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BUDGET AMENDMENTS AND TRANSFERS
FY2O11

11/9/2010

AMENDMENTS

~ c_.) ~BA# ~ ~ Dept. Line Item Increase Decrease Pg #
Al 001 9800 982 9902 Reserves Befit Auditor $ 111,697

001 1230 523 0701 ITS Reg Sal-Perm Emp $ 79,167
001 1230 523 2002 ITS FICA - OASDI $ 4,908
001 1230 523 2003 ITS Hospitalization $ 6,290
001 1230 523 2004 ITS Life Insurance $ 73
001 1230 523 2005 ITS Retirement Cont. $ 9,057
001 1230 523 2006 ITS Worker’s Comp. $ 154
001 1230 523 2007 ITS FICA - Medicare $ 1,148
001 1230 523 3001 ITS Office Equip,Furn $ 7,000
001 1230 523 3002 ITS Software $ 900
001 1230 523 3013 ITS Educ,Comm,Eq $ 800
001 1230 523 6099 ITS Other Purch Serv $ 700
001 1230 523 6503 ITS Travel,Meals,Lod $ 600
001 1230 523 6504 ITS Trng & Seminars $ 900

A2 001 9800 981 9892 Reserves Allocated Resv. $ 230,498 9
001 4931 828 8165 TNR Purch Svc Infras $ 230,498

A3 001 9800 981 9892 Reserves Allocated Resv. $ 3,500
001 1700 639 9001 His.Comm CoCont.to Grants $ 3,500

Item 7
Updated 11/5/2010, 1:20 p.m.



FUND TRANSFERS

C

BA# .~ ~ Dept. Line Item Increase Decrease Pg #
FT1 WPNOO2 737 0000 255 3101 LCRA Escrow Arkansas Bend $ 10,901.48 14

001 4945 339 2010 TNR Park Fees $ 10,901.48
FT2 WPNOO3 737 0000 255 3102 LCRA Escrow Bob Wentz $ 70,043.83 14

001 4945 339 2010 TNR Park Fees $ 70,043.83
FT3 WPNOO4 737 0000 255 3103 LCRA Escrow Cypress Creek $ 18,408.16 14

001 4945 339 2010 TNR Park Fees $ 18,408.16
FT4 WPNOO8 737 0000 255 3104 LCRA Escrow Hippie Hollow $ 138,956.34 14

001 4945 339 2010 TNR Park Fees $ 138,956.34
FT5 WPNO1O 737 0000 255 3105 LCRA Escrow Mansfield Dam $ 115,546.25 14

001 4945 339 2010 TNR Park Fees $ 115,546.25
FT6 WPSOO3 737 0000 255 3106 LCRA Escrow Pace Bend $ 174,456.75 14

001 4945 339 2010 TNR Park Fees $ 174,456.75
FT7 WPNO13 737 0000 255 3107 LCRA Escrow Sandy Creek $ 13,322.32 14

001 4945 339 2010 TNR Park Fees $ 13,322.32
FT8 N/A 737 0000 256 4000 LCRA Escrow Interest $ 3,265.40 14

001 4945 339 2010 TNR Park Fees $ 3,265.40

OTHER
Consolidation of two half-time slots into one slot in the RMCR 17
Law Library Fund
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PLANNING AND BUDGET OFFICE
TRAVIS COUNTY, TEXAS

314W. 11th Street
P.O. Box 1748
Austin, Texas 78767

MEMORANDUM

TO: Members of the Commissioners Court

FROM: Bill Derryberry, Senior Planning and Budget Analyst I
DATE: October 26, 2010

SUBJECT: BEFIT ITS Systems Engineer Amendment

The Travis County Information & Telecommunication Systems Department (ITS) is requesting a
budget amendment totaling $111,697 from the County’s Better Enterprise Financial Information
for Travis County (BEFIT) Reserve (001-9800-982-9902) in the amount $111,697. These
amounts will provide funding for a System Engineer III FTE position and related operating
expenses, for the County’s BEFIT Project in the ITS Department, for 10 months of FY 11. The
FY 11 Budget in the BEFIT Reserve for this matter is $131,856. Thus there is a net FY 11
savings related to this request of $20,159. This amendment would leave a balance of $988,233
in the FY 11 BEFIT Reserve. Please see the supporting memo for this request from ITS for
further information.

PBO recommends approval of this amendment from the BEFIT Reserve. PBO further
recommends inclusion of the annualized ongoing cost of $122,798 and related operating
expenses for this FTE in the FY 12 Target Budget for the ITS Department. If you have any
questions, please call me at 4-4741.

Cc: Joe Harlow, Chief Information Officer
Walter LaGrone, System Network Operations Division Manager, ITS
David Stanton, Project Manager I, ITS
Susan Spataro, County Auditor
Diana Warner, First Assistant County Auditor
Michael Wichern, Chief Assistant County Auditor II
Rodney Rhoades, Executive Manager, PBO
Leroy Nellis, Budget Director, PBO
Chris Broussard, Business Analyst Ill, PBO
Randy Loft, Senior PBO Analyst, PBO
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•,

~ TRAVIS COUNTY INFORMATION & TELECOMMUNICATION SYSTEMS
~ Joe Harlow Chief Information Officer

H~L~ 314 W 11th Street, P 0 Box 1748, Austin, Tx 78767 (512) 854-9666 Fax (512) 854-4401

Travis County Courthouse, Austin, Texas

Date: October 19, 2010

To: William Derryberry, Senior Analyst

From: Joe Harlow, Chief Information Officer

Subject: Budget Adjustment & Establishment of Slot for BEFIT Systems Engineer

A BEFIT Reserve amount of $1,099,930 was included in the approved FY 11 budget. Included in the
reserve amount were funds attributable to a Systems Engineer III for the ITS Technical Staff. This
position is for a highly skilled systems engineer to be the lead systems administrator for the new server
environment. This position will be an ITS position but fully dedicated to the BEFIT project during the
implementation and later as a member of the support team for the new system. The BEFIT project is at a
point where this position is required to be filled.

ITS is requesting the approval of transfer of funds from the Befit Reserve to ITS line items as well as the
Slot being setup in order that this position may be filled. The job title is a Systems Engineer III grade 27.
Attached is the FY 11 Budget request.

Should you have further questions or require additional information, please contact me.

Cc: Randy Lott, PBO; Diane Blankenship, HRMD; Walter LaGrone, ITS; David Stanton, ITS

T:\Financial Analyst\FINAN HTE\FY2O I l\FY II Befit ITS Technical Staff Systems Engineer.doc
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Page 1 of 4

FY 2011 BUDGET SUBMISSION
BUDGET REQUEST PROPOSAL

Name of Budget Request & Priority #: #1 -BEFIT—ITS Technical Staffing Year One
Fund/Office-Dept/Division: 001/12/30 ITS
Total Amount Requested: $131,856
Collaborating Offlces-DeptslAgencies: County Auditor’s Office
Contact Information (Name/Phone): Christina Adair/Mike Wichern x-49125

1. Summary Statement: Include one or two sentences to be included in Commissioners’
Court materials.

This request is for one highly skilled technical staff needed for project BEFIT during the
implementation in addition to the staff already dedicated to the project. The staff in this request
will be part of the support team for the new system after implementation.

2. Description of Request: Describe the request, including current issues and how the
request relates to the mission and services provided by the office/department Include
historical information related to the request where relevant.

During the FY09 budget process, funding for functional and some technical experts to join the
project team was approved. It was decided at that point to delay the full technical staffing until
the new technical environment was known in order to acquire the right technical skills both for
the implementation phase and for the on-going support after implementation.

The new technical environment will be known by the summer of 2010 and the new environment
will be established starting in January 2011. We know that this new environment will be the
most complex environment that the County has implemented for any of the County-wide
systems to-date, so we are requesting one position for a highly skilled systems engineer to be
the lead systems administrator for the new server environment. This position will be an ITS
position but fully dedicated to the project during the implementation and later as a member of
the support team for the new system. The main job functions of this new position are:

• Administer the operating system functions of all the servers and all the required
environments (production, test, training, and development)

• Administer the communication functions of all the servers and all the required
environments

• Administer the backup and restore functions of all the servers and all the required
environments

• System monitoring, analysis, and problem resolution.
• System performance analysis and planning.

We believe that besides this one Systems Engineer position, we do not need any additional
staffing for FYi 1 and project BEFIT.

PB4-FY11-Beflt-ITSstaff.doc 3/25/20109:13 PM Budget Request Proposal (PB-4)
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Page 2of4

FY 2011 BUDGET SUBMISSION
BUDGET REQUEST PROPOSAL

Name of Budget Request & Priority #: #1 -BEFIT—ITS Technical Staffing Year One

2. Description of Request: (continued)

The final picture for the staffing needs to support the new system after implementation is not
clear at this point and will depend on the selected system. The on-going support requirements
are part of the total cost of ownership that will be evaluated as part of the current phase II of the
proposal evaluation process, which is scheduled to be completed by the end of June 2010. This
means that by the end of June 2010, we should have a complete picture of the anticipated
staffing needs for the post-implementation support team. The goal is to use available internal
resources first by re-training during the implementation phase to acquire the necessary new
skills but there will be instances when this is not possible. We will make this clear in our total
cost of ownership analysis.

3a. Pros: Describe the arguments in favor of this proposal.

• Travis County can fulfill its expected technical responsibilities as outlined in the
proposals

• Project schedule not compromised by re-work due to lack of knowledge or skills
• Building the foundation for the technical support post-implementation
• An on-going full-time skill and job-function needed by Travis County, so less costly than

hiring outside full-time experts to fulfill function.

3b. Cons: Describe the arguments against this proposal.

4. Anticipated Outcome of Request and Proposed Timeline: Timeline should include
the expected dates of results and may extend past FYI I.

The evaluation process is scheduled to end at the end of June with the following five months
dedicated to contract negotiations and finalizing the contract. The schedule for the
implementation project is as follows:

FY11

> Nov
> Nov-Dec
> Jan-Sep

FY12
~ Oct-Apr
> Apr
~ May-Sep

Contract Signed
Pre-Implementation Planning and Ordering of Hardware and Software
Core Financials Implementation Activities

Core Financials and Payroll/HR Implementation Activities
Core Financials Go-Live
Core Financials Post-production Support and Payroll/HR
Implementation Activities

PB4-FY11-Befit-ITS staff.doc 3/25/2010 9:13 PM Budget Request Proposal (PB-4)
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Page 3of4

FY 2011 BUDGET SUBMISSION
BUDGET REQUEST PROPOSAL

Name of Budget Request & Priority #: #1 -BEFIT—ITS Technical Staffing Year One

4. Anticipated Outcome of Request and Proposed Timeline: (continued)

FY 13
> Oct-Dec Payroll/HR and Financials II Implementation Activities
> Jan Payroll/HR Go-Live
~ Jan-Mar Payroll/HR Post-production Support and Financials II Implementation

Activities
~ Apr-May Financials II Implementation Activities
~ Jun Financials II Go-Live
~ Jul-Sep Financials II Post Production Support and Project Close-Out

5. Description of Program Measurement and Evaluation: Describe how the proposal
will be measured and evaluated and if this includes an independent evaluation component.
In addition, indicate whether a comparative analysis of similar local programs is available.

6a. Performance Measures: List applicable current and new performance measures related to
the request and note the changes for FY11 should this request be implemented.

. Projected FY11 Projected FY11
Measure Name Actual FY09 Revised FY10 Measure at Measure witheasure easure Target Level Added Funding

Business objectives will be defined
into specific and measurable
performance metrics by the project
team before the end of FY10.

6b. Impact on Performance: Describe the impact of funding the request on departmental
performance measures, service levels, and program outcomes.

