retain in job improvement. Meeds Regular aftendance and Good attendance and attendance, rarety Point
nctuality withaut improvamant. counsaling. Dccasional punctuality punciualifty, misses or is labe
|Frequantly absent or tardy. | problems with attendance,
punctuality.
1 2 3 4 5
QOPERATION Ability | Fails to cooperate with work | Coniributes to work group but)Maintains good will among  |Promates good will among |Excellent cooperation
get along with graup ar to Confribute to may have oocasional difficulty|co-workers and supports co-workers, Works aclively [with employees, Point
workers in suppaort of work group abjectives accepling supervision. wark group obgactives fo complete work group supervisors, and the
group objectives Resents supenasson. Neads prodding Accepts supervision objectives. Willingly public. Respands quickly
ilingress to accapt accepls supervision, and positehy to
LpaniSion supervision
1 2 3 4 5
MEN
NTERPERSOMAL Very brusque: Does not Tends to be imparsenal and  |Usually is positive and Always gives courteous Exceptional courtesy,
ELATIOMNS convey a pasitive Image of  Jperfunctory in dealings with | supportive of mission: gives  [service, is a good communicatas chaarty, Point
bility to communicate the agency public: lacks professionalism, {agancy good image. communicator, lestens wedl.
ely with the public;
res to which a positive
e of agency is projected
sustainad.
1 2 3 4 5
ALITY OF WORK Dioas poor work, frequently | Does acceptable work but Few emors. usually thorough |Consistently accurate, Work is of exceptionally
onsider accuracy, attention |has to redo tasks, tends to  |needs more attention to and attentive; genarally neat. [constant attention to dedail, |rgh quality, no rewok Point
datail and reatness 1o b messy, accuracy. sometimes lacks O Organueer requined, axcediant
) 10 redo work: neatness organizer
e
1 2 3 4 5




Webb County Employee Performance Evaluation Form REV, 11/08

Page 1af 2

Leams fo use new
procedures quickly

assgnments, methods,
rsannel, or surroundings.

Demansirates initiative in
lBarnng new procedures,

4 5
OMMENT.
—_— ]
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always

1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE: -
1-20 Unacceptable 33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:

21-32 Unsatisfactory 46-50 Excallent

Overall Rating: ]
— d

—=

TI1. ACTION PLAN & GOALS FOR EMPLOYEE (To be filed out by evaluator. Attach additional sheets if necessary)

___='lr

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (IS), (IS NOT) recommended for Continued Employment.
{If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice
for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature doges
not necessarily mean that | agree with this report.

Employee Signature Date:
Evaluator Signature Date:

Webb County Employes Performance Evaluation Form REV. 11/08 Page 2 of 2




JOB DESCRIPTION
CHIEF MEDICAL EXAMINER

JOB RESPONSIBILITIES

The Chief Medical Examiner is responsible for the day to day functions of the Medical
Examiner’s Office. He/She is responsible for pronouncement of death, scene
investigation, ordering and performing autopsies and external examinations and
determining cause and manner of death in those individuals that must be report to the
Webb County Medical Examiner under the Texas Code of Criminal Procedures. He/She
is responsible for reviewing medical records, dictating findings, issuing reports on
autopsies and exams and signing death certificates on those decedents that are under the
Medical Examiner jurisdiction. He/She must be able to provide expert testimony in a
court of law and when deposed. He/She supervises the deputy medical examiners,
autopsy technicians, medical death investigators and office staff.

QUALIFICATIONS

Must have a Doctorate of Allopathic or Osteopathic Medicine from a recognized
ACGME accredited medical school, Must have completed a residency in anatomic or
anatomic/clinical pathology from a recognized ACGME training program. Must have
completed a fellowship in forensic pathology from an accredited ACGME training
program. Must be licensed to practice medicine in the State of Texas.

PHYSICIAL REQUIREMENTS

-Must be able to sit or stand at the autopsy table, sometimes for extended periods of time
-Must be able to tolerate the smell of badly decomposed remains
-Must be able to tolerate the smell of formaldehyde, other fixatives, etc.




Juana Maria Lopez

Mirando Activity Center



Webb County Employee Performance Evaluation

Em 6 Position/ Employee ID No. |Date
N Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
Covered Type: Special
. PERFORMANCE Circle One Number Only
HOB KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfaciory knowledge of Demonsirates knowledge  |Exceliant knowledge of
familianty w job simplest duties or duties or asssgnments. has  Jduties or assignments; has  |of most phases of jab and  |all duties, assignments Point
ures and equipment  |assignments; has no insufficient knowledge of fair working knowlege of redated work and ralated duties
ial io the job. Ability o |knowledge of related work,  |related work related work
irnovative:
1 2 3 4 5
MMENT
EPENDABILITY Unable to camy out tasks to |Needs frequent supenision | Seeks help when needed, | Self-starter, Rarely nesds |Hrgh|-,| dependabls
dity o carry out tasks to  Jcompletion without constant | or help 1o complete tasks., Fulfills responsibilities with  jassistance to complete job Point
pleticn and degree of  Jsupervision and repeated Some supervision responsibilities on time
rvision required. Instruction,
1 2 3 4 5
[ICOMMENTS
RK HABITS Work habits unsatisfactory.  |Wark habits need Wilark habits satisfactory. Work habits very good. Excellent work habits,
onsader attendance and Toa poor to retain in job improvement. Meeds Regular attendance and Good attendance and attendance, rarely Point
nctuality without improvement. counsaling. Occasional punctuaiity punctuality. misses or is late.
Frequently absant or fardy. | problems with attendance,
punctuality.
@ 1 2 3 4 5
OOPERATION Abality |Fails to cooperate with work  |Contnbutes to work group but{Maimtains good will among | Promeotes good will among |Excellent cooperation
get along with group or to Contribute to may have cocasional difficultylco-workers and supports co-workers. Works actively [with employees, Paoint
workers in support of waork group objectves accapling supervision wark group abjectives o compiete work group supenisors, and the
rk group objectives Resents supervisan Neads prodding. Accepts suparvisan obsectives. Willingly public. Responds quickly
llingness 1o accegt accepts supervision and positively to
BUpEnvision,
1 2 3 4 5
TERPERSONAL Wiery brusque: Does not Tends to be impersonal ard | Usually |s posstive and Alwiys gives coureous Exceptional courtasy,
convey a postive image of  |perfunctory in dealings with  |supportive of mission: gives  |service; is & good communicates clearly, Paint
lity to communicate the agency public: lacks professionalism. jagency good image communicatar listens well
vly with the public;
ee to which a positive
mage of agency is projected
d sustained.
1 2 3 4 5
ALITY OF WORK Dioes poor work; frequently  |Does acceptable wark but Few errors, usually thorowgh | Consistently accurate, Wrk is of excepbonally
has to redo tasks, ends to  |meeds more attention 1o and attentive: generally neat. jconstant attenton to detail;, [high quality, no rework Paint

onsader accuracy, attention
detail and neatness to
1o ridhn wiork,
of work place

be messy,

accuracy, sometimes lacks
naatness.

good organizer.

reguired, encellant
organizer




Webb County Employee Performance Evaluation Form REV. 11109 Page 1 of 2
bilty to — [Resists change. Unwilling to |Slow ta accept change sily adapts to change. [Unaisturbed by change. ||
uad-tw_adupl. I changes in  |leam new procedures. Adapts with some difficulty.  |Leams o use new positive challengs Vialcomes new Point
ob assignments, methods, procedures quickly Dremonstrates initiafive in - |assignmaents, “
rsonnel. or surroundngs. learning new procedures.
1 2 4 5
[ICOMMENTS
= -
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

[OVERALL RATING SCALE:
120 Unacceptable  33-45 Satisfactary §1-55 Outstanding (A + B) = Total Overall Points:
[21-32 Unsatisfactory 45-50 Excallent

Overall Rating:

e

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (15). (IS NOT) recommended for Continued Employment.

if the employee (IS5 NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

or a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within & working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

|Evaluator Signature

Date:

Webb County Employee Performance Evaluation Form REV. 11/09

Page 2 of 2



Rhonda M. Tiffin

Planning & Physical
Development



Webb County Employee Performance Evaluation

Em 6 Position/ Employee ID No. |Date
N Title
Period Evaluation Annual E“luatﬂ ﬂ'f {Ha‘m & nHE]:
Covered Type: Special
[l PERFORMANCE  Circle One Number Only
B KNOWLEDGE Degree |Poor knowladge of the Limated knowledge of the Sabsfactory knowledge of  |Demonstrates knowledge  |Excellent knowledge of
familkarity with job simplest duties ar duties or assignments; has  [duties or assignments; has  |of most phases of job and  Jall duties, assignments Point
ures and equipment  |assignments; has no Insuficlent knowladge of fair working knowlege of related work and ralated duties
ial o the job. Ability to |knowledge of related work related work refated work,
nnovative.
1 2 3 4 5
Unable o camy cut tasks to  |Needs frequent supervision | Seeks help when nesded Self-starter. Rarely needs  |Highly dependabls.
completion without constant |or help to complets tasks. Fulfills responsibilites with  |assistance to complete job Point
supervision and repeated SOME SUPErVSIon responsibiltas on time,
Instructian
1 2 3 4 5
[ISOMMENTS
RK HABITS Work habits unsatisfactory.  |Work habits nead Wiork habits satisfactony Work habits very good, Excelbant work habits,
onsider attendance and Too poor ta retain in job Improvement, Needs Regular attendance and Good attendance and attendance, ranely Point
nctuality without impravement counsefing, Occasional punciuality punchualitty. misses or is late
Frequently absent or tardy.  |problems with attendance,
8 "“"“”““"'
1 2 3 4 5
[IEOMMENTS
OOPERATION Ability |Fails to cooperate with work | Contributes to work group but{Maintains good will amaong  |Promotes good will among |Excellent cooperation
gat along with group or to Comribute to may have occasional difficulty|co-workears and supports co-workers, Works actively [with emplovees, Point
workers in suppart of work group obsectives accepbng suparviskan wark group obpectives. i complete work group supervisars, and the
rk group obsectives, Resents supervision Needs prodding Accepts SUDErVISIon, objectives. Willinghy |pubdic. Respands quickly
llingness to accept aCCepls supenvision. and positively to
Suparvisian
1 2 3 4 5
TERPERSOMNAL \Very brusque: Does nat Tends to ba impersonal and | Usually is positive and Always gives courteous Exceptional courtesy.
convey a positive image of  |perfunctory in dealings with  |supportive of mission; gives  |service; is a good communicates clearty, Point
ility to communicate ther agerncy public: lacks professonalism. jagency good image. communicator. listers well.
ively with the public;
ree to which a positive
mage of agency is projected
nd sustained
1 2 3 4 5
[ICOMMENTS
OF WORK Dees poor work, frequently | Does acceptable work but Few amars; usually thorcugh |Consistently accurate, Work s of exceptionally
ongider accuracy, atenton |has io rede tasks, tends to |needs more attention to and attantive, ganerally naat. [constant attention to detail, |migh quality, no resork Point
detail and neatness fo be messy, accuracy. sometimes lacks good organizer, required, excellent
o redo work: neatness organizer
of wark place
1 2 3 4 5




Webb County Employee Parformance Evaluation Form REV. 11/08 Page 1 of 2

asdy adapts 1o change.
Adapts with some difficulty.  |Leamns to use new
procedures quickly

esponds to change as a
positive challenge

Demanstrates initiatve in
learming rew procedures.