7. Impact of Not Funding: Describe the impact of not funding the request in FY11.

• If budget package “BEFIT Implementation Year One” is approved, then system administration
functions have to be performed and Travis County does currently not have this expertise

• Increased implementation cost in order to contract with either implementer or outside experts to
fulfill County’s responsibilities

• The possibility of schedule delays due to re-work
• Harder transition to post-support environment

PB4-FY11-Befit-ITSstaff.doc 3/25/20109:13 PM Budget Request Proposal (P8-4)
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Page 4 of 4

FY 2011 BUDGET SUBMISSION
BUDGET REQUEST PROPOSAL

Name of Budget Request & Priority #: #1 -BEFIT—ITS Technical Staffing Year One

8. Leveraged Resources: Ifproposal leverages other resources such as existing internal
resources or grant funding, llst and describe impact. If resources from similar existing
program(s) will not be reallocated, give reasons and include analysis.

9. Additional Revenue: If this proposal generates additional revenue, list the amount and
the assumptions used for the estimate. (Attach a copy of the form submitted to the
Auditor’s Office).

10. Collaboration: If this proposal was discussed with other departments/agencies that
provide similar or supporting seivices that could be impacted, describe impact and list the
other departments/agencies and their points of contact. Suggest ways all
departments/agencies can collaborate to ensure success of the proposal.

11. If requesting a new position(s), is office space currently No erm

available? YIN If no, attach plan from Facilities Mgmt. explaining how to offi~Maybe
acquire space for this proposal. Identify proposed position location below: as workstation

Building Address 910_Lavaca - Rusk Floor#

SuitelOffice # TBD Workstation #

PB4-FY11-Befit-ITS staff.doc 3/25/2010 9:13 PM Budget Request Proposal (PB-4)
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Name of Budget Request: ~BEFIT - ITS Technical Staffing Year One

Budget Request Priority #: I ITS-#1 I Dept #: 12 I Name: I ITS

A. Personnel

Position Title
Annual CostFund Empi

PG FTE Fund Div % Type Salary I Benefits Total

Total placed in BEFIT reserve account 001-9800-982.99-04 with planned expenditures as listed below

Systems Engineer Ill (ITS)

TOTAL PERSONNEL

oper supp-furn setup

operating supp

operating supp - Computer

oper supp - software

Telecom, equip, etc

Cablinq, comm. nw switch

Prof Dev - tvl/mls/ldq

Prof Dev-training

27

001

001

001

001

001

001

001

001

12

12

12

12

12

12

12

12

001

30

30

30

30

30

30

30

30

30

523

523

523

523

523

523

523

523

100 reg

30.01

30.01

30.01

30.02

30.13

60.99

65.03

65.04

$

$

95,000

$ 95,000

1,500

5,000

600

800

700

$ 25,956

$ 25,956

500

300

$ 120,956

$ 120,956

B. Operatinc,
ofc( One lime On Going

Description Fund dent Dlv Act Line Item # Cost Cost Total

Total placed in BEFIT reserve account 001-9800-982.99-04 with planned expenditures as listed below

TOTAL OPERATING $ 8,600

600

900

$ 2,300

$ 1,500
500

5,000

900

800

700

600

900

10,900$

C. ComputerlTelecommunicatlon and Capital Related to This Request

TOTAL COMPUTER/TELECOMMUNICATION EQUIPMENT FROM ITS FORMS

TOTAL CAPITAL EQUIPMENT FROM CAPITAL BUDGET REQUEST (PB-6)

TOTAL ALL CAPITAL

$

see above

see above

TOTAL BUDGET REQUEST One Time On Going Total FY11

TOTAL BUDGET REQUEST NON-CAPITAL (A + B) $ 8,600 $ 123,256 $ 131,856

TOTALBUDGETREQUESTFROMABOVE(A÷B+C) $ 8,600 $ 123,256 $ 131,856

Form Completed By: Mike Wichern/Christina Adair

FY 2011 BUDGET SUBMISSION
Budget Request Details

PB5-FY1 1 -Befit-ITS staff P85-FYi 1 10119/2010 4:04 PM Budget Request Details (PB-5)
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Untitled Page Page 1 of 1

FY-Budget Type: 2011-Reg

P20 Category: Amendment

Cur Aprvl Lvi: P20-Analyst

From Account: 001-9800-982-9902

Justification: Other

AUTOMATED BUDGET ADJUSTMENT FORM

View Budget Adjustment 24433

Author: 12 - MACTIC, NICHOLAS

CC Date:~Ae*~. t~fq(z~O
Cur Aprvl Dept: 98

To Account: Many

Just. Transfer from BEFIT Reserve-Systems Engineer III
Text:

Created: 10/20/2010 11:29:49 AM

Dept: 98 - RESERVES

Cur Aprvl From/To: From

Transfer Amount: $111,697

[ <<Back

From/To Acct Number Account Description Project Project Description Amount
From 001-9800-982-9902 BEFIT AUDITOR $111,6

To 001-1230-523-0701 REG SALARIES-PERMNT EMPL $79,1
To 001-1230-523-2002 FICA TAX - OASDI $4;9
To 001-1230-523-2003 C’SPITAUZATION $6,2
To 001-1230-523-2004 FE INSURANCE $
To 001-1230-523-2005 ETIREMENT CONTRIBUTION $9,0
To 001-1230-523-2006 ORKERS COMPENSATION $
To 001-1230-523-2007 CA TAX - MEDICARE $144
To 001-1230-523-3001 FFICE EQUIP,FURN, & SUPP $7,0
To 001-1230-523-3002 OFP.VARE
To 001-1230-523-3013 DUC,COMMUNCATN,EQ & SUPP $8
To 001-1230-523-6099 THER PURCHASED SERVICES $7
To 001-1230-523-6503 RAVEL, MEALS, LODGING $6
To 001-1230-523-6504 RAINING & SEMINARS $90

12/f
J.0

10/25/2010

to
1D’~

https://intranet.co.travis.tx.us/budgetadjustments/tviajn.aspx
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Budget Adjustment: 24378

Author: 49-WILLIAMS-JONES, DONNA Created: 10/15/2010 12:08:27 PM

Court Date: None Dept: RESERVES

To provide budget for 20% match for TX DoT Transporation Enhance Grant for the McKinney
Falls Parkway Pedestrian Way project. The Comm. Court approved an earmark for this budget
during the FY 2011 budget process.

Date Approved

10/15/2010 12:08:35 PM

Fyr_ Budget Type: 201 1-Reg

PBO Category:

Just: Other

From Account Acct Desc Project Proj Desc Amount

001-9800-981-9892 ALLOCATED RESERVES 230,498

230,498

To Account Project

001-4931-828-8165 PURCH SVC INFRASTRUCTR SW

Approvals

Originator

Dept Approved By

49 DONNA WILLIAMS~JON~,L.k,~~//

Amount

230,498

230,498

—c-i ar~~ ~QXY~W’IZ~4
cGV)CLLJ~ ~ I 1~WL~L-’ ~~r*JY ~

Page 1
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TRANSPORTATION AND NATURAL RESOURCES ~ oCT 20 ~i1 8: ~ I
JOSEPH P. GIESELMAN, EXECUTIVE MANAGER
411 West 13th Street TRAVIS COUN I ~ ICE
Executive Office Building, 1 il” Floor & BUDGET OFF
P.O. Box 1748
Austin, Texas 78767
(512) 854-9383
FAX (512) 854-4697

October 15, 2010

MEMORANDUM

TO: Rodney Rhoades, Executive Manager, Planning and Budget Office

FROM: Joseph P. Gieselman, Executive Manager

SUBJECT: Approve Budget Transfer from General nd eserves for TX DoT Grant Match

Proposed Motion: Approve a budget transfer for $230,498 from General Fund Allocated Reserves for
match for the Texas Department of Transportation (TX DoT) McKinney Falls Pedestrian Way grant
award.

Summary and Staff Recommendation: TNR is requesting that the Commissioner’s Court approve a
transfer of $230,498 from the allocated reserve account 001-9800-981-9892 to account 001-4931-828-
8165 for the McKinney Falls Parkway Pedestrian Way project. In July 2010 TNR received notification
of a grant award in the amount of $921,992 for one of four projects we requested funding for under the
Transportation Enhancement Program. The $921,992 grant requires a 20° o match in the amount of
$230,498. During the FY 2011 budget cycle the Commissioners Court approved an earmark against
allocated reserves to cover the $230,498. TNR is expecting construction on this project to begin in FY
2011 and therefore recommends approval of this transfer.

Budgetary and Fiscal Impact: This will reduce the general fund allocated reserve account by
$230,498.

Required Authorizations: Planning and Budget Office, Jessica Rio.

Exhibits: Budget transfer xxxxx for the $230,498 has been entered in the automated budget adjustment
system. Copies of the related grant award documents are attached.

If you have any questions or require additional information please contact Donna Williams-Jones at
extension 47677.

DW:JPG:dw

Attachments

cc Steve Manilla, TNR
Donna Williams-Jones, TNR
Jessica Rio, PBO

Updated 11/5/2010, 1:20 p.m.



______ CODE ~ AUG 02 2010

TNR
- — - -if-Texas-Department of Transportation- -—

DEWITT C. GREER STATE HIGHWAY BLDG. • 125 E. 11TH STREET • AUSTIN, TEXAS 78701-2483. (512) 463-8585

July 30, 2010

Director, Pubhc Works CQ
Travis County
PC Box 1748
Austin, Texas 78767

Dear Mr. Manilla:

On behalf of the Texas Transportation Commission and the Texas Department of
Transportation (TxDOT), I am pleased to advise you that the Mckinney Falls Pedestrian
Way, submitted for the Transportation Enhancement Program has been selected for
funding. The maximum federal funding available for this project is $921,992.

Please be advised that project nominators are required to execute a project agreement
with TxDOT. According to the program rules, the agreement must be executed within
one year of this notification letter. Failure to execute the agreement within the allotted
time period will jeopardize the federal funding. Also, please remember that no
reimbursement costs can be incurred, or negotiations for real property can occur, until
the agreement is executed and the Federal Highway Administration authorizes funding
for the project.

A representative from TxDOT’s Atlanta District Office will be contacting you in the near
future to initiate the development of the project agreement and to discuss the
requirements associated with implementing a federal-aid transportation project.

Again, I want to congratulate you on your selected project.

Sincerely,

z~&~r ~7722t&L/

Mark A. Marek, P.E.
Director, Design Division

cc: Carlos A. Lopez, P.E., Austin District Engineer, TxDOT
Ed Collins, Austin District, TxDOT•

Project No. STP 2011(238)TE/AUS.TV.7007

THE TEXAS PLAN
REDUCE CONGESTION • ENHANCE SAFETY • EXPAND ECONOMIC OPPORTUNITY IMPROVE AIR QUALITY

INCREASE THE VALUE OF OUR TRANSPORTATION ASSETS

Ar~ Prn,~,f ()nnnrt,,r,it,, PmnIr,,~,,
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OF

PLANNING AND BUDGET OFFICE
TRAVIS COUNTY, TEXAS

314W. 11th Street
P.O. Box 1748
Austin, Texas 78767

November 1, 2010

To: Commissioners Court
/

From: Katie Petersen Gipson, Planning & Budget Analyst /
Re: Budget Amendment for Historical Commission Grant match

On May 5, 2009, the Commissioners Court approved a grant contract with the Texas Historical
Commission for a cultural resources survey of rural properties in Northeast Travis County. A
$3,500 cash grant match was added to the Historical Commission’s FY09 budget. It is now time
to pay the contract for the surveyor; however the cash match funds were not encumbered nor re
budgeted for FY11. It is therefore the recommendation of PBO that the match be funded by the
Allocated Reserve. Please feel free to contact me if you have any questions.

CC: Barry Hutchinson, Travis County Historical Commission
Ellen Heath, Auditor’s Office
Leroy Nellis, PBO
Rodney Rhoades, PBO

Updated 11/5/2010, 1:20 p.m.



Budget Adjustment: 24469

Fyr Budget Type: 201 1-Reg Author: 57- DAWKINS, CATHY Created: 10/26/2010 8:36:11 AM

PBO Category: Amendment Court Date: Tuesday, Nov 92010 Dept: RESERVES

Just: Other Funds for cash match for the Northeast Travis County Historical Survey grant.

From Account Acct Desc Project Proj Desc Amount

001-9800-981-9892 ALLOCATED RESERVES 3,500

3,500

To Account Project Amount

001-1700-639-9001 CO. CONTR. TO GRANTS 3,500

3,500

Approvals Dept Approved By Date Approved

Originator 57 CATHY DAWKINS 10/26/2010 8:36:20 AM

DepOffice 57 THOMAS ASHBURN 10/26/2010 8:51:02 AM

DepOfficeTo 57 THOMAS ASHBURN 10/26/2010 8:51:09 AM

___ ~ (Lf2~110

Page 1

Updated 11/5/2010, 1:20 p.m.



4A IA
~ AI~Lr.4 ~

,~ignature. El- ted Appointed Official

Please refer to budget rules for instructions on filling out Budget Adjustment Form

Page 1 of 2

Department Name: T.N.R. Department Number: ~. 49
r~C’,1ci /t~-’

Is this request related to a separate agenda item other than Budget Amendments and Trans~~?~
If yes, please check the appropriate blank below and attach copies of the agenda request~ ~, p~ 3: 06
supporting documentation submitted to the County Judge’s Office. 10 U~1 I

Contract Pending T1~ c~S~J~QFF~CE
Personnel Amendment
Other, Please Specify:

I ALL AMOUNTS MUST BE IN WHOLE DOLLARS I
For PBO Use Only:

PBO Approval
Type Analyst/Manager

Account Number Project Object Reduction
Item Fund Dept/Div. Act. EIe/Obj. Number Title Amount

# LCRA Escrow
I FROM: 737 - 0000 - 255 - 3101 WPNOO2 Arkansas Bend $10,901.48

TO: 001 - 4945 - 339 - 2010 Park Fees
LCRA Escrow

2 FROM: 737 - 0000 - 255 - 3102 WPNOO3 Bob Wentz $70,043.83

TO: 001 - 4945 - 339 - 2010 Park Fees
LCRA Escrow

3 FROM: 737 - 0000 - 255 - 3103 WPNOO4 Cypress Creek $18,408.16

TO: 001 - 4945 - 339 - 2010 Park Fees
LCRA Escrow

4 FROM: 737 - 0000 - 255 - 3104 WPNOO8 Hippie Hollow $138,956.34

TO: 001 - 4945 - 339 - 2010 Park Fees

5 FROM: 737 - 0000 - 255 - 3105 $115,546.25

TO: 001 - 4945 - 339 - 2010 Park Fees

LCRA Escrow
WPNO1O Mansfield Dam

Item #‘s:

JUSTIFICATION: Needs rebudgeting to meet commodity
code requirements
Other, please specify:

-F
Types of Transfer - TR

Requests Amendment - AM
Discussion - DS
Automatic - AU

x

FY 2010 4th Qtr park revenue & interest transfer totaling $544,900.53 from the LCRA Escrow Fund to the County’s General Fund.
This submission is in accordance with CC approval of May 17, 1999 considering and approving such quarterly transfers under agenda
“Budget Transfers and Amendments”.

~EEEJ~2~

ate

Rev 12/93

Updated 11/5/2010, 1:20 p.m.



Page 2 of 2

Object
Title

LCRA Escrow
Pace Bend _____________

Park Fees
LCRA Escrow
Sandy Creek $13,322.32

Park Fees
LCRA Escrow
Interest $3,265.40

Park Fees

Needs rebudgeting to meet commodity
code requirements
Other, please specify:

Types of Transfer - TR
Requests Amendment - AM

Discussion - DS
Automatic - AU

Signature on page 1
Signature of Elected/Appointed Official

Please refer to budget rules for instructions on filling out Budget Adjustment Form

Date

Department Name: T.N.R. Department Number:

Is this request related to a separate agenda item other than Budget Amendments and Transfers?
If yes, please check the appropriate blank below and attach copies of the agenda request and all
supporting documentation submitted to the County Judge’s Office.

Contract Pending
Personnel Amendment
Other, Please Specify:

I ALL AMOUNTS MUST BE IN WHOLE DOLLARS I

49

Reduction
Amount

$174,456.75

For PBO Use Only:
PBO Approval

Type Analyst/Manager

tLQ ,~

Account Number
Item Fund Dept/Div. Act. Ele/Obj.

#
6 FROM: 737 - 0000 - 255 - 3106

TO: 001 - 4945 - 339 - 2010

7 FROM: 737 - 0000 - 255 - 3107

TO: 001 - 4945 - 339 - 2010

8 FROM: 737 - 0000 - 256 - 4000

TO: 001 - 4945 - 339 - 2010

9 FROM:____ - - -

TO: ____ - - -

10 FROM:____ - - -

TO: - - -

Project
Number

WPSOO3

WPNO13

N/A

JUSTIFICATION:

Item #5:

x

Rev 12/93

Updated 11/5/2010, 1:20 p.m.



Transportation & Natural Resources
21-Oct-10

FY 2010 - 4th Qtr. & Final Transfer to the General Fund & CIP

4th Qtr
Revenues Less: Pending Less: Pending 4th Net Amount

LCRAParkS Escrow (111I201~1-~ FY2OIO LCRA QtrTrsfr to C1R029- Trsfr. To GF
Account Number ParI( 913012010) AdJust. * Admin. Fee 4th Qtr 4945-339-2010 OO1-4945-339-2~10

737-0000-255-3101 Arkansas Bend 13,013.00 - (159.57) (1,951.95) 10,901.48

737-0000-255-3102 Bob Wentz 83,587.00 - (1,005.12) (12,538.05) 70,043.83

737-0000-255-3103 Cypress Creek 21,947.00 - (246.79) (3,292.05) 18,408.16

737-0000-255-3104 Hippie Hollow 166,012.00 - (2,153.86) (24,901.80) 138,956.34

737-0000-255-3105 Mansfield Dam 137,920.00 1.71 (1,685.96) (20,689.50) 115,546.25

737-0000-255-3106 Pace Bend 208,235.00 18.29 (2,559.79) (31,236.75) 174,456.75

737-0000-255-3107 Sandy Creek 15,886.00 - (180.78) (2,382.90) 13,322.32

Total: 646,600.00 20.00 (7,991.87) (96,993.00) 541,635.13

737-0000-256-4000 Interest 3,265.40 - - 3,265.40

Total: 649,865.40 20.00 (7,991.87) (96,993.00) $544,900.53

Adjustment includes $20 res fees not previously reflected and 15% trsfr to CIP ($3)

Prepared by: Isabelle Lopez
Financial Services Division

10/21/2010

Updated 11/5/2010, 1:20 p.m.



PLANNING AND BUDGET OFFICE
TRAVIS COUNTY, TEXAS

314W. 11th Street
P.O. Box 1748
Austin, Texas 78767

MEMORANDUM

TO: Commissioners Court

FROM: Randy Lott, Planning and Budget Analyst

DATE: October 26, 2010

RE: Consolidation of two half-time slots into one slot in the RMCR Law Library Fund

PBO concurs with the RMCR request for Commissioners Court approval to consolidate two half
time attorney slots into one full-time slot in the Law Library Fund (Fund 011). No additional
funding is required and PBO has verified the $1,800 in permanent salary savings generated.

cc: Rodney Rhoades, Leroy Nellis, PBO
Todd Osburn, HRMD
Steven Broberg, Lisa Rush, RMCR

Updated 11/5/2010, 1:20 p.m.



MEMORANDUM

10OCT22 P11 3:51
Travis County RMCR To: Randy Lott, Planning and Budget Analyst
Records Management TRAVIS C0UHV~FFICE
& Communication
Resources From: Steven Broberg, Director ofRMCZ }çj~ ~LAHNING & 81)1)6

314.W.llthSt.#11O ç~i- 0j~.z.
P.O. Box 1748 Date: October 22, 2010
Austin, TX 78767

512.854.9575 Re: Consolidation of two half-time slots into one slot
Fax: 512 854.4560

Services:

Travis County Archives The RMCR Law Library requests Commissioners Court approval to consolidate
512.854.4675 two of its half-time Attorney slots (49 and 51) into one full-time slot (51).
Fax: 854.4560

The salary paid the incumbent in slot 51 would change from $33,752 per
Imaging Lab year to $67,504 per year to reflect the increase in work hours from half-time
512.854.9061
Fax: 854.4560 to full-time.

Information Booth
512.854.9000 This consolidation would allow the experienced employee in slot 51 to work
Fax: 854.9887 full-time and therefore expand the number ofbilingual reference attorney

Law Libraries appointments the Law Library could offer it patrons. The Law Library is
512.854.8677
Fax: 512.854.9887 requesting that slot 49, which was vacated on 10/15/2010, be eliminated.

Additionally, this action would allow the Law Library Fund to realize
Legal Self-Help Center additional permanent salary savings of $1,800.
512.854.9019
Fax: 854.9082

Media ServiceslTCTV-17 $69,304 — current FY 11 total salaries slots 49 and 51.
TravisCountyTV.org $67,504 — proposed FY 11 salary slot 51.
512.854.9503
Fax: 854.4560 $1,800

Mail Services
512.854.9528 The position numbers for both slots are 24029, the titles are both Attorney III,
Fax: 854.4560 and the account number is 011-5740-555.07-01.

Offsite Storage
512.854.5865 Thank you.
Fax: 854.9062

Print Shop
512.854.9104
Fax: 854.9105

Updated 11/5/2010, 1:20 p.m.



Allocated Reserve Status (001-9800-981-9892)

Amount Dept Transferred Into Date Explanation
$8,953,199 Beginning Balance

($18,768) District Attorney 10/19/10 Family Protection Fund
$4,443 Various 10/15/10 Canceled Purchase Orders
$4,051 Various 10/25/10 Canceled Purchase Orders

($102,500) Medical Examiner 10/26/10 Financial Feasibility Study
($599,970) TNR 10/26/10 Hamilton Pool Cleanup Project

($3,975) CJP 10/26/10 ACC Internship Program
($5,178) Civil Courts 10/26/10 ACC Internship Program
$11,039 Various 11/1/10 Canceled Purchase Orders

$8,242,341 Current_Balance

Possible Future Expenses Against Allocated Reserve Previously Identified:
Amount Explanation

($57,465) Receptionist Position Related Auditor~s Office in the 700 Lavaca Building
($200,000) Transition Planning

($25,885) ACC Internship Program
($200,000) Television Cable Service for Travis County
($185,439) Family Drug Treatment Court
($184,727) Drug Court Grant Reserves

($21,060) Cadaver Contract Increase
($57,137) DWI Court Program
($20,000) HAZMAT Allocated Reserves
($19,240) Landfill Leachate Discharge Abatement & Priority 2
($25,000) Cash Match for MHPD Expansion grant
($51,494) MHPD FY 11 Continuation funding
($50,000) Postage and Postage

($200,000) Managed Print Services
($255,000) Workforce Development Pilot Programs
($400,000) Civil Indigent Attorney Fees
($300,000) Indigent Attorney Fees for Capital Cases
($200,000) Transition Planning

($70,000) Redistricting
($1 75,000) Special Election for Senator Wentworth
($250,000) Conservation Easment
($230,498) McKinney FaIls Grant Match

($3,177,945) Total Possible Future Expenses (Earmarks)
$5,064,396 Remaining Allocated Reserve Balance After Possible Future Expenditures

Updated 11/5/2010, 1:20 p.m.