Walcomes new Poimt
assignments “

assignments, mathods,
rsonnel, or surroundings

4 5
EOMMENTS
—_———— ]
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always

1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

[OVERALL RATING SCALE:
120 Unacceptable  33-45 Satisfactory §1-55 Outstanding (A + B) = Total Overall Points:

|l21-32 Unsatisfactory ~ 46-50 Excellent

I

Overall Rating:

[IT1. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets ff necessary) |

]

[TV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (I1S), (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
inot necessarily mean that | agree with this report.

|[Employee Signature Date:
Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV. 11/09 Page 2 of 2




WEBE COUNTY JOB DESCRIPTION

. DEPARTMENT NAME: PLANNING AND PHYSICAL DEVELOPMENT NO: 0102
SLOT NO.: 008

JOB TITLE: Planning Director
NAME OF EMPLOYEE CURRENTLY HOLDING POSITION: Rhonda M. Tiffin, CFM

ESSENTIAL DUTIES AND RESPONSIBILITIES: Oifier duties may be assigned.

¢ Responsible for the oversight and management of all aspects of the Department's regulatory enforcement
activities, current/long-range planning, administrative functions and any other responsibility assigned by the
Commissioners Court including, but not limited to, the duties defined herein.

¢ Provides oversight and management of the Department's functions related to regulatory review and
enforcement activities of land platting/subdividing (including review and evaluation of plats; local policy
review and recommendations; legislative review; presentations before the Planning Advisory Board,
Commissioners Court and general public: coordination of platting and enforcement activities with the state,
affected municipalities and other county offices/departments; etc.) as necessary to ensure that all
subdivisions/plats comply with state law, the county's Model Subdivision Rules, Subdivision Regulations,
On-Site Sewage Facility Order and any other applicable law or regulation.

¢ Designated as County's Floodplain Administrator and responsible for the oversight, management and
. implementation of the County's floodplain management program including, but not limited to, compliance with
state and federal program guidelines, the issuance of floodplain development permits, review and evaluation of
Elevation Certificates and Flood-proofing Certificates under FEMA guidelines and all other responsibilities
defined by the Webb County Flood Damage Prevention Order.

¢ Oversight and management of the Department's functions related to review, evaluation and preparation of
"Certificates of Compliance with Plat Requirements” (permitting activities required for all new utility service
connections) pursuant to the provisions of state law.

o In conjunction with the County Attorney’s Code Enforcement Division, provides oversight and management of
the Department's functions related to review, evaluation and licensing of automotive wrecking and salvage yards
to ensure compliance with state law and the Webb County Order Regulating Automotive Wrecking and Salvage
Yards.

= Reviews, evaluates and prepares recommendations to the Planning Advisory Board and Commissioners Court
for revisions to local regulations or proposed legislation regarding regulatory enforcement, land development
issues and other activities assigned to the Department.

e Project management and oversight of the county’s 9.1-1 addressing plan and GIS mapping (including
hardware, software, files, maps, etc.).

¢ Identifies, evaluates, provides recommendations and plans resolution measures to address the needs of the
county's "colonias” and rural communities particularly as it relates to current and long-range planning for water
. and wastewater facilities, road and drainage improvements, transportation, public facilities and services,

recreation, etc.




¢ Provides information, guidance and assistance as necessary to the general public and other county departments
regarding compliance with state law and local regulations governing subdivisions or land development issues,
planning activities, current/proposed improvement projects and any other activities of the Department.

¢ Responsible for the preparation of the Department’s budget requests, asset and financial management, and
administration and supervision of department personnel.

¢ Represents Webb County on the Technical Committee of the MPO (Metropolitan Planning Organization) and
any other committee assigned by the Commissioners Court.

¢ Coordinates municipal and county functions related to curent and long-range planning for transportation
improvements, subdivision developments, annexation, public facilities, etc.

¢ Coordinates the activities of professional services providers and other county departments in reference to
planning, transportation, road and drainage improvements, public services and facilities, subdivision
developments, water and wastewater improvements, mapping, 9-1-1 Addressing, etc.

¢ Provides technical assistance to the Commissioners' and County Judge's offices, County Attorney's office,
County Engineer, Economic Development, Road & Bridge Department and any other county department
requiring assistance related to the functions of the Department.

CERTIFICATES, LICENSES, REGISTRATIONS:

¢ Must possess and maintain National/Texas certification as a certified floodplain manager (CEM).
4 Must possess and maintain a valid Texas Driver's License.

DRUG/ALCOHOL POLICY:
Drug/Alcohol Policy applies to this job. Pre-employment drug/alcohol testing required.




Cornell Mickley

Pre Trial Services




Webb County Employee Performance Evaluation

Emplpyee 6 Position/ Employee ID No. |Date
Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
Covered Type: Special
—]
|. PERFORMANCE Circle One Number Only |
0B KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demonstrates knowledge  |Excellant knowledge of
tamidiarity wath job simplest duties or duties or assignments; has  |dubies or assignments; has  |of most phases of jab and  |all duties, assignments Point
res and equipment  |assignments, has no Insufclent knowsedge of Fair working knowlege of related work and ralated duties
ntial to the job. Ability to [knowledge of related wark.  |related work, redated work.
innowvative.
1 2 3 4 5
[IEQMMENTS
ILITY Unable to carmy cut tasks to  |Needs frequant supervision  |Seeks help when needed Self-starter. Rarely needs  |Highly dependabie
ity to carry cut tasks 1o |completion without constant Jor help to complete tasks Fulfllls responsibdities with  |assistance to complete job Point
pletion and degree of  |supervision and repeated S0ME Supenision, responsibilities on time
upervision required Instructian
1 2 3 4 5
K HABITS Work habits unsatisfactory.  |Work habits need Wiork habits satsfactory. Waork habits very good Excellent work habits,
sider attendance and | Too poor to retain in job improvement. Needs Regular attendance and Good attendance and attendance, rarely Point
nciuality without improvement counseling, Occasicnal punchuality puenctualiity. misses o is late,
Frequently absent or tardy.  |problems with attendance.
punciuality
1 2 3 4 5
OPERATION Abiliy |Fails o cooperate with work  |Contributes to work group but |Maintains good will among Promotes good will among |Excellent cooparation
get along with growp ar to Contribute 1o may have occasional difficulty|co-workers and supports co-workers. Warks actively |with employees, Point
rkers in support af wiork group cbjeciives accepting supenision. work group ohjectives. to complete wark group supervisors. and the
group chjectives Resants supervision MNeeds prodding. Accepts supervision obectives. Willingly public. Rasponds quackly
lingress to accept Bccepls supervision and positively to
rvision supernvision,
1 2 3 4 5
[IEQMMENTS
NTERPERSOMNAL Wery brusque: Does not Tends to be impersonal and  |Uswally is positive and Always gives courfeous Exceptional courtesy,
LATIONS convey & positive image of  |perfunciory in dealings with  |supportive of mission: gives |service, is a good communicates clearly, Point
bility 10 communicale the agency public: lacks profassicnalism. [agency good mage communicatar. listens wall.
ively with the public,
rea to which a positive
mage of agency |s propected
nd sustained
1 2 3 4 5
[COMMENTS
OF WORK Doas poor work, frequently  |Does acceplable work but  |Few emors; usually thorowgh {Consistently accurate, Wark is of exceptionally
constant attention to detail, [high quality, no rewark Point

onsider accuracy, atlention
detad and neatness o
to redo work:
of wark place.

has to redo tasks, tends o
be messy,

needs more atiention fo
accuracy, somatimes [acks
neaness.

and attentive, generally neat.

good organizes.

requined, excellant

organizer
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posiive challenge Paint
Demaonstrates initiative in  |assignments,
lsaming new proceduras,
4 5
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always

1 2 3 4

Follows attendance and punctuality rules
Observes safety rules and regulations
Maintains neat and orderly work area
Completes assignments timely and accurately

Participates in meetings. training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

e .
OVERALL RATING SCALE:
120 Unacceptable ~ 33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:

[21-32 Unsatisfactory 45-50 Excellent
Overall Rating:

= —— =J

. B
III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (IS}, (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3}, six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employes Performance Evaluation Form REV. 11/09 Page 2 of 2




INDIGENT DEFENSE SERVICES DIRECTOR

SECTION | — JOB DESCRIPTION

SUMMARY: The overall purpose and general responsibilities of the job.

Under policy direction, is responsible for directing all operations of the Indigent
Defense Services Department, prepares department budget; represents the
department in Commissioners Court; and perform related duties as required.

ESSENTIAL FUNCTIONS: The fundamental duties and tasks that define the Job.

1. Directs overall operations of the Indigent Defense Services Department;

2. Represents the department before Commissioners Court, criminal justice
committees formed by Board of Judges, news media and general public;

3. Assists in managing jail overcrowding problems in junctions with the sheriff's
department and through coordination with the county’s judicial system ;

4. Conducts preliminary investigations cm complaints received by the Indigent
Defense Services Department,

5. Prepared, presents and manages County budget and state grants and
coordinates with the Board of Judges on program's fiscal impact;

6. Designs, coordinates and oversees the implementation of innovative and

. diversionary projects addressing jail overcrowding;

7. Manages the activities of professional and administrative staff,

8. Manages department sections which includes Pre-Trial Services to ensure quality of
services provided;

9. Researches grant funding opportunities and develops new grant proposals,

10. Prepares grant proposals to support to continued operation of existing programs;

11. Evaluates existing programs for overall effectiveness, budget status and procedures;

12. Maintains current records and prepares required reports far all grant-funded
programs;

13. Participates in multi-agency review committees impacting the criminal justice
system,;

14. Monitors department personal files;

15. Performs related duties as required.

DEPARTMENT ESSENTIAL FUNCTIONS: Variations in Essential Functions by
department.
None

SECTION /! = JOB DIMENSIONS

. ATACTS: Nature of contacts, external relationships and Internal relationships. Contacts: Nature
of contacts, external relationships and internal relationships.




Utilizes tact and diplomacy when dealing with Commissioners Court,

Elected/Appointed Officials, news media and the ?eneral public. Researches

and develops financial funding through grants for department operations.

Provides general program information to other agencies and outside
. organizations.

Extemnal Contacts: Constant contact with other government agencies, outside
organizations, news media and general public. Communication is primarily
face-to-face, via telephone, computer, E-mail and through written
correspondence.

Internal contacts: Constant contact with subordinates, co-workers, other county
employees, Department Heads and Elected/Appointed Officials. Communication
is primarily face-to-face, via telephone computer, E-mail and through written
correspondence.
RESPONSIBILITY: Supervision given accountability, safety, budgeting, spending
authority and confidentiality.

Primary supervisory responsibility for policy development, recommendations to
the Committee of Judges Overseeing the Indigent Defense Services Department
for hiring, promotions, discipline and work assignments for the department. Shared
supervisory responsibility for counseling and training the department. Job has
critical impact on department operations, budget and public image. Primary
responsibility for developing and administering department's overall budget.
Approving authority for department expenditures. Job responsibilities include
frequent handing of confidential information/documents such as department
personnel records. Employee is accountable for any shortages in bond fees.

DIFFICULTY: Judgment, initiative, and decision-making.

Expert judgment is required to direct all department operations, Uses broad
discretion to achieve work goals. Initiative is constantly required to achieve work
goals. Conflicting and incomplete data is constantly encountered in
decision-making. Decisions are made regarding long-range goals and priorities,
policy development, policy interpretation, project planning, group work scheduling
and individual work priorities,

Guidance: Supervision received and level of independence.

Employee receives policy directions from the Indigent Defense Services Oversight
Committee who oversees the department when performing the essential
functions. Employee develops unique solutions for achieving work goals working
within the bounds of common business practice.

WORKING CONDITIONS: Working environment and other conditions of

employment. Working conditions are primarily in office environment.




SECTION I1l- JOB REQUIREMENTS

EDUCATION AND EXPERIENCE: Minimum requirements for formal education and
job related experience. _

Graduation from an accredited college or university with a Bachelor's Degree in
Criminal Justice, Business Administration or a related field, and eight years
personal bond experience including five years criminal justice system experience
and four years supervisory experience; or an equivalent combination of education
and experience.

KNOWLEDGE, SKILLS AND ABILITIES; Utilized in the performance of the essential
functions of the job.

Must be bilingual in English and Spanish. Comprehensive knowledge of Criminal
Justice System; considerable knowledge of Personal Management, good
knowledge of budget preparation and administration. Skill in directing professional
and administrative employees; skill in analyzing and reporting information; skill in
managing multiple projects simultaneously. Ability to communicate effectively,
both verbally and in writing; ability to make presentations; ability to establish and
maintain effective working relationships with subordinates, co-workers, County
employees, Department Heads, Elected/Appointed Officials, outside organizations
and the general public.

. PHYSICAL DEMANDS: The physical requirements associated with
performance of the essential functions.

Physical requirements include lifting/carrying 10-25 Ibs. occasionally, visual acuity,
speech and hearing; hand and eye coordination and manual dexterity necessary
to operate computer keyboard and basic office equipment. Subject to climbing,
walking, sitting, reaching, and handling to perform essential functions,

SPECIAL REQUIREMENTS: Special licenses and other requirements necessary to
obtain or retain the position.

Must secure and maintain a favorable background investigation and criminal
history from the Webb County Sheriff's Department; must have a valid driver's
license. May be required to work more than 40 hours during the workweek.

DEPARMENT JOB REQUIREMENTS: Variations in Job Requirements by

department.




Virginia Aranda

Public Defenders



Webb County Employee Performance Evaluation

Em 6 Position/ Employee ID No. |Date
N Title
Period Evaluation ___Annual Evaluated By (Name & Title):
Covered Type: Special
—_——
il. PERFORMANCE Circle One Number Only
B KNOWLEDGE Degres |Poor knowledge of the Lirted knowledge of the Satisfactory knowledge of !Denmmm knowdadge  |Excallent knowledge of
familiarity wih job simplest duties or duties or assignments; has . |dubies or assignments; has  |of most phases of job and  |all duties, assignments Point
ures and equipment  |assignments; has no insufficient knowledge of fair working knowlege of related work and related duties.
ntial io the job. Ability to |knowledge of related work.  |melated work, related work,
innovative:
1 2 3 4 5
NDABILITY Unable to camry out tasks to  |Needs frequent supervision  |Seeks help when nesded Self-starter. Rarely needs  [Highly dependabile.
dity to carry out tasks o Jcompletion without constant |or help to complete tasks. Fulfills responsibilities with  |assistance fo complete job Point
pletion and degree of  {supervision and repeated SOIME SUDErvision responsibiltas on time,
rvision mequined. Instruction
1 2 3 4 5
MMEMNT
RK HABITS Work habits unsatisfactory.  |Work habits need Work habits satisfactory Work habits very good Excellent work habits,
onsider attendance and Too poar to retain in job improvement, Neseds Regular attendance and Good attendance and attendance, rarsly Point
nctuality without improvement counseding. Occasicnal punciuality pursciuality. misses ar is late
Frequently absent or tardy.  |problems with attendance,
punctuality
@ 1 2 3 4 5
[IEOMMENTS
OOPERATION Ability |Fails to cooperate with work | Contributes to work group bat (Maintains good will amang  [Promotes good will among |Excellent cooperation
et along with graup ar to Contribule to may have occasional difficulty|co-workers and supports co-workers, Works actively |with employvess, Point
&rs in support of work group obsectives accepting supanasion. work group objectives i complete work group supervisars, and the
group objectves, Resents supervision MNesds prodding Accepls supervision, objectves, Willingty |public. Responds quickly
ilingness to accept acceplis supervision, and positively 1o
SLEDBVERION
1 2 3 4 5
RPERSOMAL Very brusque: Does nat Tends to be impersonal and  |Usually is positive and Always gives courteous Exceptional courtesy.
convey a positive image of  |perfunciory in dealings with  |supportive of mission: gives  |service; is a good communicates clearly, Point
ility to communicate the agency. public: lacks profassionalism. |agency good image. lcommunicatos, |lastens well.
with the pubsic;
rea to which a posiive
e of agency is projectsd
sustained
1 2 3 4 5
ALITY OF WORK Dees poor work, frequently | Does acceptable work but Few emrars: usually thorough |Consistently accurate, Work is of exceptionally
sider accuracy, atiention (has to redo tasks; tends to  [needs more attentson to and attantive, generally neal |constant attention to dedail, jhigh quality, no rework Point
detail and neatness o be messy, accuracy, somatimes lacke Good organdaer. required, excellent
o redo work: neatness organizes
af wark place.
1 2 3 4 5




Webb County Employee Performance Evaluation Form REV. 11/08 Page 1 of 2
ILITY Ablity 10 |Resists change, Unwiling 1o |SIow to accept change asily agapis fo change. Respands [ change 35 & Undisturbed by change.
ickly adapt to changes in  |leam new procedures. Adapts with some difficulty.  |Leams to use new positive challenge. Welcomes new Point
assignments, methods procedures quickly Demonstrates intative in - |assignments
sanned, or surroundings leaming new procedunss.
1 2 3 4 5
=
4
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4
Follows attendance and punctuality rules
Observes safety rules and regulations
Maintains neat and orderly work area
Completes assignments timely and accurately
Participates in meetings, training, and special events
(B) Total Evaluate Points (Maximum 20 Points):
OVERALL RATING SCALE: '
1-20 Unacceptable  33-45 Satisfactory 51.55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent
Overall Rating:
L 4
III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary) |

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (IS}, (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed, | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal, My signature does
not necessarily mean that | agree with this report

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV. 11/08

Page 2 of 2




WEBB COUNTY
JOB DESCRIPTION

. JOB TITLE: WEBB COUNTY PUBLIC DEFENDER
REPORTS TO: WEBB COUNTY COMMISSIONERS COURT
DEPARTMENT: PUBLIC DEFENDER’S OFFICE

JOB SUMMARY :

Responsibilities for ensuring the Public Defender’s Office provides a full range of services to indigent
criminal defendants. Directs and coordinates the day-to-day operations of the public Defender’s Office.
Utilizes subordinate managerial personnel. Provides advice and counsel to managerial personnel and
to the staff as a whole. Work involves advanced legal work by directly handling court assigned cases
as well as supervising and training subordinate staff in all areas of trial techniques, negotiation, and
legal research. Responsible for all administrative, managerial, and budgetary decisions. Develops and
approves all polices and procedures utilized and in my office.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Under general direction supervise, trains, and oversees the workflow of the Assistant
Public Defender’s and office staff.

e Manages an active criminal caseload including high profile, complex and special
assignment cases; represents the defendant verbally and through written
correspondence.

e Performs in-depth research for complex issues which may be unique or controversial

' and provides resource and research assistance to other staff attorneys.
. e Maintains client relationship through continued visits, phone and written
correspondence, and responds to questions and concerns from clients.