Capital Acquisition Resources Account Reserve Status (001-9800-981-9891)

Amount Dept Transferred Into Date Explanation
$496,980 Beginning Balance

$496,980 Current Reserve Balance

Possible Future Expenses Against CAR Identified During the FY11 Budget Process:
Amount Explanation

($1 35,000) Video Surveillance Phase 2 of 3
($95,500) Failing Vehicles
($90,000) Guardrails

($90,000) Total Possible Future Expenses (Earmarks)
$406,980 Remaining CAR Balance After Possible Future Expenditures

Updated 11/5/2010, 1:20 p.m.



Emergency Reserve Status (001-9800-981-9814)
Amount Dept Transferred Into Date Explanation
$4,950,000 Beginning Balance

$4,950,000_Current_Reserve_Balance

Fuel & Utility Reserve Status (001-9800-981-9819)
Amount Dept Transferred Into Date Explanation
$1,000,000 Beginning Balance

$1,000,000 Current Reserve Balance

Planning Reserve Status (001-9800-981-9821)
Amount Dept Transferred Into Date Explanation
$2,100,000 Beginning Balance

$2,100,000 Current Reserve Balance

Juvenile Justice TYC (001-9800-981-9829)
Amount Dept Transferred Into Date Explanation

$250,000 Beginning Balance

$250,000 Current Reserve Balance

Future Grant Requirements Reserve Status (001-9800-981-9837)
Amount Dept Transferred Into Date Explanation

$596,369 Beginning Balance

$596,369 Current Reserve Balance

Smart Bldg. Facility Maintenance Reserve Status (001-9800-981-9838)
Amount Dept Transferred Into Date Explanation

$51,280 Beginning Balance

$51,280 Current Reserve Balance

Updated 11/5/2010, 1:20 p.m.



Unallocated Reserve Status (00 1-9800-981-9898)
Amount Dept Transferred Into Date Explanation

$48,595,756 Beginning Balance

$48,595,756 Current Reserve Balance

BEFIT Auditor Reserve Status (001-9800-982-9902)
Amount Dept Transferred Into Date Explanation
$1,099,930 Beginning Balance

$1,099,930 Current Reserve Balance

Updated 11/5/2010, 1:20 p.m.



Travis County Commissioners Court Agenda Request

Voting Session November 9, 2010 Work Session

____________

(Date) (Date)

Signature of Elected Official/Appointed Official/Executive Manager/County Attorney.

Requested text:

Review and approve the immediate release of reimbursement payment to
United Health Care for claims paid for participants in the Travis County
Employee Health Care Fund for payment of $1,046,388.94, for the period of
October 22, 2010 to October 28, 2010.

Approved by:
Signature of Commissioner or County Judge

II. Additional Information:

A. Backup memorandum is attached.

B. Affected agencies and officials.

Dan Mansour 854-9499
Susan Spataro 854-9125
Rodney Rhoades 854-9106

lii. Required Authorizations: Checked if applicable:

_______

Planning and Budget Office (854-9106)

_______

Human Resources Management Department (854-9165)

Purchasing Office (854-9700)

_______

County Attorney’s Office (854-9415)

_______

County Auditor’s Office (854-9125)

I. Requestmadeby:

Item 8
Updated 11/5/2010, 1:20 p.m.



TRAVIS COUNTY
RECOMMENDATION FOR TRANSFER OF FUNDS

DATE: November 9, 2010

TO: Members of the Travis County Commissioners Court

FROM: Dan Mansour, Risk Manager

COUNTY DEPT. Human Resources Management Department (HRMD)

DESCRIPTION: United Health Care (UHC) (The Third Party Administrator for
Travis County’s Hospital and Self Insurance Fund) has
requested reimbursement for health care claims paid on behalf
of Travis County employees and their dependents.

PERIOD OF PAYMENTS MADE: October 22, 2010 to October 28, 2010

REIMBURSEMENT REQUESTED
FOR THIS PERIOD: $1,046,388.94

HRMD RECOMMENDATION: The Director or Risk Manager has reviewed the
reimbursement submitted and concurs with the findings
of the audits by the Financial Analyst and the Benefits
Contract Administrator and therefore recommends
reimbursement of $1,046,388.94.

Please see the attached reports for supporting detail information.

Updated 11/5/2010, 1:20 p.m.



TRAVIS COUNTY

HOSPITAL AND INSURANCE FUND

SUPPORTING DETAIL FOR THE

WEEKLY REIMBURSEMENT REQUEST TO

COMMISSIONERS COURT

FOR THE PAYMENT PERIOD

OCTOBER 22, 2010 TO OCTOBER 28, 2010

Page 1. Detailed Recommendation to Travis County Auditor
for transfer of funds.

Page Ia. Explanation of Higher than Normal Reimbursement
Amount.

Page 2. Chart of Weekly Reimbursements Compared to Budget.

Page 3. Paid Claims Compared to Budgeted Claims.

Page 4. Notification of amount of request from United
Health Care (UHC).

Page 5. Last page of the UHC Check Register for the Week.

Page 6. List of payments deemed not reimbursable.

Page 7. Journal Entry for the reimbursement.

Updated 11/5/2010, 1:20 p.m.



TRAVIS COUNTY
RECOMMENDATION FOR TRANSFER OF FUNDS

DATE: November 9, 2010
TO: Susan Spataro, County Auditor
FROM: Dan Mansour, Risk Manager
COUNTY DEPT. Human Resources Management Department (HRMD)

United Health Care (UHC) (Travis County’s Third Party Administrator for our Self Insured Health
Care Fund) has requested reimbursement for health care claim payments made on behalf of Travis
County employees and their dependents as follows:

PERIOD OF PAYMENTS PAID:
FROM: October 22,2010
TO: October 28, 2010

REIMBURSEMENT REQUESTED: $ 1,046,388.94
SUPPORTING DETAIL FOR REIMBURSEMENT REQUESTED:

NOTIFICATION OF AMOUNT OF REQUEST FROM UHC*: $ 1,523,272.44
bank withdrawal correction $ (2,850.00)

LESS: REIMBURSEMENTS PREVIOUSLY APPROVED BY
COMMISSIONERS COURT: November 2, 2010 $ (474,168.77)

October 5, 2010 adj $ 135.10
Adjust to balance per UHC $ 0.17

TOTAL REIMBURSEMENT REQUESTED BY UHC FOR THIS WEEK**: $ 1,046,388.94

PAYMENTS DEEMED NOT REIMBURSABLE $ -

TRANSFER OF FUNDS REQUESTED: $ 1,046,388.94

The claims have been audited for eligibility and all were eligible in the period covered by the claim.

All claims over $25,000 (2 this week totaling $94,485.65) have been audited for data entry accuracy and the
following information is correct for each claim audited: date of service, eligibility, nature of service, name of
and amount billed by provider, amount billed by date and amount paid by UHC.

Fifteen percent (15%) of all claims under $25,000 ($145,876.21) have been audited for data entry accuracy and the
following information is correct for each claim identified for this random review: date of service,
eligibility, nature of service, name of and amount billed by provider, date and amount paid by UHC. Claims in this
random audit met the above requirements but may qualify for more detailed analysis through other resources.

All claims have been reviewed to determine if they have exceeded the $175,000 stop loss limit.
For claims that have exceeded the limit, it has been verified that UHC has complied with the contract.
This week credits for stop loss and other reimbursements totaled ($18,524.55).

All claims submitted in this transfer have been audited to confirm accuracy of billing and legitimacy of
claim under the service provisions of the health care contract and all are contractually legitimate, legally
incurred and accurately billed claims.

I certify that all data listed on this recommendation for transfer of funds is correct and that the payments
shown have been made solely for the purpose of health insurance claims.

k jo/’i
Diane Blankenship, Director, HRM . ate /

L-C&

Dan Mansour, Risk Manager Date

/ô///a
Cindy Purinton, Benefit Contract Administrator Date

22 “/-9/’ D
Norman McRee, Financial Analyst Date

** Agrees to the total payments for this period per the check register received from UHC. See
the final page of this period’s check register attached.

Updated 11/5/2010, 1:20 p.m.



Human Resources Management Department

1010 Lavaca Street, 2’ Floor • P.O. Box 1748 • Austin, Texas 78767 (512) 854-9165! FAX(512) 854-4203

MEMORANDUM

Date: November 9, 2010

To: Commissioners Court

From: Dan Mansour, Risk Manager, HRMD

Re: Explanation of Larger than Normal Health Reimbursement Request
For the Period of October 22 — 28, 2010,
$1,046,388.94

This week’s claims reimbursement request of $1,046,388.94 includes two claims over
$25,000, totaling $94,485.65. In addition there are five claims over $10,000, which total
$84,135.18; and 14 claims between $5,000 and $10,000, which total $95,363.85.
There are a total of 6,688 claims included this week.

Pharmacy charges are included in reimbursements every other week. Pharmacy
charges of $336,491.94 included in this week’s reimbursement are about average.

It appears this week’s reimbursement is higher due to the number of larger claims, the
inclusion of pharmacy charges, as well as the overall number of claims included.

Updated 11/5/2010, 1:20 p.m.



Travis County Employee Benefit Plan
FYI I Paid Claims vs Weekly Claims Budget of $818,811.85

$1656000.00

0
E

$818,000.00

0

$(20,000.00)

I 0

I
0 0

I
0 0

5SI

Commissioners Court Date

0

I
0 0

Updated 11/5/2010, 1:20 p.m.



Travis County Employee Benefit Plan
FY11 Weekly Paid Claims VS Weekly Budgeted Amount

Paid & Budgeted Claims to Date $ 3,074,999.14 $3,275,247.38
Paid Claims less Total Weekly Budget $ (200,248.24)J

Pd Claims # of Total of FY 2011 % FY 2010 %
Period from Period To

Voting BudgetedRequest Large Large of Budget of BudgetSession Date Weekly Claims
Amount Claims Claims Spent Spent

1 10/1/2010 1017/2010 10/19/2010 $ 486,507.45 $ 618811.85 1 $49,999.05 1.14% 1.34%
2 1018/2010 10/14/2010 10/26/2010 $ 1,067,933.98 $ 818,811.85 1 $28,590.00 3.65% 3.50%
3 10/15/2010 10/21/2010 11/2/2010 $ 474,168.77 $ 818,811.85 0 $ - 4.76% 4.52%
4 10/22/2010 10/28/2010 11/9/2010 $ 1,046,388.94 $ 818,811.85 2 $94,485.65 7.22% 6.25%

note: Not predictive of impact on reserve, intended to show relationship of
weekly claims cost to weekly budget

1

Updated 11/5/2010, 1:20 p.m.



(10129/2010) Norman McRee- UHC BANKING REPTS/C

From: <SIFSFAX@UHC.COM>
To: <NORMAN.MCREE@CO.TRAVIS.TX. US>
Date: 10/29/2010 5:05 AM
Subject: UHC BANKING REPTS/C

TO: NORMAN MCREE FROM: UNITEDHEALTH GROUP
FAX NUMBER: (512) 854-3128 AB5
PHONE: (512) 854-3828

NOTIFICATION OF AMOUNT OF REQUEST FOR: TRAVIS COUNTY

DATE: 2010-10-29 REQUEST AMOUNT: $1,523,272.44

CUSTOMER ID: 00000701254
CONTRACT NUMBER: 0070125400709445
BANK ACCOUNT NUMBER: 0475012038 ABA NUMBER: 021000021
FUNDING ADVICE FREQUENCY: DAILY
FREQUENCY: FRIDAY INITIATOR: CUST METHOD: ACH BASIS: BALANCE

CALCULATION OF REQUEST AMOUNT
+ ENDING BANK ACCOUNT BALANCE FROM: 2010-10-28 $524,682.96
- REQUIRED BALANCE TO BE MAINTAINED: $1,938,718.00
+ PRIOR DAY REQUEST: $00.00

= UNDER DEPOSIT: $1,414,035.04

+ CURRENT DAY NET CHARGE: $109,237.40
+ FUNDING ADJUSTMENTS: $00.00

REQUEST AMOUNT: $1,523,272.44

ACTIVITY FOR WORK DAY: 2010-10-22

CUST NON NET
PLAN CLAIM CLAIM CHARGE
0632 $366,072.43 $00.00 $366,072.43

TOTAL: $366,072.43 $00.00 $366,072.43

ACTIVITY FOR WORK DAY: 2010-10-25

CUST NON NET
PLAN CLAIM CLAIM CHARGE
0632 $245,236.48 $00.00 $245,236.48

Page: 1 of 2

V

Updated 11/5/2010, 1:20 p.m.