* Maintains awareness of new court decisions, new laws, and revised rules and

regulations through conferences, workshops and relevant periodicals.

Wrntes appellate briefs and pleadings for filling in the Texas Court system.
Answers questions and assists the legal community regarding criminal law issues.
Performs related duties as required.

Prepares and approves budgetary input and expenditures

Supervises, evaluates, develops and trains staff in all areas involving the defense of
indigent clients.

QUALIFICATION REQUIREMENTS:

e Graduation from an accredited college or university with a Doctorate of Jurisprudence,
and five years experience in the practice of criminal law and felony trial experience,
including three years of supervisory experience.

e Must be licensed to practice law in the State of Texas.

e Comprehensive knowledge of criminal defense law and appeals; good knowledge of
legal research and writing skills including familiarity with computer-based legal
research, good knowledge of investigatory methods. Skills in supervising professional
employees; skill in organization and presentation of facts and supporting logic; skill in
communicating effectively in English and Spanish with hostile, abusive or irrational

. individuals; skill in community effectively both verbally and in writing.

= Ability to establish and maintain effective working relationship with co-workers,

County employees, outside organizations, service providers and the general public.




e Ability to prioritize, plan and organize work to meet numerous and amended deadlines
for motions, extensions, show cause and evidentiary hearing and other court
requirements.

e Ability to operate personal computer and basic office equipment.

OTHER SKILLS AND ABILITIES:

s Requires the ability to read a variety of reports, correspondence, technical manual,
forms, logs, charts, etc.

e Requires the ability to prepare a variety of reports, forms, etc. Using prescribed formats
and conforming to all rules of punctuation, grammar, diction, and style.

e Requires the ability to speak to people with poise, voice control and confidence.

» Requires the ability to apply principles of logical or scientific thinking to define
problems, collect data, establish facts and draw valid conclusions; to interpret an
extensive variety of technical instructions diagrammatically form; and to deal with
several abstract and concrete variables.

e Requires the ability to deal with people beyond giving and receiving instructions.

¢ Must be adaptable to performing under minimal levels of stress when confronted with
persons acting under stress.

Ability to work irregular hours.

e Employee may be assigned other duties in addition to those listed; duties may change

according to the changing needs of the County.

SAFETY REQUIREMENTS:

Required to follow all Webb County safety policy and regulations.

DRUG/ALCOHOL POLICY:

Drug/Alcohol Policy applies to this job. Pre-employment drug/alcohol testing is required.

ACKNOWLEDGEMENT:
The undersigned have read, discussed and understand the full meaning of this job description and agree
to abide by all terms and conditions herein expressed and/or implied.

Employee Signature/Date Supervisor’s Signature/Date

Printed Name Printed Name

WEBB COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER AND COMPLIES WITH THE
AMERICAN WITH DISABILITY ACT.
EMPLOYMENT WITH WEBB COUNTY IS ON AN “AT-WILL” BASIS.
STATEMENT OF QUALIFICATIONS PACKET REQUIREMENTS:




Larry Sanchez

Public Information officer




Webb County Employee Performance Evaluation

Em 6 Position/ Employee ID No. |Date
N Title
Period Evaluation Annual Evaluated By (Name & Title):
[l PERFORMANCE Circle One Number Only
B KNOWLEDGE Degres |Poor knowledge of the Limsted knowledge of the Satisfactory knowledge of Demonsirates knowsedge  |Excellent knowledge of
famnikarity with job simplest duties or duties or assignments; has  |duties or assignments; has  |of most phases of job and |2l duties, assignments Point
rocedures and equipment  |assignments, has no insufficient knowledge af fair working knowlege of related work and related duties
| ton the job. Abifity to [knowledge of related work,  |relabed work. ralated work.
inncvative.
1 2 3 4 5
MMENTS
ENDABILITY Unable to carry out tasks to  |Needs frequent suparvision | Seaks help when needed Self-starter. Rarely needs  [Highly dependable
hility to carry out tasks to  |completion without constant |or help to complete tasks.  |Fulfills responsibilities with  {assistanoe to complate job
plation and degree of  [supervision and repeated SOME SLpEnvision. responsibilites on time
ryision requined Instruction
1 2 3 4 5
[IEOMMENTS
RK HABITS Work habits unsatisfactory. | Work habits need Wiork habils sabsfactory. Work habits very good. Excallent work habits,
onsider aftendance and Too poar to ratain in b impravemant. Neads Regular attendance and Good attendance and attendance, rarely
nctuality, without Improvement. counseling. Occasional puncialty punctualiity misses of s late.
Frequently absent or tardy.  |problems with attendance,
punchaality,
K : 2 3 4 :
MM
Fails to cooperate with wark | Contributes to waork group but |Maintains good will among  |Promotes good will amaong |Excellent cooperation
group or to Contribute to may have oocasional difficulty|co-workers and supports co-workers. Waorks activaly [with employees,

wark group objectives. acoapling supendsion. wirk group objectves to complete work group supervisors, and the
Resents supervision Needs proading Accepts supervision obyectives. Willingly public. Responds quickly
accepts supervision and positively to
sUpErYision.
1 2 3 4 5
NTERPERSOMNAL Wery brusque: Does not Tends to be impersanal and | Lisualky is posstive and Adways ghies courleous | Excepbonal courtesy,
ELATIONS convey a positive image of  |perfunctory in dealings with  |supportive of misskon: gives  |service, is a good communcates chearty,
bility to communicate the agency. public: lacks professionalism. jagency good image communicatar listens wedl
with the pubdic,
res 10 which a positive
o of agency is projected
gustained
1 2 3 4 5
FQEHEHTB
ALITY OF WORK Dioes poor work; frequently | Does acceptable wark but Few arrars, usually tharough |Consistently accurate, Work is of exceptionalty
onsider accuracy. attention [has to redo tasks; tends to |needs more attention to and attentive, generally neat. |constant attention to detail, [mgh guality, ro rework Point
detail and negtness to | b massy, accuracy, sometmes lacks good arganizer. required, excediant
: ta reda wark: neatness organizer
L‘ of work place.
1 2 3 4 5

MMENT




Webb County Employee Performance Evaluation Form REV. 11/09

Fage 1 of 2

ange, asily adapis 1o change.
Adapts with some difficulty.  |Leams to use new
procedures quickly.

nge asa |Undisturbed by change
positive challenge Welcomes new Point
Demonstrates initiative in {assignments
lsarming new procedures,

assgnments, mathods,
rsonnel, or surmaundings

4 5

(A) Total Performance Points (Maximum 35 Points):

II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:

1-20 Unacceptable 33-45 Satisfactory 51-55 Qutstanding [A + B]' = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

|ie

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary) |

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (IS}, (IS NOT) recommended for Continued Employment.

|If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice
for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

IEvaIuatnr Signature Date:

Webb County Employes Performance Evaluation Form REV. 11/08 Page 2 of 2




CERTIFIED
By Webb County
Civil Service Commission

WEBB COUNTY April 14, 2010
REQUEST FOR QUALIFICATIONS

JOB TITLE: WEBB COUNTY PUBLIC INFORMATION OFFICER
DEPARTMENT: PUBLIC INFORMATION OFFICE

REPORTS TO: WEBB COUNTY COMMISSIONERS COURT

JOB SUMMARY':

Functions as a department under the supervision and guidance of Webb County Commissioners Court
and serves as the chief information officer for Webb County. Responsible for planning and
implementing (print, radio, TV, outdoor, etc.) public relations and marketing activities (news and
information services), major publications (newspapers, brochures, internal mmmumcatmn pieces),
special events coordination, and any other duties as assigned by Commissioners Court,

ESSENTIAL DUTIES AND REQUIREMENTS:

1. Prioritize, prepare, and or edit press releases, feature stories, photographs, etc.
which serve to publicize County events; educate the public on important issues,
programs, services the County provides.

2. Develop, schedule and implement advertising in the various media (TV, print,
Radio, Public Access channels) for any and all County issues, events, programs.

3. Proofread/edit all printed documents ( for quality control) emanating from the
P10 office and other County offices.

4, Coordinate all production of major publications that involve County information
such as brochures, posters, fliers, articles, calendars, etc.

5. Prepare and manage departmental budget.

6. Represent the County in community organizations and activities,

7. Assist with preparation of County’s Annual Performance Report.

8. Prepare essential reports for Department heads and staff as needed.




9. Must be able to work outside the normal 8-5 schedule; be available for events, functions, meetings,
etc. that take place in the evenings, weekends, etc.

10. Perform any other duties as assigned by Commissioners Court.

Note: The duties listed above are intended only as illustrations of the various types of work that may
be performed. The omission of specific statements of duties does not exclude them from the position if
the work is similar, related or a logical assignment of the position and is assigned by the supervisor.

QUALIFICATIONS:
@  Bachelors Degree in Journalism, Mass Communications, English, Broadcasting,
Public Relations, or related area, from an accredited college or university.
®  Two (2) years of work related experience preferred
OR
L]

Six (6) years of progressively responsible experience to include writing, public
speaking, media relations, community relations and special events planning,
broadcasting may be considered in lieu of educational requirements;
budgetary and supervisory skills.

SKILLS, KNOWLEDGE, AND ABILITIES:

? 5 @ @ & & & o

Skill in the use of computer for desktop publishing and word processing;
Knowledge of media relations, script writing, special event planning;

Ability and skill in the use of Broadcasting equipment;

Ability to produce cable-television ~ready programming;

Ability to use digital cameras;

Ability to do linear/non-linear editing;

Ability to handle multiple priorities and work under deadline pressure;
Knowledge of federal, state, and local laws pertaining to OPEN MEETINGS/
Open Records and dissemination of information;

Ability to communicate fluently in English and Spanish (verbal/written)

PHYSICAL REQUIREMENTS:

Must be able to sit or stand for prolonged periods of time.
Must be able to lift 30 Ibs. (books, files, file boxes, computer equipment and small devices).