UNITED HEALTHCARE CHECK REGISTER FOR TRAVIS COUNTY SUBMITTED 20101028

CONTR NBR

701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254
701254

CHK NBR GRP ID
938687 AH —

17571 55 AH
1027051 AH
1539381 AE
1330799 Al
965913 AH

1374873 AH
1091906 AA
1871 768 AA
1528405 AH
1625601 AH
1267011 Al
1738042 AH

30428160 AH
10175740 AE

1428443 A
15396580 AA
304281 50 AH

1773857 A

C LM AC CT NER

9
7

8
11

9
8
5
5
5
3
9
6
5

12
6
6

12

ISS DT

10/28/2010
10/28/2010
10/28/2010
10/28/2010
10/28/2010
10128/2010
10128/2010
10/28/2010
10/28/2010
10/28/2010
10/28/2010
10/28/2010
10/28/2010
7/16/2010

10/23/2010
1012812010
7/19/2010
7/16/2010

10/28/2010

PLN ID TRANS ANT SRSDESG NBR
632 -194.64 NN
632 -194.84 NN
632 -198.52 NN
632 -198.52 NN
632 -202.6 NN
632 -205.12 NN
632 -213.4 NN
632 -213.4 NN
632 -219.19 NN
632 -236.66 NN
632 -297.52 NN
632 -298.14 NN
632 -315.86 NN
632 -445.37 RJ
632 -483.54 RI
632 -577.92 NN
632 -904 U4
632 -1746.62 RJ
632 -2028.04 NN

TRANS TYPCD TRANS DT WKEND DT
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 1012812010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010
200 10/25/2010 10/28/2010

50 10/25/2010 10/28/2010
50 10/29/2010 10/28/2010

200 10/2512010 10/28/2010
50 10/26/2010 10/28/2010
50 10/27/2010 10/2812010

200 10/25/2010 10/2812010

1,046,388.94

Updated 11/5/2010, 1:20 p.m.



Travis County Hospital and Insurance Fund - County Employees
UHC Payments Deemed Not Reimbursable
For the payment week ending: 10/28/2010

CLAIM TRANS
CONTR_# TRANS AMT SRS CHK_# GRP ACCT# ISSDA TE CODE TRANSDA TE

Total: $0.00

1O/29/201i1 11:25:01 AM

Updated 11/5/2010, 1:20 p.m.



Travis County - Hospital and Self Insurance Fund (526)

Journal Entry for the Reimbursement to United Health Care
For the payment week ending: 10/28/2010

TYPE MEMBER TYPE TRANS_AMT

CEPO
EE

526-1145-522.45-28 139,996.92

RR

526-1145-522.45-29 14,268.28

Total CEPO $1 54,265.20
EPO

EE

526-1145-522.45-20 275,076.42

RR

526-1145-522.45-21 52,077.80

Total EPO $327,154.22
PPo

EE

526-1145-522.45-25 502,515.40

RR

526-1145-522.45-26 62,454.12

Total PPO $564,969.52
Grand Total $1,046,388.94

Friday, October 29, 2010 Page 1 of 1

Updated 11/5/2010, 1:20 p.m.



#________

Travis County Commissioners Court Agenda Request

Voting Session 11/9/10 Work Session

________________

(Date) (Date)

I. Request made by: Qt’3

Roger Jefferies, Executive Manager, Justice and Public Safety Phone # 854-4759
Signature of Elected Official/Appointed Official/Executive Manager/County Attorney

CONSIDER AND TAKE APPROPRIATE ACTION ON THE FOLLOWING ITEMS FOR
HUMAN RESOURCES MANAGEMENT DEPARTMENT:

A. PROPOSED ROUTINE PERSONNEL AMENDMENTS; AND

B. NON-ROUTINE REQUEST FROM THE TRAVIS COUNTY CONSTABLE
PRECINCT ONE’S OFFICE FOR A VARIANCE TO TRAVIS COUNTY CODE
CHAPTER 10.0295, PEACE OFFICER PAY SCALE

Approved by:
Signature of Commissioner(s) or County Judge

II. Additional Information

A. Backup memorandum and exhibits should be attached and submitted with this
Agenda Request (original and eight copies of request and backup).

B. List all of the agencies or official names and telephone numbers that might be
affected or be involved with the request. Send a copy of request and backup to
each party listed.

Roger Jefferies, Executive Manager, Justice and Public Safety Phone # 854-4759
Danny Thomas, Constable Pct I Phone # 854-7510
Diane Blankenship, Director, HRMD Phone # 854-9170
Todd L. Osburn, Compensation Manager, HRMD Phone # 854-2744

III. Required Authorizations: Please check if applicable:

______Planning

and Budget Office (854-9106)

Human Resources Management Department (854-9165)

Purchasing Office (854-9700)

_______County

Attorney’s Office (854-9415)

______County

Auditor’s Office (854-9125)

Item 9
Updated 11/5/2010, 1:20 p.m.



Hunj4so44n)rtment

1010 Lavaca Street, 2nd Floor • P.0.Box 1748 • Austin, Texas 78767 • (512) 854-9165 / FAX(512) 854-4203

DATE: October 29, 2010

November 9, 2010

ITEM#:

Samuel T. Biscoe, County Judge
Ron Davis, Commissioner, Precinct I
Sarah Eckhardt, Commissioner, Precinct 2
Karen L. Huber, Commissioner, Precinct 3
Margaret Gomez, Commissioner, Precinct 4

VIA: Roger Jefferies, Executive Manager, Justice and Public Safety

If you have any questions or comments, please contact Diane Blankenship at 854-9170 or
Todd L. Osburn at 854-2744.

RJIDBITLO

Attachments
cc: Planning and Budget Department

County Auditor
County Auditor-Payroll (Certified copy)
County Clerk (Certified copy)

TO:

FROM: Diane Blankenship, Director, HRMD

SUBJECT: Weekly Personnel Amendments

Attached are Personnel Amendments for Commissioners Court pprovaI.

A. Routine Personnel Actions — Pages 2 — 10.

B. Non-Routine Personnel Action — Pages 11 - 14.
Constable I requests an exception to Peace Officer Pay Scale (POPS) - Travis County Code § 10.0295 to place
slot 13 from step ito step 2. PBO has confirmed funding up to step 2.

Updated 11/5/2010, 1:20 p.m.



. .

WEEKLY PERSONNEL AMENDMENTS ROUTINE
.: •.•

NEW HIRES
Dept. Slot Position Title Dept. Requests HRMD Recommends

LevellSalary Level!Salary
Juvenile 408 Cook 8/ Level 4 / $24,128.00 8/ Level 4/ $24,128.00

Probation
Probate 7 Attorney V’ ** 27 / $81,389.78 27 I $81,389.78
Court
Sheriff 1639 Security Coord 12 / Level 3 / $30,804.80 12 / Level 3 I $30,804.80

Sheriff 1642 Security Coord 12 I Minimum / $28,262.42 12 / Minimum / $28,262.42

Sheriff 1824 Deputy Sheriff Law 72 / Step I / $46,622.16 72 / Step I / $46,622.16
Enforcement

TNR 334 Road Maint Worker 8 / $27,768.00 8 / $27,768.00
* Temporary to Regular Actual vs Authorized

TEMPORARY APPOINTMENTS
Dept. Slot Position Title Dept. HRMD Temporary

Requests Recommends Status Type
. . . . ... ... .. .. GradelSalary GradelSalary Code

CountyClerk 20055 ElecClk— 10/$12.00 10/$12.00 10
Operations_Clk_II

County Clerk 20304 Elec CIk — Erly 7 I $10.00 7 / $10.00 02
Vting_Cik

County Clerk 20479 Elec CIk — Erly 7 / $10.00 7 I $10.00 02
Vting_Clk

County Clerk 20486 Elec Cik — Erly 7 / $10.00 7 / $10.00 02
Vting_Cik

County Clerk 20489 Elec Clk — Erly 7 / $10.00 7 / $10.00 02
Vting_Cik

County Clerk 20498 Elec CIk — Erly 7 / $10.00 7 / $10.00 02
Vting_Cik

County Clerk 20505 Elec CIk — Erly 7 / $10.00 7 I $10.00 02
Vting_Clk

County Clerk 20507 Elec Cik — Erly 7 / $10.00 7 / $10.00 02
Vting_Cik

County Clerk 20510 Elec CIk — Erly 7 / $10.00 7 / $10.00 02
Vting CIk

Temporary Status Type Codes: (Temporary less than 6 mos. = 02) (Project Worker more than
6 mos. = 05, includes Retirement Benefits).
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TEMPORARY APPOINTMENTS
Dept. Slot Position Title Dept. HRMD Temporary

Requests Recommends Status Type
Grade!Salary GradelSalary Code

County Clerk 20512 Elec Cik — Erly 7/ $10.00 7/ $10.00 02
Vting_Clk

County Clerk 20515 Elec Cik — Erly 7 / $10.00 7 / $10.00 02
Vting_Cik

CountyClerk 20516 ElecClk—ErIy 7/$10.00 7/$10.00 02
Vting_Cik

County Clerk 20521 Elec Cik — Erly 7 / $10.00 7 / $10.00 02
Vting_Clk

County Clerk 20537 Elec Clk— Erly 7 / $10.00 7/$10.00 02
Vting_Cik

County Clerk 20542 Elec Cik — Erly 7 / $10.00 7 / $10.00 02
Vting_Clk

County Clerk 20555 Elec CIk — Erly 7 / $10.00 7 / $10.00 02
Vting_Cik

County Clerk 20599 Elec Cik — Erly 7 / $10.00 7 / $10.00 02
Vting_Cik

County Clerk 2061 1 Elec Cik — Erly 7 / $10.00 7 / $10.00 02
Vting_Cik

County Clerk 20617 Elec Clk — Erly 7 / $10.00 7 / $10.00 02
Vting_Clk

County Clerk 23027 Elec Clk — Erly 10 / $12.00 10 / $12.00 02
Vting_Deputy

CountyClerk 23031 ElecClk—Erly 10/$12.00 10/$12.00 02
Vting_Deputy

County Clerk 23043 Elec Cik — Erly 10 / $12.00 10 / $12.00 02
Vting_Deputy

CountyClerk 23068 ElecClk—Erly 10/$12.00 10/$12.00 02
Vting_Deputy

County Clerk 23203 Elec Cik — Erly 10 / $12.00 10 I $12.00 02
Vting_Deputy

County Clerk 23205 Elec Cik — Erly 10 I $12.00 10 / $12.00 02
Vting_Deputy

CountyClerk 23209 ElecCik—Erly 10/$12.00 10/$12.00 02
Vting_Deputy

CountyClerk 50590 OfficeAsst 8/$10.71 8/$10.71 05
**mpQrapj Status Type Codes (Temporary less than 6 mos = 02) (Project Worker more than

6 mos = 05, includes Retirement Benefits)

November9, 2010 3
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TEMPORARY APPOINTMENTS
Dept. Slot Position Title Dept. HRMD **Tempora,.y

Requests Recommends Status Type
Grade/Salary GradelSalary Code

HHS 20075 Case Worker 15/$17.64 151$17.64 02

HHS 50254 CarpenterSr 151$18.67 15/$18.67 05

Temporary Status Type Codes: (Temporary less than 6 mos. = 02) (Project Worker more than
6 mos. = 05, includes Retirement Benefits).

TEMPORARY PROMOTIONS I SALARY ADJUSTMENTS I LATERAL TRANSFERS I VOLUNTARY
REASSIGNMENTS I TEMPORARY ASSIGNMENTS

Dept. Slot — Position Dept. Slot — Position Comments
(From) Title — Salary (To) Title —Salary

Criminal Slot 50012 / Court Criminal Slot 50031 / Court 2 Job. Lateral
Courts Bailiff! Grd 10 / $11.87 Courts Bailiff / Grd 10 / transfer. Pay remains

$11.87 the same.
HHS Slot 20072 I Office HHS Slot 20076 / Case Promotion temporary.

Specialist/Grd 10/ Worker!Grd 15!
$13.64 $17.64

CAREER LADDERS-POPS
• Dept. Slot Current New Current Proposed.. Comments

Position Position Annual Annual Current HRMD Practice
TitlelGrade Title/Grade Salary Salary

Sheriff 1080 Cadet* / Corrections $34,594.77 $39,706.37 Career Ladder. Peace
Grd 80 Officer*! Officer Pay Scale

Grd 81 (POPS).
Sheriff 1146 Corrections Corrections $39,706.37 $43,159.58 Career Ladder. Peace

Officer* / Officer Sr*! Officer Pay Scale
Grd 81 Grd 83 (POPS).

Sheriff 1413 Cadet* / Corrections $34,594.77 $39,706.37 Career Ladder. Peace
Grd 80 Officer*! Officer Pay Scale

Grd 81 (POPS).
Sheriff 1782 Cadet* / Corrections $34,594.77 $39,706.37 Career Ladder. Peace

Grd 80 Officer / Officer Pay Scale
Grd 81 (POPS).

Sheriff 1785 Cadet* / Corrections $34,594.77 $39,706.37 Career Ladder. Peace
Grd 80 Officer / Officer Pay Scale

Grd 81 (POPS).
* Actual vs Authorized

November9, 2010 4
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CAREER LADDERS - NON-POPS
Dept. Slot Current New Current Proposed Comments

Position Position Annual Annual Current HRMD Practice

____

TitlelGrade TitlelGrade Salary Salary
District 45 Attorney 111* Attorney IV* $63,638.50 $72,861.57 Career Ladder. Pay is at

Atty / Grd 24 I Grd 26 minimum of pay grade.
Pretrial 11 Pretrial Pretrial $37,990.58 $39,890.11 Career Ladder. Pay is

Services Officer 1* I Officer Il I between mm and
Grd 15 Grd 16 midpoint of pay grade.

Pretrial 12 Pretrial Pretrial $39,890.11 $41,884.62 Career Ladder. Pay is
Services Officerll/ Officerll/ between mm and

Grd 16 Grd 16 midpoint of pay grade.
Pretrial 18 Pretrial Pretrial $38,706.85 $40,642.19 Career Ladder. Pay is

Services Officer II / Officer II / between mm and
Grd 16 Grd 16 midpoint of pay grade.

Pretrial 57 Pretrial Pretrial $39,890.11 $41,884.62 Career Ladder. Pay is
Services Officer II / Officer II / between mm and

Grd 16 Grd 16 midpoint of pay grade.
* Actual vs Authorized

PROMOTIONS I SALARY ADJUSTMENTS I LATERAL TRANSFERS I VOLUNTARY
. REASSIGNMENTS I TEMPORARY ASSIGNMENTS :•

Dept. Slot — Position Title Dept. Slot — Position Title Comments
(From) —Grade Salary (To) — Grade— Salary
District Slot 123 I Business District Slot 123 I Business Salary adjustment. Pay
Clerk Analyst II I Grd 23 / Clerk Analyst II I Grd 23 I is between mm and

$62,169.27 $64,110.00 midpoint of pay grade.
Emergency Slot 6 I Star Flight Emergency Slot 6 I Star Flight Salary adjustment. Pay

Medical Helic Pilot Sr I Grd 25 Medical Helic Pilot Sr / Grd 25 is between mm and
Service / $80,519.55 Service I $84,545.00 midpoint of pay grade.

HHS Slot 202 / Financial HHS Slot 202 I Financial Promotion. Pay is
Analyst Sr* I Grd 19 I Analyst Lead / Grd 22 between midpoint and
$71,125.87 / $72,904.02 max of pay grade.

HHS Slot 211 I HHS Div Dir HHS Slot 234 / HHS Div Dir Lateral transfer.
I Grd 26 / $77,966.19 I Grd 26 I $77,966.19 Employee transferred to

different slot, same
position, same
department, same pay
grade, retains current
pay.

Actual vs Authorized
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PROMOTIONS I SALARY ADJUSTMENTS I LATERAL TRANSFERS I VOLUNTARY
REASSIGNMENTS I TEMPORARY ASSIGNMENTS
Dept Slot — Position Title Dept - Slot — Position Title Comments

(From) — Grade — Salary (To) ‘4 — Grade — Salary
HHS Slot 234 I HHS Div Dir HHS Slot 211 I HHS Div Dir Lateral transfer.

I Grd 26 I $76,923.46 / Grd 26 / $76,923.46 Employee transferred to
different slot, same
position, same
department, same pay
grade, retains current
pay.

HRMD Slot 9 / Executive Asst HRMD Slot 9 / Executive Asst Classification change
NE*I Grd 16/ I Grd 16/ $48,308.93 approved by CC on
$48,308.93 10/26/10. Retains

current pay.
HRMD Slot 10 / Executive HRMD Slot 10 I Executive Classification change

Asst NE*IGrd 16 / Asst / Grd 16/ approved by CC on
$48,308.93 $48,308.93 10/26/10. Retains

current pay.
HRMD Slot 9 / Executive Asst HRMD Slot 9 I Executive Asst Salary adjustment. Pay

I Grd 16 / $48,308.93 / Grd 16 / $49,275.11 is between midpoint and
max of pay grade.

HRMD Slot 10 / Executive HRMD Slot 10 / Executive Salary adjustment. Pay
Asst / Grd 16 / Asst I Grd 16 / is between midpoint and
$48,308.93 $49,275.11 max of pay grade.

ITS Slot 4 / Systems ITS Slot 4 I Information Promotion. Pay is
Network Ops Div Mgr* Technology Dir I between mm and
/Grd 30/ Grd 31 /$113,117.02 midpointofpaygrade,
$113,117.02 retains current pay.

JP Pct 4 Slot 14 / Court Clerk 1* JP Pct 4 Slot 14 / Court Clerk II Promotion. Pay is
I Grd 13 / $37,040.70 I Grd 15 / $37,040.70 between mm and

midpoint of pay grade,
retains current pay.

JP Pct 4 Slot 60002 / Court JP Pct 4 Slot 17 I Court Clerk I Lateral transfer.
Clerk I / Grd 13 / I Grd 13 / $32,719.35 Employee transferred to
$32,719.35 different slot, same

position, same
department, same pay
grade, retains current
pay.

JP Pct 5 Slot 4 / Court Clerk II I JP Pct 5 Slot 4 / Court Clerk II / Salary adjustment. Pay
Grd 15I$39,254.04 Grd 15 / $39,445.52 is between mm and

midpoint of pay grade.
JP Pct 5 Slot 5 / Court Clerk II / JP Pct 5 Slot 5 / Court Clerk II / Salary adjustment. Pay

Grd 15 / $38,001.27 Grd 15 / $38,186.64 is between mm and
midpoint of pay grade.

* Actual vs Authorized
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PROMOTIONS I SALARY ADJUSTMENTS I LATERAL TRANSFERS I VOLUNTARY:
REASSIGNMENTS I TEMPORARY ASSIGNMENTS
Dept Slot — Position Title Dept Slot — Position Title Comments

. (From) - Grade — Salary (To) :
— Grade — Salary

JP Pct 5 Slot 8 I Court Clerk I I JP Pct 5 Slot 8 / Court Clerk I / Salary adjustment. Pay
Grd 13/$31,923.10 Grd 131$32,778.61 is between mm and

midpoint of pay grade.
JP Pct 5 Slot 10/ Court Clerk I JP Pct 5 Slot 10 I Court Clerk I Salary adjustment. Pay

I Grd 13 / $38,001.18 / Grd 13 / $38,186.64 is between midpoint and
max of pay grade.

JP Pct 5 Slot 12 / Court Clerk I JP Pct 5 Slot 12 I Court Clerk I Salary adjustment. Pay
I Grd 13 / $32,880.79 / Grd 13/ $33,380.79 is between mm and

midpoint of pay grade.
JP Pct 5 Slot 13 / Court Clerk I JP Pct 5 Slot 6 / Court Clerk II / Promotion. Pay is

I Grd 13 / $35,605.81 Grd 15 / $36,896.08 between mm and
midpoint of pay grade.

JP Pct 5 Slot 15 / Court Clerk I JP Pct 5 Slot 15 / Court Clerk I Salary adjustment. Pay
I Grd 13 / $30,251.26 / Grd 13 / $32,100.00 is between mm and

midpoint of pay grade. —

Sheriff Slot 380 / Cert Peace Sheriff Slot 1842 / Cert POPS lateral transfer.
Officer Sr / Grd 84 I Peace Officer Sr / Employee transferred to
$59,069.71 Grd 84 / $59,069.71 different slot, same

position, same
department, same pay
grade, retains current
pay.

Sheriff Slot 511 / Corrections Sheriff Slot 1314 I POPS lateral transfer.
Officer Sr* / Grd 83 / Corrections Officer Employee transferred to
$48,763.31 Sr* I Grd 83 / different slot, same

$48,763.31 position, same
department, same pay
grade, retains current
pay.

Sheriff Slot 1140 / Cert Sheriff Slot 1843 / Cert POPS lateral transfer.
Peace Officer Sr / Peace Officer Sr / Employee transferred to
Grd 84 / $59,069.71 Grd 84 / $59,069.71 different slot, same

position, same
department, same pay
grade, retains current
pay.

. . .

.
. .

....Actual vs Authorized
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PROMOTIONS I.SALARY ADJUSTMENTS I LATERAL TRANSFERS I VOLUNTARY
REASSIGNMENTS I TEMPORARY ASSIGNMENTS -

Dept Slot — Poition Title Dept Slot — Position Title Comments
(From) — Grade Salary ro) — Grade — Salary
Sheriff Slot 1175 / Sheriff Slot 1841 / POPS lateral transfer.

Corrections Officer Corrections Officer Employee transferred to
Sr* / Grd 83 I Sr* I Grd 83 / different slot, same
$43,159.58 $43,159.58 position, same

department, same pay
grade, retains current
pay.

Sheriff Slot 1803 / Planner / Sheriff Slot 592 I Planner / Lateral transfer.
Grd 18 / $43,663.36 Grd 18 I $43,663.36 Employee transferred to

different slot, same
position, same
department, same pay
grade, retains current
pay.

TCCES Slot 25 / TCCES Slot 25 I Promotion. Pay is
Administrative Asst 11* Administrative Assoc / between midpoint and
IGrd 131$43,846.28 Grd 14/$44,503.97 max of pay grade.

TCCES Slot 26 / TCCES Slot 26 I Promotion. Pay is
Administrative Asst 11* Administrative Assoc / between midpoint and
I Grd 13 / $43,846.28 Grd 14 I $44,503.97 max of pay grade.