@ sELECTION GUIDELINES:

Formal application, rating of education and experience; oral interview and reference check; job related
tests might be required at time of interview.

DRUG/ALCOHOL POLICY:

Drug/Alcohol Policy applies to this job. Pre-employment drug/alcohol testing
15 required.

SAFETY REGULATIONS:
Required to comply and adhere to County policies.

WEBB COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER
AND COMPLIES WITH THE AMERICAN WITH DISABILITIES ACT.




Virginia Ibarra

Rio Bravo Community Center




Webb County Employee Performance Evaluation

Empgloyee 6 Position/ Employee ID No. |Date
Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
Coverad Type: Special
——————————————————————
|. PERFORMANCE Circle One Number Only
0B KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demonstrates knowledge | Excellent knowledge of
familiarity with job simplest duties ar duties or assignments; has  |duties or assignments; has  |of most phases of job and  |all duties, assignments Point
ures and equipment  |assignments, has no Insufficiant knowledge of |Eair working knowlege of related work. and related duties
ntial to the job. Abdity to [knowledge of related work.  [retated work. related work
inmowvative,
1 2 3 4 5
[IEQMMENTS
NOABILITY Unabie to carry out tasks o |Needs frequent supervision | Seeks halp when neeged Sell-starter. Rarely neads  |Highly dependabla
ity to carry out tasks to  |[completion without constant Jor help to complete tasks. Fulfills responsibilities with  |assistance to complete job Point
pletion and degree of  |supervision and repeated SOIME SUpenision. responsibilities on fime
upEryision required Instructian,
1 2 3 4 5
[COMMENTS
HABITS Work habits unsatisfactory.  |Work habits need Work habits satisfactary Vitork habits very good Exceflant work habits,
siger attendance and Too poor o retain in job improvemant. Neads Regular attendance and Good attendance and attendance, rarely Point
nCiuality without improvement counseling. Occasional puncualty punctuailty. misses of is late
Frequently absent or tardy  |problems with atiendance.
punciuality
1 Z 3 4 5
OOPERATION Ability | Fails o cooparate with work  [Contributes to work group but |Maintains good will among Prometes good will among | Excelbant cooperation
get akang with group or to Contribute 1o may hawve occasanal difficulty|co-workers and supports co-workers. Works actively |with employees, Point
warkers in suppor of wiork group objectives accepting supervision. wiork group objeclives. to compheta wark graup supervisors, and the
rk group objectives Resents supervision Neads prodding Accepts supervision objectives, Willingly public. Responds quickly
ingress 0 accept acoepts supervision and positively to
supervision
1 2 3 4 5
[[COMMENTS
TERPERSOMAL ary brusque: Doas nod Tends to be impersonal and  |Uswally is positive and Always gives courteous Excaptional courtesy,
TIONS convey a posilive image of  |perfunclory in dealings with  |supportive of mission: gives  |sarvice, is a good communicates clearly, Point
ity t0 communicate the: agency public: lacks professionalism. |agency good image communicator listens well
iwaly with the public;
ree o which a positive
mage of agency is projectad
nd sustained
1 2 3 4 5
lw
ALITY OF WORK Does poor work: frequentty | Does acceptable work but Few ermors, usually thorough |Consistently accurats, Wiark is of excepbonally
has to rado tasks; tands o |neads mone attention 1o and attenbive, generally neat. |constant atiention to detail, [high quality, no rework Point

onsider accuracy, attention
detadl and neatness to
10 o work.
of work place

Do ressy,

accuracy, sometimes lacks
negtness

good organizer

required. excellent
arganizer




Webb County Employee Performance Evaluation Form REV, 11/08 page 1 of 2

to accept change.
Adapts with some difficulty

adapts to change. ﬁespmds o change es a naistu by change
Leams to use new positive challenge Welcomes raw
procedures qusckly Demonstrates initigfive in - |assignments

learning naw procedures,

assignmenis, methods,
rsonnel. or surmundings.

1 2 3 4
ICOMMENTS
(A) Total Performance Points (Maximum 35 Points):
11. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:

1-20 Unacceptable 33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:
(21-32 Unsatisfactory 46-50 Excellent

Overall Rating:

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

Eﬁ. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (1S), (IS NOT) recormmmended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance nofice
for a period of three (3), six (6) months, or Termination.

{IMy signature indicates that the appraisal interview has been completed and discussed. | understand that | have the nght to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV, 11/09 Page 2 of 2




S T e

CERTIFIED

By Webb County
Civil Service Commission
April 14, 2010

FY 2007-2008

Job Description Form

Department__ Rio Bravo Community Center

Slot No. 1742 Department No. 6105

Name of Employee currently holding position *

Job Title _ Durector
Job Descniption:
Essential Duties:

* Understand and provide routine information within specified policies and
procedures regarding department services or polcies to the public or other
county employees in person, over the telephone, or by mail

* Produce and edit routine letters, memorandums, reports, and other matenals
from rough draft or detailed notes

* Greet the general public and direct visitors to appropriate personnel

* (Generate reports, lists, or other information from data previously entered
a computer system

* Proper representation on behalf of a Commissioner where the center lays
within the county precinct in case he/she cannot attend a function

* Schedule of meetings and activities

* Coordinate special events as needed




* Effective leadership and organizational skills

* Available to be called to open the center all night in case of emergency as a
Shelter for the residence of the area

* Oversee the daily operation of the Boys and Girls Club

* Attend weekly meetings with all center Directors to discuss any up coming
events

* Drive mto town on a weekly basis for any information that needs to be
reported

* Operate a personal computer to access pre-established programs to input or
retrieve information

* Operate modern office equipment
* Answer and direct calls using a multi-line telephone system

* Sort and file documents and reports according to predetermined methods
and classifications

* Receive and sort incoming and outgoing mail

* Arrange travel and lodging for conferences

* Attend Conference both in town as well as out-of-town

* Fax correspondence, make copies, and run office errands

* Have excellent language skills both in English and Spamish

* Dependable - remain conscientious, accurate and reliable for an effective
office

* Maintain a professional appearance at all time




_; * Maintain effective systems for accounts, receipts and expenditures of funds

* Working longer hours if necessary

* Perform other related work as required and any other duty assigned

* Reports to the Honorable County Judge and Commissioners Court




Jose Luis Rodriguez

Road & Bridge Department




Webb County Employee Performance Evaluation

Position/ Employee ID No. |Date
Title
Evaluation ____ Annual Evaluated By (Name & Title):
Type: Special
— —_—
|. PERFORMANCE Circle One Number Only
KNOWLEDGE Degree [Poor knowledge of the Limited knowledge of the Satisfaciory knowledge of Demaonstrates knowledge  |Excellent knowledge of
familianty with job simplest duties or duties or assignments. has  jduties or assignments; has  Jof most phases of job and  |all duties, assignments Paint
ures and equipment  |assignments; has no insufficient knowledge of fair working knowlege of related work and related dutes.
tial ta the job. Ability to [knowdedge of related work.  |related wark related work.
inmovative.
1 2 3 4 5
[ICOMMENTS
PENDABILITY Unabde to carmy oul tasks o |Needs frequent supervision | Seeks halp when needed Self-gtarter. Rarely needs  |Highly dependable
ility f0 camy out tasks to  jcompletion without constant  Jor help o complete tasks. FuMills respansibilities with  |assistance to complete job Point
ion and degree of  |supervision and repeated SOME sUpervision responsibilities on tims
rvision mequired. Instruction,
1 2 3 4 5
RK HABITS Yiork habits unsatisfactory.  |Work habits need Wiork habits satisfactary. Work habits very good Excallent work habits,
onsider attendance and Too poor o retain in job improvement Needs Regular attendance and Good attendance and attendance, rarehy Point
lity without improvement, counseling. Occasional punctuality punctualilty. misses of is late,
Frequently absant or tardy.  |problems with attendance,
punchuality,
1 P 3 4 5
OPERATION Ability | Fails to cooperate with waork | Contributes to work group but]Maintains good will among  |Promotes good will amang |Excellent cooperaton
gel along with group of i Contribube to may have cocasional difficulty]oo-workers and supports co-workers. Waorks actively (with employees, Point
rkers in support of wark group objectives accapling supervision. wark group objectives. 1o compete work group supervisors, and the
rk group objectives Resents supervision Needs proading Accepts supenvision obectives. Willingly public. Responds quickly
ingness fo accept accepts supervision and positively to
Sion supEenision
1 2 3 4 5
HCOMMENTS
NTERPERSONAL Wery brusque: Doas nol Tends to be impersonal and  |Usually is positive and Always gives courleaus Exceptional courlesay,
TIONS convey a posdive image of  |parfunctory in dealings wih  |supportive of mission: gives  |service, is a goad cammunicates claary, Paint
o communicate the agency pubkc: lacks professionalism. jagency good image Communicator listens wekl,
iwly with the public;
ree 10 which @ positive
mage of agency is projected
nd sustained
1 2 3 4 5
ALITY OF WORK Does poor work; freguently | Does acceptable waork but Few armors; usually thorough |Consistently accurate, Work is of exceptionally
has to redo tasks,; tends to |needs mare attention 1o and attentive, generally neat. jconstant attention 1o detall, (high quality, no rework Point

onsider accuracy, attention
detail and neatness to

. to redao work
of work place,

be messy,

accuracy, somelimes lacks
neatness

good organizer,

required, excelient
organizer

MMENTS




Webb County Employes Performance Evaluation Form REV, 11108

Page 1 of 2
fo accept change. Easly adapts o change. s 0 change as a  |Undistu change.
Adapts with some difficulty.  |Leams o use new pasitive challenge. Wialcomes new Point
assignments, methods, procedures quickly Demonstrates initiative In |assignments
rsonnel. or surreundings learming new procedures,
2 3 4 5
[COMMENTS
i
L ——— )
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always

1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

IEU‘VERALL RATING SCALE:
1.20 Unacceptable 33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:

121-32 Unsatisfactory 46-50 Excallent

Overall Rating:

- —

ﬁI. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator, Attach additional sheets if necessary) [

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

[V. RECOMMENDED ACTION

The Employee (IS), (IS5 NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, {HE) / (SHE) is being placed on performance notice
for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to

respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV. 11/08 Page 2 of 2




WEBB COUNTY

JOB DESCRIPTION
TITLE: Road & Bridge Superintendent
DEPARTMENT: Road and Bridge

SLOT NUMBER: 645

JOB SUMMARY:
The function of this appointed official is to manage the Road and Bridge, and Motor Pool

Department. The Superintendent works directly under Commissioners Court. He attends all
Commissioners Court Meetings, plan and approve major decisions regarding, road
maintenance and construction priorities. The development of plans, budgets, projects
estimates, methods, scheduling, coordination, equipment needs and specifications,
personnel and other duties described by the Optional Road Law of 1947 are his
responsibilities.

CHARACTERISTIC/ESSENTIAL DUTIES AND RESPONSIBLITIES:

Responsible for the safe keeping of all tools, machinery, implements and crews under his
control.

Insure that all applicable county and state laws with regards to the R&B functions
are strictly complied with.

Remain in frequent contact with other department heads to maintain a high degree
of liaison and cooperation.

Maintain a high degree of responsibility to precinct Commissioner’s needs of the
general public.

Without bias, settle or remedy interdepartmental differences of employees.
Interview prospective employees, without bias, and hire most qualified dependable
applicant.

Insure that all department employees perform their official duties to the

highest degree of professionalism.

Make sure that all personmel under him/her fellow proper safety precautions in

the performance of theft duties.

Insure that all work projects are properly recorded and filed

Checks construction methods as set forth in specifications and the application of
these methods to a finish overall job

Inspect on site and ensure compliance of acceptable Texas State Standards and Laws
regarding materials, methods and workmanship.

Comply with the use of personal safety equipment as mandated

Maintain accurate records, files, etc. of documents, correspondence and

plats of activities as needed of position.

Maintain accurate written reports and/or correspondence.

Performs other job-related duties as assigned.

Page 1 of 2




. QUALIFICATION STANDARDS:

e Must have a High School Diploma or GED from an accredited institution.
* A Bachelor’s Degree from an accredited college or university; preferred.
e Must possess 8+ years’ experience in road construction, bridges, roads and structures.

SKILLS AND ABILITIES:

e  Ability to communicate in English and Spanish.

*  Ability to read and interpret Engineering construction drawings, of engineering
mathematics, and of land.
Surveying principles and practices.
Ability to understand complicated Engineer mathematical calculations.
Computer software (MS Office 2010, windows, Excel, PowerPoint, etc.)
Considerable knowledge of the Texas Manual on Uniform Traffic Control Devises.

PHYSICAL REQUIREMENTS:
e Must be able to sit or stand for prolonged periods of time,
¢ Must be able to lift 50 Ibs.
e  Must be able to work outdoors as needed.

OTHER REQUIREMENTS/INFORMATION:
e Must possess a valid and current Texas driver's license.
e Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing,
. Motor Vehicle Record (MVR) and criminal background checks are required.
e This position is not covered under Civil Service; however, all other Webb County
Policies apply.

SUPERVISORY:
s Supervised directly by Commissioners Court.

ACKNOWLEDGEMENT:

The undersigned have read discussed, and understand the full meaning of this job description
and agree to abide by all terms and conditions herein expressed or implied.

Employees Signature Supervisor Signature
Printed Name Printed Name
Printed Title Printed Title

. Date Date

Page 2 of 2




Armandina Garcia

Santa Teresita Community
Center




Webb County Employee Performance Evaluation

Position/ Employee ID No. |Date
Title

Evaluation ____ Annual Evaluated By (Name & Title):
Type: ____ Special

|. PERFORMANCE Circle One Number Only

B KNOWLEDGE Degree |Poor knowladge of the Limited knowledge of the Satisfactory knowledge of  |Demonstrates knewledge  |Excellent knowledge of
famikarity wih job simplest duties or duties or assignments, has  |duties or assignments; has  |of most phases of job and  |all duties, assignments Point
res and equipment [assignments; has no insufficient knowledge of fair working knowlege of related work and related duties.
| ton the job. Ability to [knowledge of related work.  |elated work, refated work,
nnovative.
1 2 3 4 5
Unable to camy out tasks 1o |Needs frequent supervision  |Seeks help when nesded Self-starter. Rarely needs  |Highly cependabis.
completion without constant  |or hefp to complete tasks. Fulfills responsibilites with  jassistance fo comphete job Point
supenvision and repeated SOME SUDETVISHON respansibiltes an time.
Irestruction.
1 2 3 4 5
RK HABITS Work habits unsatisfactory.  |Work habits need Work habits satisfactory. Work habits very good. Excellent work habits,
sider attendance and Too poar to retain in job improvement Meeds Regular attendance and Good attendance and attendance, rarely Point
nctuality. without improvement. counseling. Occasional punctuality |punctualitty. missas or is late
1Fn!quentr5r absent or tardy.  |problems with attendance,
pumctuality.
1 2 3 4 5
DOPERATION Ability | Fails to cooperate with wark  (Contnbutes to work group but|Maintains good will among  |Promates good will among |Excellent cooperation
get along with group or o Contribute to may have oocasional dificulty|co-workers and supports co-workers. Works actively |with employees, Point
workers in support of waork group objectves acoepling supervision work group objectives o complete work group supervisors, and the |
group objectives Resents supervision |Meeds prodding Accepts supervision objectives, Willingly pubdic. Responds quickly
illingness to accept accepts supervision, and posithvaly to
SUDErVISIan
RPERSOMAL Wiy brusque: Does nol Tends to bae imparsonal and  |Usually is positive and Always gives courteous Exceptional courtesy,
canvey a positve image of  |parfunctory in dealings with  |supportive of mission: ges  |service, is a good communicates clearty, Point
ility o communicate the agency pubkc: lacks professionalism Jagency good iImage COMMUMICAtor ligteng wall.
vty with the publsc
ree to which a positive
mage of agency is projected
sustained
1 2 3 4 5
NTS
||
UALITY OF WORK [Does poor work; frequently | Does acceptable work but Few amors; usually thorough |Consistantly accurate, Work is of exceptionally
sider accuracy, attention |has to redo tasks,; tends to  [reeds mone atbention 1o and attantive, genarally neal. (constant atention o detall, |gh quality, mo rework Point
detail and neatnass to be messy, accuracy, sometimes lacks good organizer, required, excellent i
o redo wark! neainess, organizer
of work place




Webb County Employee Performance Evaluation Form REV. 11/08

Page 1 of 2
[Feslsts change. Unwiling 10 |Siow 1o accept changs, esponds to change asa  |Un by change
ickly adapt o changes in  |leam new procedures. Adapts with some difficulty.  |Leams o use new positive challengea, Wislcomes new Palnt
assignments, mathods, procedures quickly. Demanstrates iniative in  |assignments
sonnid, or surroundings. laarning new procedures.
1 2 4 5
% — ]
(A) Total Performance Points (Maximum 35 Points):
II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately
Farticipates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:

1-20 Unacceptable  33-45 Satisfactory §1-55 Outstanding (A + B) = Total Overall Points:
21-32 Unsatisfactory 46-50 Excellent

Overall Rating:
= i —

III. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator, Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION

The Employee (IS), (IS NOT) recommended for Continued Employment.

|If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3). six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV, 11/03 Page 2 of 2




WEBB COUNTY
JOB DESCRIPTION

TITLE: Director
DEPARTMENT:  Santa Teresita Community Center

SLOT NUMBER: 2347
REVISION DATE: October 6, 2011

JOB SUMMARY:
Performs a variety of management tasks required for proper operation of department.
Coordinate a variety of services, activities, and to ensure that they are camied out in a
professional matter.

CHARACTERISTIC/ESSENTIAL DUTIES AND RESPONSIBLITIES:
e Coordinates and develops short and long range plans for the Center.
Responsible for preparing annual Operational Budget for Center.
Responsible for evaluating Center employees on an annual basis.
Must be dependable; remain conscientious, accurate and able to un an effective office.
Must maintain a professional appearance at all time.
Must have effective leadership and organizational skills.
Must be able to understand and provide routine information within specified policies and
. procedures regarding department services or policies to the public or other county employees in
person, over the telephone, or by mail.
e  Produce and edit routine letters, memorandums, reports, and other materials from rough draft or
detailed notes.
e Coordinate flexible hours for the center and library services to accommodate our
youth/adults needs (i.e. after school hours and working individuals).
Up keep daily postings of the county webpage for Larga Vista Community Center.
Greet the general public and direct visitors to appropriate personnel.
Generate reports, lists, or other information from data previously entered in a computer system.
Proper representation on behalf of a Commissioner where the center lays within the county
precinct in case he/she cannot attend a function.
Coordinate outreach programs to benefit Center service area.
Schedule meetings and activities.
Coordinate special events as needed.
Awailable to be called to open the center all night in case of emergency as a shelter for the
residence of the area.
Attend weekly meetings with all center Directors to discuss any upcoming events.
Operate a personal computer to access pre-established programs to input or retrieve information.
Answer and direct calls using a multi-line telephone system.
Sort and file documents and reports according to predetermined methods and
classifications.
Receive and sort incoming and outgoing mail.
Arrange travel and lodging for conferences.
Attend Conference both in town as well as out-of-town as necessary.
Fax correspondence, make copies, and run office errands.

L B L
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e Maintain effective systems for accounts, receipts and expenditures of funds.
e Working longer hours if necessary.
e Perform other related work as required and any other duty assigned.

QUALIFICATION STANDARDS:

e Must possess a High School diploma or GED Certificate.
e One to two years’ experience in Management.

SKILLS AND ABILITIES:
e Ability to communicate both in English and Spanish.
e Must possess sound judgment and demonstrate professionalism in daily operations.
* Must have knowledge of standard office equipment including personal computer and
software programs.