TCCES Slot 38 I TCCES Slot 38 I Promotion. Pay is
Administrative Asst 11* Administrative Assoc I between midpoint and
I Grd 13/ $42,094.74 Grd 14/ $42,726.16 max of pay grade.

TNR Slot 431 / Right of TNR Slot 60431 I Right of Lateral transfer.
Way Agent / Grd 20 / Way Agent / Grd 20 / Employee transferred to
$55,503.79 $55,503.79 different slot, same

position, same
department, same pay
grade, retains current
pay.

TNR Slot 463 I Engineer Sr TNR Slot 60463 / Engineer Lateral transfer.
I Grd 25 / $98,631.32 Sr / Grd 25 / Employee transferred to

$98,631.32 different slot, same
position, same
department, same pay
grade, retains current
pay.

Actual vs Authonzed
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PROMOTIONS 1 SALARY ADJUSTMENTS I LATERAL TRANSFERS I VOLUNTARY .

:

REASSIGNMENTS I TEMPORARY ASSIGNMENTS . .

Dept. Slot — Position Title Dept Slot — Position Title Comments
(From) — Grade — Salary (To) — Grade — Salary

TNR Slot 466 / Engineering TNR Slot 60466 I Lateral transfer.
Inspector Spec Sr* I Engineering Inspector Employee transferred to
Grd 18 / $54,386.73 Spec Sr* I Grd 18 / different slot, same

$54,386.73 position, same
department, same pay
grade, retains current
pay.

TNR Slot 471 / Right of TNR Slot 60471 I Right of Lateral transfer.
Way Agent I Grd 20 I Way Agent I Grd 20 / Employee transferred to
$52,289.98 $52,289.98 different slot, same

position, same
department, same pay
grade, retains current
pay.

TNR Slot 474 / Engineering TNR Slot 60474 I Lateral transfer.
Inspector Spec / Engineering Inspector Employee transferred to
Grd 16 I $43,257.56 Spec I Grd 16 / different slot, same

$43,257.56 position, same
department, same pay
grade, retains current

.___________

pay.
TNR Slot 476 / Engineering TNR Slot 60476 I Lateral transfer.

Inspector Spec / Engineering Inspector Employee transferred to
Grd 16/$43,077.05 Spec /Grd 16/ different slot, same

$43,077.05 position, same
department, same pay
grade, retains current
pay.

TNR Slot 477 I Engineering TNR Slot 60477 / Lateral transfer.
Inspector Spec / Engineering Inspector Employee transferred to
Grd 16 / $41,467.40 Spec / Grd 16 / different slot, same

$41,467.40 position, same
department, same pay
grade, retains current
pay.

* Actual vs Authorized
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AD HOC CLASSiFICATION CHANGE
Current HRMD Recommends

Dept. Slot # Auth Position FLSA Pay Position FLSA Pay
Title I Position # Grade Title I Position # Grade

Constable 8 Deputy Constable NE 62 Deputy Sergeant / NE 64
I Sr/62074 64158

Department requests in order to meet departmental needs. PBO has confirmed funding
available.

THIS SECTION LEFT BLANK INTENTIONALLY.

November9, 2010 10

Updated 11/5/2010, 1:20 p.m.



I SECTION B. NON-ROUTINE PERSONNEL ACTION

NON-ROUT1NE — POPS Step Change
Dept. Slot — Position Dept. Slot — Position Comments

(From) Title — Grade — (To) Title — Grade —

Salary Salary
Constable Slot 13 I Deputy Constable Slot 13 / Deputy Exception to Travis County

I Constable I Grd 61 I I Constable / Grd 61 Code § 10.0295. POPS step
$44,291.10 /$45,177.18 change. Placing from Step I

to Step 2.

BY ORDER OF THE COMMISSIONERS COURT, THE PRECEDING PERSONNEL
AMENDMENTS ARE APPROVED.

Samuel T. Biscoe, County Judge

Ron Davis, Commissioner, Pct. I Sarah Eckhardt, Commissioner, Pct. 2

Karen L. Huber, Commissioner, Pct. 3 Margaret Gomez, Commissioner, Pct4
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Human Resources Management Department

1010 Lavaca Street, 2x Floor • P.O. Box 1748 • Austin, Texas 78767 • (512) 854-9165/ FAX(512) 854-4203

DATE: October29, 2010

MEMORANDUM

Samuel T. Biscoe, County Judge
Ron Davis, Commissioner, Precinct 1
Sarah Eckhardt, Commissioner, Precinct 2
Karen L. Huber, Commissioner, Precinct 3
Margaret Gomez, Commissioner, Precinct 4

VIA:

FROM:

SUBJECT:

Roger Jefferies, Executive Manager, Justice & Public Safety

Diane Blankenship, Director of Human Resources

Constable, Precinct I - Non-Routine Salary Adjustment, Slot 13

HRMD requests Commissioners Court to discuss and consider the following action.

Constable, Precinct l’s Office Request:

Constable Precinct l’s Office requests approval to increase the current salary of one
Deputy Constable in the amount of $886.08. The proposed salary adjustment would
bring the employee from step 1 to step 2. The salary adjustment would apply to the
following slot:

13

Policy

$44,291.10 $45,177.18

Travis County Code §10.0295 does not specifically address whether employees on the
Peace Officer Pay Scale (POPS) are eligible for salary adjustments other than the
customary one-step increases that occur when funded by Commissioners Court.

Issues

Although not addressed specifically by policy, the long-standing practice has been that
employees covered by POPS are not eligible for salary adjustments. Traditionally,

TO:

SIot# From To

Updated 11/5/2010, 1:20 p.m.



POPS employees progress on a regular step-by-step basis across the pay scale. For
FY 2011, Commissioners Court did not fund step increases for POPS employees.

In December 2009, Constable Precinct l’s Office hired an employee into the position of
Deputy Constable and requested that the employee be placed in Grade 61 at step 1.
Per policy, the Deputy was eligible for placement at step 5 at the time of hire, but the
Constable’s Office did not have sufficient funding to hire the Deputy above step 1. The
Constable’s Office now has sufficient funding to bring the employee to step 2, and
would like to bring the employee closer to the step for which he is qualified.

Commissioners Court approved a similar request for Constable Precinct 3’s Office on
June 1,2010.

The Planning and Budget Office (PBO) has confirmed available funding for the
adjustment.

‘3
2
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DANNY THOMAS
TRAVIS COUNTY CONSTABLE
PRECINCT ONE
1811 SPRINGDALEROAD,STE. 120 1O7!T : :i

AUSTIN, TEXAS 78721 -

OFFICE(512)854-751OFAX(512)929-0981

October 14, 2010

Todd Osborn, Compensation Manager

HRMD
1010 Lavaca
2nd Floor
Austin Texas 78701

Dear Todd Osborn, Compensation Manager:

STEP INCREASE

Constable One needs to increase slot 13, step to increase, pay. Deputy has

ten (10) years prior experience law enforcement. Under the current POP Scale a FTE that has this type

experience can be hired at a step 5, however at the time that Constable One hired we were

unable to pay this employee because of funding issues. However Constable One has acquired the funding at

this time, and would like to move ‘: slot 13 to a step 2 in Pay Grade 61. This will allow Constable

One to gradually work toward getting this FTE were needs to be on compensation issues. This increase can

be funded internally.

Re ectfully,

Danny Th mas
Constable
Travis County Constables Office Precinct I

ddk
cc: Personnel file

/y
“A VISION THAT EMPOWERS THE COMMUNITY”
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#________

Travis County Commissioners Court Agenda Request

Voting Session 11/09/10 Work Session
(Date) (Date)

Request made by:

______

Roger Jefferies. Executive Manager, Justice & Publi afetJ Phone # 854-4415

Signature of Elected Official/Appointed Official/Executive Manager? County Attorney

Requested Text:

Discuss and approve various revised job descriptions.

Approved by:
Signature of Commissioner(s) or County Judge

Additional Information

A. Backup memorandum and exhibits should be attached and submitted with this
Agenda Request (original and eight copies of request and backup).

B. List all of the agencies or official names and telephone numbers that might be
affected or be involved with the request. Send a copy of request and backup to
each party listed.

Required Authorizations: Please check if applicable:

______Planning

and Budget Office (854-9106)
X_ Human Resources Management Department (854-9165)

_______Purchasing

Office (854-9700)

______County

Attorney’s Office (854-9415)

______County

Auditor’s Office (854-9125)

Item 10
Updated 11/5/2010, 1:20 p.m.



1010 Lavaca Street, 2 Roar • RO. Box 1748 • Austin, Tes 78767 (512) 854-9165/ FAX51 2) 8544203

MEMORANDUM

DATE: November 2, 2010

Samuel T. Biscoe, County Judge
Ron Davis, Commissioner, Precinct 1
Sarah Eckhardt, Commissioner, Precinct 2
Karen L. Huber, Commissioner, Precinct 3
Margaret Gomez, Commissioner, Precinct 4

VIA: Roger Jefferies, Executive Manager, Justice and Public Safety

FROM: Diane Blankenship, Director of HRM
Todd Osbum, Compensation Manager

SUBJECT: Technical Corrections to Approved Job Descriptions

Issue

Effective October 1, 2009, the Commissioners Court approved revised job descriptions
for the Travis County classified jobs. A few of these updated job descriptions require
technical corrections based on statutory compliance issues and other corrective
language. HRMD collaborated extensively with departments using these job
descriptions to refine the edits and have reached full consensus on the revised job
description language.

Recommended ActIon

HRMD recommends the Commissioners Court approved the revised attached job
descriptions. The job descriptions are included both in legislative format and final draft
form for your review. The following page contains a table summarizing the proposed
changes.

I

TO:

Page 1 of 2 10/20/10
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Summary of Job Description Revisions

Title Issue Correction.

Deleted Certification as Juvenile Probation
Juvenile Probation Officer; added Certification as Juvenile
Officer Assistant Certification error Detention Officer per statute.

Juvenile Probation Added one (1) year experience in social
Officer I Work experience missing services, criminal justice or related field.

Deleted three (3) years experience and left
as four (4) years; Deleted two (2) years

Juvenile Probation experience as JPO and added three (3)
Officer Lead Work experience revision years as JPO per class series progression.

Juvenile Detention Added one (1) duty and missing word
Officer Assistant Duties additional language needed “information”.

Juvenile Detention
Officer I Same Same

Juvenile Detention
Officer II Same Same

Juvenile Detention
Officer Ill Same Same

Deleted equivalency. Experience can no
Juvenile Probation Education and Experience longer be substituted for Bachelor’s degree
Division Manager equivalency change per statute as requirement for JPO.

Juvenile Probation
Division Director Same Same

Probation Officer Deleted Bachelor’s degree; added
Assistant Education error Associate’s degree per previous language.

Added distinguishing sentence for journey
electrician work; Eliminated duplicative
language; Deleted plumbing experience;

Distinguishing Characteristics Added electrician experience; Deleted
clarification; Duties language “within six (6) months of date of hire” from
duplication and duties not performed; licensure; Deleted knowledge references to
Education and Experience language computers and business letter writing.

Electrician errors; Knowledge section revised. Changes per statute and job requirements.

Fiscal Impact

Approval of these corrected job descriptions will have no fiscal impact.

Page2of2 10120110
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TRAVIS COUNTY JOB DESCRiPTION

JOB TITLE: Juvenile Probation Officer Assistant

JOB CODE: 12386 FLSA STATUS: Non-ExemptPAY GRADE: 12 LAST REViSED: 1112/10

JOB SUMMARY:

Assists in providing supervision and counseling to juvenile clients positioned at various stages within the juvenile justicesystem. Assists in supervising and monitoring all aspects of client’s case related to conditions of probation, includingvisits with client’s family and other significant contacts. Assists in conducting initial and subsequent interviews with clientsto assist in sentencing, explains conditions of probation, and assists clients in meeting terms of probation. Documents clientbehavior for use within the juvenile justice system.