PHYSICAL REQUIREMENTS:

e Must be able to sit or stand for prolonged periods of time
e Must be able to lift 30-45 Ibs.
e Must be able to work outdoors as needed.

OTHER REQUIRMENTS/INFORMATION:
e Must possess a valid and current Texas driver's license.
e Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing, Motor
Vehicle Record (MVR) and criminal background checks are required.
e This position is not covered under Civil Service; however, all other Webb County
Policies apply.

SUPERVISORY':

» Supervised directly by Webb County Commissioners Court.

ACKNOWLEDGEMENT:

The undersigned have read discussed, and understand the full meaning of this job
description and agree to abide by all terms and conditions herein expressed or implied.

Employee Signature Supervisor Signature

Printed Name Printed Name o
Printed Title Printed Title

Date Date

Page 2 of 2




David Garza

Veterans Service Office




Webb County Employee Performance Evaluation

E yee 6 Position/ Employee ID No. |Date
Title
Period Evaluation Annual Evaluated By (Name & Title):
Covered Type: ___ Special
| I. PERFORMANCE Circle One Number Only
B KNOWLEDGE Degres |Poor knowledge of the Limited knowledge af tha Satisfactory knowledge of Demonstrates knowlecge  |Excellent knowledge of
familarity with job simplest duties ar duties or assignments; has  |duties or assignments. has  |of most phases of job and  Jall duties, assignments Paint
res and equipment  |assignmants, has no insufficient knowledge of falr working knowlege of related work and related duties
| 1o the job. Ability to [knowledge of related work.  |related work, related work
nnovative.
1 2 3 4 5
OMME!
EPENDABILITY Unable fo carmy cut tasks to  |Needs frequent supervision | Seeks haelp when neaded Salf-starier. Rarely needs  [Highly dependable
llity to carry out tasks fo |completion without constant  jor help to complete tesks Fulfilis responsibdities with  |assistance to complete job Paoint
pleton and degree of  |suparvision and repeated 50me supervision responsibilibes on time.
Upervisian reqguined, Instructan
1 2 3 4 5
[[COMMENTS
RK HABITS Work habits unsatisfactory.  |Work habits need Work habits satisfactory. Wiork habits vary good. Exceilant wark hahits,
sider attendance and Tao poar to retain in job improvament. Neads Regular attendance and Good attendance and attendance, ranly Polnt
netuaiity. withaul Improvemeant counseling. Oocasional punctuality. punctualilty misses of |5 late
Frequently absent or tardy.  |problems with attendance.
punctuality
1 2 3 4 5
[ICOMMENTS
OOPERATION Ability |Fails to cooperate with work  |Contributes to work group but (Maintains geod will among  [Promotes good will among |Excellent cooperation
get along with group or to Contribute to may have occasional difficulty|co-workers and supports co-workers. Works actively [with empioyees, Point
rs in support of work group abjectives accepting supervision. work group objectives, o complete wark group supenvisars, and the
group objectives, Resants supenision. Neads prodding. Accapts supervision abjectives, Willinghy public. Responds quickly
llimgness to acoept accapis supervision. and positively to |
UpErVisIon supanision.
1 2 3 4 5
[COMMENTS
NTERPERSOMAL Very brusque: Does not Tends 1o be iImpersonal and  [Usually is positive and Always gives courteous Exceptional courtesy,
ELATIONS convey a positive image of  |perfunciory in dealings with  |supportive of mission: gives  |service; is & good communicates clearly, Point
ity to communicate thiz agency public: lacks professionatism. |agency good image communicator. listans well
vty with the public;
ree to which a positive
e of agency is projected
sustained. J
1 2 3 4 5
ICOMMENTS
ALITY OF WORK Does poor work; frequently | Does acceptable work but Few erors, usually thorough |Consistently accurate, Wiark is of exceptionally
constant attention to detall; |high quality, no reswork Paoint

onssder accuracy, atbentian

has to redo lasks, tends o

neds maore attention o

and attentive; generally neat

detail and neatness o b messy BCCUTACY; sometimes lacks good organizer required . excellent
1o redo work neatness. organder
of work place
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siochange asa |Undsturbed by change, |
positive challenge Welcomes new Point
Demonstrates initiative in  |assignments
learming new proceduras,

3 asily adapis 1o change.

Adapts with some difficulty.  |Leams to use new
assagnments, methods, procedures guickly

rsonnel, or surroundings.

4 5

| NTS

(A) Total Performance Points (Maximum 35 Points):

II. EVALUATE (On 1-4 Scale) Hardly Ever Seldom Usually Almost Always
1 2 3 4

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately

Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

[OVERALL RATING SCALE:
120 Unacceptable 3345 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:

[21-32 Unsatisfactory 46-50 Excellent
Overall Rating:

II1. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

= ——— —

V. RECOMMENDED ACTION

The Employee (IS), (IS NOT) recommended for Continued Employment.

[If the employee (IS NOT) recommended far Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to
{respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
not necessarily mean that | agree with this report.

Employee Signature Date:

Evaluator Signature Date:

Webb County Employee Performance Evaluation Form REV. 11/09 Page 2 of 2




WEBB COUNTY

JOB DESCRIPTION
TITLE: Veteran Services Officer
DEPARTMENT: Veterans Services

SLOT NUMBER: 0033
REVISION DATE: March 4, 2013

JOB SUMMARY:

Performs highly veterans assistance work by ensuring veterans and dependents are aware of
and receive benefits and entitlements available to them. Work involves providing
information on federal and state veterans benefits and assisting in preparing and submitting
benefits applications for county veterans, families and survivors. Will meet with individual
veterans to ascertain needs, potential eligibilities and direct them in the process needed to obtain
benefits. This position is responsible for advocating for the veterans of Webb County with
agencies and administrative agencies including the Veterans Administration and the Texas
Veterans Commission; promoting the services of the Veterans Services Office and other civic
organizations to the veterans of Webb County; and participating in the planning of programs,
policies or objectives for department.

CHARACTERISTIC/ESSENTIAL DUTIES AND RES TIES:

o Directs and oversees the operations of the Veteran Services Office; monitors and
manages departmental budget; prepares annual departmental budget request; and
performs supervisory functions as needed.

e Acts as liaison for all Webb County Veterans to ensure veterans, family members and
survivors are aware of federal and state benefits they are eligible for through the
Veterans Administration and the Texas Veterans Commission; assists in preparing and
filing applications for federal and state veterans benefits; enters veteran information
into applicable administrative databases; conducts reviews of benefits and helps in
finding other federal, state, county and local support agencies and offices that provide
additional services or assistance.

o Advocates for the veterans of Webb County and their family members and survivors in
the resolution of various claim problems and grievances by contacting federal and state
veteran agencies, including the Veterans Administration and the Texas Veterans
Commission to resolve problems.

¢ Plans, coordinates, conducts and promotes veterans benefits outreach programs with
the U.S. Department of Veterans Affairs, Texas Veterans Commission and other
veterans organizations, etc. include making all logistical arrangements, inviting
contributors and developing an advertising plan; may conduct large scale public
meetings to promote veterans benefits programs.

e Maintains current knowledge of and ensures compliance with all updated federal, and
state veterans benefits programs, policies and procedures; attends trainings conducted
by the Texas Veterans Commission and other veterans support agencies, including
local veterans support organization meetings; remains up-to-date on local veterans
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events and issues impacting the local veteran community.

Travels to permanent or temporary locations throughout Webb County to provide
veteran services; may include travel to evening and weekend meetings and trainings.
Provides accurate information, reports, and assistance as required to Elected Officials,
Department Heads, employees, and the public regarding the Veterans Services
Program.

Oversees and maintains all necessary records and documentation related to Veteran
Services affairs in accordance with existing records retention laws; orders and
maintains all materials and supplies necessary for the essential functions of the
Veterans Services program.

Works as part of a team and maintains a cooperative, helpful attitude towards fellow
workers, supervisors, subordinates, and the general public.

Maintains confidentiality and security of all Veteran Services information and systems.
Performs other job related duties as directed by Commissioners Court.

EQUAL[FICATI’DN STANDARDS:

Must have a High School Diploma or GED from accredited institution.

Must have an Associate Degree or 2-5 years administrative or supervisory government
work experience.

Must have 4 years of military service with any branch of the Armed Services with an
Honorable discharge or be a widowed Gold Star Mother or un-remarried widow of a
serviceman or veteran whose death resulted from service.

Must meet the Statutory Certification of County Service Management Officer as
required by the Texas Veteran’s Commissioner.

SKILLS AND ABILITIES:

Ability to communicate in English and Spanish.

Must have knowledge of applicable laws related to the Veteran Services program.
Must have knowledge of resources available to Veterans and their dependents that need
assistance.

Must have knowledge of proper management and organizational techniques.

Must have knowledge principles and practices of accounting, budget administration,
and auditing.

Must have Professional Customer Service skills.

Must have knowledge of Webb County policies and procedures.

Must have knowledge of standard office equipment including personal computer and
software programs.

Must perform multiple tasks simultaneously in a timely manner;

Must be able to effectively speak to small audiences to convey information.

Must be able to conduct business with the public in a professional and courteous
manner.

Must be detail orientated, and have strong communication, interpersonal, problem
solving, analytical, organizational, conflict resolution, and stress tolerance skills.
Must be able to handle exposure to potentially hostile individuals.

Maintain confidentiality of information encountered in work activities at all times.
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PHYSICAL REQUIREMENTS:
* Must be able to sit or stand for prolonged periods of time.
e  Must be able to lift 25 Ibs.
¢ Must be able to work outdoors as needed.

OTHER REQUIREMENTS/INFORMATION:
¢ Must possess a valid and current Texas driver's license.

* Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing,
Motor Vehicle Record (MVR) and criminal background checks are required.

» This position not covered by Civil Service; therefore, is subject to the Civil Service
Rules and Regulations in addition to all other Webb County Policies.

SUPER RY:
e Supervised directly by Commissioner’s Court.

ACKNOWLEDGEMENT:

The undersigned have read discussed, and understand the foll meaning of this job description
and agree to abide by all terms and conditions herein expressed or implied.

Employee Signature Supervisor Signature
Printed Name Printed Name
Printed Title Printed Title

Date Date
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Ricardo A. Rangel
Webb County Fire/EMS Chief



Webb County Employee Performance Evaluation

Employee 6 Position/ Employee ID No. |Date
Title
Period Evaluation ___ Annual Evaluated By (Name & Title):
Covered Type: Special
|. PERFORMANCE Circle One Number Only
B KNOWLEDGE Degree |Poor knowledge of the Limited knowledge of the Satisfactory knowledge of Demaonstrates knowledge  |Excellent knowledge of
farmiliarity with job simplest duties or duties or assignments; has  |duties or assignments; has  |of most phases of job and  |all duties, assignments Point
res and equipment  |assignments; has no insufficient knowledge of fair warking knowlege of redated work, and redated duties.
|t the job. Abdity to |knowledge of related work.,  |related work related work.
nnovative.
1 2 3 4 5
ICOMMENTS
EPENDABILITY Unable to camy out tasks fo  [Needs frequent supervision  |Seeks help when needed, | Seff-starter Rarely neads  |Highly dependable
ility to carry out tasks to  Jcompletion without constant  |or help to complete tasks. Fulfills respansibilities with  |assistance o complete job Point
pletion and degree of suparvision and repaated SOME SLUDErVISIon rasponsibilities on time
upervishon requlned. Instruction.
1 2 3 4 5
NTS
RK HABITS ‘Work habits unsatisfactory,  |Work habits need Waork habits satisfactary. Work habits wery good., Excellent work habits,
onsider attendance and Too poor to retain in job improvement. Needs Regular attendance and Good attendance and attendance, rarely Point
nctuality, without improvement. counseling. Occasional punctuality punctualilty. misses or is late
Frequently absent or tardy., | problems with attendance,
punctuality.
@ 1 2 3 4 g
ICOMMENTS
OOPERATION Ability |Fails to cooperate with work | Coninbutes to work group butiMaintains good will among  |Promotes good will amang |Excellent cooperabon
get along with graup or to Contribute to may have cocasional dificulty]co-workars and supports co-workers. Works actively [with employees, Point
workers in support of work group objectves |accepting supervision. wark group objectives. to complete work group suparvisors, and the
group objectives Resents supervision MNeeds prodding AcCCepts SUpervison obpectives. Willingly public. Responds quickly
illingness to accept BCCepts Supervisson and positivaly to
suparvision
1 2 3 4 5
TERPERSONAL WVery brusque: Does not Tends to be impersonal and | Usually is positive and Always gives courieous Exceptianal courtesy,
ELATIONS convey a positve image of  |perfunctory in dealings wih  |supportive of mission: gives  |service, is a good communicates clearly, Paint
lity to communicate the agency public: lacks professionalism |agency good image communicator, listens well,
vily with the pubsic;
ee b0 which a positive
mage of agency is projected
nd sustained
1 2 3 4 5
ALITY OF WORK Does poor work; frequently  |Does acceptable work but Few arrors, usually thorough | Consistently accurate, Wiark is of exceptionally
onsider accuracy, attention |has to redo tasks, tends to |neads mone attention 1o and attentve, genarally neat |constant atenton to detail. |high quality, no rewark Point
detail and neatness 1o be messy, |accuracy; sometimes lacks good organizer required, excellent

to redo work:
of work place

negtness

organizer,
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pasa

ity to  |Resists change. Unwilling to
by adapt to changes in  |Marm new procedures.

ob assignments, methods
nel, or surreundings.

ow to accept change

A Hespands to chang
Adapts with some difficulty

positive challenge.
Demonstrates initiative in
leaming new procadures

Welcomes new Point
assignments

Leams to use rnew
procedunes quickly.

4

L

(A) Total Performance Points (Maximum 35 Points):

1 2 3 4

II. EVALUATE (On 14 Scale) Hardly Ever Seldom Usually Almost Always

Follows attendance and punctuality rules

Observes safety rules and regulations

Maintains neat and orderly work area

Completes assignments timely and accurately

Participates in meetings, training, and special events

(B) Total Evaluate Points (Maximum 20 Points):

OVERALL RATING SCALE:
120 Unacceptable  33-45 Satisfactory 51-55 Outstanding (A + B) = Total Overall Points:

21-32 Unsatisfactory 45-50 Excallent
Overall Rating:

II1. ACTION PLAN & GOALS FOR EMPLOYEE (To be filled out by evaluator. Attach additional sheets if necessary)

[

IV. EVALUATOR'S COMMENTS (Attach additional sheets if necessary)

V. RECOMMENDED ACTION : =“

The Employee (IS), (IS NOT) recommended for Continued Employment.

If the employee (IS NOT) recommended for Continued Employment, (HE) / (SHE) is being placed on performance notice

for a period of three (3), six (6) months, or Termination.

My signature indicates that the appraisal interview has been completed and discussed. | understand that | have the right to

respond in writing within 5 working days and to have these comments attached to this performance appraisal. My signature does
of necessarily mean that | agree with this report,

Employee Signature Date:

Evaluator Signature Date:
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WEBB COUNTY
REQUEST FOR QUALIFICATIONS

TITLE: Webb County Fire and EMS Chief
DEPARTMENT: Fire & EMS Services Department
SLOT NUMBER:

REVISIONDATE:  Angust 4, 2010

JOB SUMMARY':

Under the direction of the Commissioners Court, the Fire and EMS Chief directs and oversees the
day to day operations within the Webb County Fire and EMS Department, and coordinates,
reviews, participates in the Emergency Management programs; oversee the Fire and EMS
Services department employees; ensures the protection of residents and property from fire; prevents
fires when possible; investigates the causes of those which occur and educates the general public
on fire prevention.

CHARACTERISTIC/ESSENTIAL DUTIES AND RESPONSIBLITIES:

e Supervise fire officers and fire equipment operators, assigns and reviews work, schedules
to hire, terminate, and disciplinary issues. Performs duties and responsibilities, as
established by State Statutes and County Policies and Procedures and as assigned by
Commissioner's Court

o Prepares the Fire Services budget for the county, and monitors expenditures.

s Enforces the Uniform Fire Code and the International Fire Code.

s Maintains fire records and associated documents including firefighter trainings; and
prepares education and informational programs that media, schools, businesses and
general public.

e Coordinates and trains employees and volunteers on fire behaviors, fire extinguisher use,
personal protective equipment, fire control, hazardous materials; conducts fire prevention
programs, and prepares and files required reports.

» Recommends and implements goals and objectives; establishes schedules and methods of
providing Emergency Management Programs; assists in the implementation of policies and

o Develops comprehensive emergency plans for Webb County; researches and analyzes
County requirements for emergency management; create an action plan to respond to
emergency and hazardous spills/accidents; coordinates an action plan to handle according
to all state and Federal rules, hazardous materials.

® Assists with investigations of fire scenes to determine cause, origin and damage caused
by fire ensuring prosecution of cases of arson.

e Participates in fire suppression, property protection and emergency rescue; monitors
firefighters' performance to ensure safe and efficient firefighting and compliance with
rules and regulations.
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Maintains current knowledge of fire codes and ordinances as well as new fire-
fighting tactics and strategies.

Serves as liaison with other local Fire and EMS departments/agencies.

Coordinates annual testing and inspections of fire hydrants, fire hoses, ladders, aerial
apparatus, pumping apparatus and department vehicles and all equipment used in fire
suppression activities.

Assists to prepare County emergency evacuation plans.

Responds to emergency calls when off duty, as required.

Establishes procedures to assure the highest standards of risk management, employee
safety, and risk avoidance.

Works closely with County Attorney in the development of ordinances.

Move firefighting equipment, stretchers, bodies and various items at fire scenes as

necessary.
Performs other related duties as may be assigned.

QUALIFICATION STANDARDS:

High School diploma or GED;, or
Associate Degree; or
Bachelor's Degree

CERTIFICATES AND LICENCES REQUIRED:

Fire Official with Basic or Intermediate, or Advance Certificates
Fire Services Instructor

EXPERIENCE:

A minimum of Five (5) years experience in municipal or county fire department, with at
Two (2) years involving fire inspection and investigation; and completion of Hazardous
Materials Level V training;

OR, any equivalent combination of experience and training which provides the required
knowledge, skills and abilities.

SKILLS AND ABILITIES:

o 8 @ & & © @

Ability to interpret comprehensive budgets (current and projected).

Skill in written and verbal communication;

Ability to supervise, train and motivate employees;

Ability to work in extreme temperature for moderate periods of time;

Carry heavy loads up and down stairways and ladders;

Ability to coordinate incident command functions at scene of fire;

Ability to establish effective working relationships with all, law enforcement personnel,
local and state officials, the general public;

Read and understand blueprints;
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Maintain appropriate necessary certifications;

Ability to make effective presentations.

Skill with computer systems and applications.

Knowledge of the State of Texas, Local Government Code and State Statutes relating fire
management.

& & & @

PHYSICAL REQUIREMENTS:
e Typically sit at a desk or table; walking, standing, or stoop.
e Occasionally lift, carry, push, pull or otherwise move objects weighing up to One Hundred
Fifty (150 Ibs.) pounds.
o  Work for sustained periods of time; maintains concentrated attention to detail.

OTHER REQUIRMENTS/INFORMATION:
e  Must possess a valid and current Texas driver's license.
e  Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing and criminal
background checks are required. ;
This position is NOT covered by Civil Service; however, is subject to Webb County Policies and
procedures.

SUPERVISORY: Supervised directly by Webb County Commissioners Court.

ACKNOWLEDGEMENT:
The undersigned have read, discussed and understand the full meaning of this job description and agree to
abide by all terms and conditions herein expressed and/or implied.

Employee Signature / Date Supervisor's Signature [ Date
Printed Name Printed Name
Printed Title

WEBB COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER AND COMPLIES
WITH THE AMERICAN WITH DISABILITIES ACT.
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