DISTINGUISHING CHARACTERISTICS:
This is the first in a series of five juvenile probationrelated job classifications within the Courts job family. Thisclassification assists in providing supervision to clients who are within various phases of the juvenile justice system. Thisclassification performs duties of the most routine nature and type and typically performs duties in training together with ahigher-level staff member. This classification may require work in secure facilities. This classification may require aflexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Assists in conducting investigations on the background of each case, which includes interviewing clients, theirfamilies and other significant contacts. Reviews documentation, such as police reports, court transcripts andcriminal records and makes assessments regarding the nature of the individual’s environmental, employment,financial or domestic difficulties as they apply to the case. Assists in making recommendations for sentencing anddisposition of probationer and preparing probation plans.
• Assists in supervising and monitoring juveniles on probation through regular home, school and office visits and otherneeded contacts. Determines the needs of the client and family and assists in developing supervision plans forclients.

• Assures client’s understanding of obligations with respect to conditions of the court’s order and monitors compliancewith the terms and conditions of probation. Addresses violations of court orders by taking appropriate action.Assists in coordinating case management with representatives of criminal justice and social service agencies.
• Assists clients with various referrals, including, but not limited to, counseling, treatment and job referrals. Verifiesattendance and completion of alcohol, drug, mental health counseling and any other court ordered programs.
• Assists in preparing written assessments and recommendations to the court concerning alternative forms ofsentencing, treatment, custody release, suspension of sentence, release into treatment facilities, out-of-custodyprobation supervision, and compliance and progress during probation.
• Maintains client files and records consistent with laws and policies.
• Transports clients to other facilities, as required.
• May assist in developing client placement plans, including completing placement applications, purchasing clothing,obtaining medical and psychological reports and maintaining contact with clients in placement.
• May assist in providing individual and crisis intervention counseling, as required.
• May conduct urinalysis, request and execute warrants, obtain consents and other required paperwork.
• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
Associate’s degree in Criminal Justice, Social or Behavioral Sciences or a directly related field AND one (1) yearexerience in social services, criminal justice or related field;
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Juvenile Probation Officer Assistant

JOB CODE: 12386 FLSA STATUS: Non-Exempt
LAST REVISED: 11/2/10

MINIMUM REQUIREMENTS: (Cont.)

Education and Experience: (Cont.)
OR,

Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or ecial Requirements:
Must be at least 21 years of age.
Cehification as a e’ -- r eligthle for certification within six (8> months of date of
hire, including successful completion of Cardlo-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with
Care (state approved physical restraint technique).
Valid Texas Driver’s License.

Knowledge, Skills, and Abilities:
Knowledge of:
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.

Skill in:
• Monitoring and responding to client behavior.
a Problem-solving and decision-making.
• lnterviewing clients.
• Both verbal and written communication,

Ability to:
• Gather, analyze and evaluate facts to conduct investigations and report results clearly, accurately and impartially.
• Work efficiently both independently arid as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks and organize diverse activities.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer Assistant

JOB CODE: 12386 FLSA STATUS: Non-Exempt
PAY GRADE: 12 LAST REVISED: 1112110

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to liftlcarry up to 50-100 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic offIce equipment Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to cUent and customer contact for extended periods of time.

This job description is intended to be generic in nature It is not necessarily an exhaustive list of all dutiJ
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.

5
Page 3 of 3

Updated 11/5/2010, 1:20 p.m.



TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer Assistant
JOB CODE: 12386 FLSA STATUS: Non-ExemptPAY GRADE: 12 LAST REVISED: 11/2/10

JOB SUMMARY:

Assists in providing supervision and counseling to juvenVe clients positioned at various stages within the juvenile justicesystem. Assists in supervising and monitoring all aspects of client’s case related to conditions of probation, includingvisits with client’s family and other significant contacts. Assists in conducting initial and subsequent interviews with clientsto assist in sentencing, explains conditions of probation, and assists clients in meeting terms of probation. Documents clientbehavior for use within the juvenile justice system.

DISTINGUISHING CHARACTERISTICS:
This is the first in a series of five juvenile probation-related job classifications within the Courts job family. Thisclassification assists in providing supervision to clients who are within various phases of the juvenile justice system. Thisclassification performs duties of the most routine nature and type and typically performs duties in training together with ahigher-level staff member. This classification may require work in secure facilities. This classification may require aflexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Assists in conducting investigations on the background of each case, which includes interviewing clients, theirfamilies and other significant contacts. Reviews documentation, such as police reports, court transcripts andcriminal records and makes assessments regarding the nature of the individual’s environmental, employment,financial or domestic difficulties as they apply to the case. Assists in making recommendations for sentencing anddisposition of probationer and preparing probation plans.
• Assists in supervising and monitoring juveniles on probation through regular home, school and office visits and otherneeded contacts. Determines the needs of the client and family and assists in developing supervision plans forclients.

• Assures client’s understanding of obligations with respect to conditions of the court’s order and monitors compliancewith the terms and conditions of probation. Addresses violations of court orders by taking appropriate action.Assists in coordinating case management with representatives of criminal justice and social service agencies.
• Assists clients with various referrals, including, but not limited to, counseling, treatment and job referrals. Verifiesattendance and completion of alcohol, drug, mental health counseling and any other court ordered programs.
• Assists in preparing written assessments and recommendations to the court concerning alternative forms ofsentencing, treatment, custody release, suspension of sentence, release into treatment facilities, out-of-custodyprobation supervision, and compliance and progress during probation.
• Maintains client files and records consistent with laws and policies.
• Transports clients to other facilities, as required.
• May assist in developing client placement plans, including completing placement applications, purchasing clothing,obtaining medical and psychological reports and maintaining contact with clients in placement.
• May assist in providing individual and crisis intervention counseling, as required.
• May conduct urinalysis, request and execute warrants, obtain consents and other required paperwork.
• Performs other job-related duties as assigned.

MINiMUM REQUIREMENTS:

Education and Experience:
Associate’s degree in Criminal Justice, Social or Behavioral Sciences or a directly related field AND one (1) yearexperience in social services, criminal justice or related field;
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer Assistant

JOB CODE: 12386 FLSA STATUS: Non-Exempt
PAY GRADE. 12 LAST REViSED: 11/2/10

MINIMUM REQUIREMENTS: (Cont.)

Education and Exoerience (Cont.)
OR,

Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or ecial Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardlo-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.

Knowledge. Skills, and Abilities:
Knowledge of:
• Policies, practices, procedures and legal terminology related to court system.

Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system
standards and procedures.

• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Gather, analyze and evaluate facts to conduct investigations and report results dearly, accurately and impartially.
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks and organize diverse activities.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer Assistant

JOB CODE: 12386 FISA STATUS: Non-Exempt

:_— --—---

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment. Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to client and customer contact for extended periods of time.

TThis job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties]
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary

Lbased on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer I

JOB CODE: 14387 FLSA STATUS: Non-Exempt
PAY GRADE: 14 LAST REVISED: 11/2110
=_:—-—

JOB SUMMARY:

Provides supervision and counseling to juvenile dents positioned at various stages within the juvenile justice system.
Supervises and monitors all aspects of client’s case related to conditions of probation, including visits with client’s family
and other significant contacts. Conducts initial and subsequent interviews with dients to assist in sentencing, explains
conditions of probation, and assists clients in meeting terms of probation. Documents client behavior for use within the
juvenile justice system.

DISTINGUISHING CHARACTERISTICS:

This is the second in a series of five juvenile probation-related job classifications within the Courts job family. This
classification provides supervision to clients who are within various phases of the juvenile justice system. Duties performed
are of a routine to moderately complex nature and type and may initially perform duties in training together with a higher-
level staff member. This classification may require work in secure facilities. This classification may require a flexible
work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Conducts investigations on the background of each case, which includes interviewing clients, their families and other
significant contacts. Reviews documentation, such as police reports, court transcripts and criminal records arid
makes assessments regarding the nature of the individual’s environmental, employment, financial or domestic
difficulties as they apply to the case. Makes recommendations for sentencing and disposition of probationer and
prepares probation plans.

• Supervises and monitors juveniles on probation through regular home, school and office visits and other needed
contacts. Determines the needs of the client and family and develops supervision plans for clients.

• Assures client’s understanding of obligations with respect to conditions of the court’s order and monitors compliance
with the terms and conditions of probation. Addresses violations of court orders by taking appropriate action.
Coordinates case management with representatives of criminal justice and social service agencies.

• Provides individual and crisis intervention counseling, as required.

• Assists clients with various referrals, including, but not limited to, counseling, treatment and job referrals. Verifies
attendance and completion of alcohol, drug, mental health counseling and any other court ordered programs.

• Prepares written assessments and recommendations to the court concerning alternative forms of sentencing,
treatment, custody release, suspension of sentence, release into treatment facilities, out-of-custody probation
supervision, and compliance and progress during probation.

• Develops client placement plans, including completing placement applications, purchasing clothing, obtaining
medical and psychological reports and maintaining contact with clients in placement.

• Appears and testifies in court, conducts urinalysis, requests and executes warrants, obtains consents and other
required paperwork.

• Maintains client files and records consistent with laws and policies.

• Transports clients to other facilities, as required.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
äEheIor s degree in Criminal Justice Social or Behavioral Sciences or a directly related field ND ri ‘Lyeo:al r•ce.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer I

JOB CODE: 14387 FLSA STATUS: Non-Exempt
PAY GRADE: 14 LAST REVISED: 1112110

MINIMUM REQUiREMENTS: (Cont.)

LIcenses, Registrations, Certifications, or eciai Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Probation Officer or eligible for certification within six (6) months of date of hire, includingsuccessful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (stateapproved physical restraint technique).
Valid Texas Driver’s License.

Knowledge, Skills, and Abilities:
Knowledge of:
• Policies, practices, procedures and legal terminology related to court system.

Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice systemstandards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.

Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Gather, analyze and evaluate facts to conduct investigations and report results clearly, accurately and impartially.• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks and organize diverse actMties,
• Conduct investigations and report results clearly, accurately and impartially.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outsideagencies, other County employees and officials, representatives of the juvenile justice system and the generalpublic.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-1 00 pounds, visual acuity, speech and hearing, hand and eyecoordination and manual dexterity necessary to operate a computer and basic office equipment. Subject to standing, sitting,walking, climbing stairs, bending, stooping, crouching, kneeiing, pushing, pulling, reaching, twisting, balancing, repetitivemotion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,hazardous waste, human fecal matter and foul odors. Subject to client and customer contact for extended periods of time.

rmis job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary[based on the specific tasks assigned to the posItion.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer I

JOB CODE: 14387 FLSA STATUS: Non-Exempt
PAY GRADE: 14 LAST REVISED: 11/2110

JOB SUMMARY:

Provides supervision and counseling to juvenile clients positioned at various stages within the juvenile justice system.
Supervises and monitors all aspects of client’s case related to conditions of probation, including visits with client’s family
and other significant contacts. Conducts initial and subsequent interviews with clients to assist in sentencing, explains
conditions of probation, and assists clients in meeting terms of probation. Documents client behavior for use within the
juvenile justice system.

DISTINGUISHING CHARACTERISTICS:

This is the second in a series of five juvenile probation-related job classifications within the Courts job family. This
classifIcation provides supervision to clients who are within various phases of the juvenile justice system. Duties performed
are of a routine to moderately complex nature and type and may initially perform duties in training together with a higher-
level staff member. This classification may require work in secure facilities. This classification may require a flexible
work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

Conducts investigations on the background of each case, which includes interviewing clients, their families and other
significant contacts. Reviews documentation, such as police reports, court transcripts and criminal records and
makes assessments regarding the nature of the individual’s environmental, employment, financial or domestic
difficulties as they apply to the case. Makes recommendations for sentencing and disposition of probationer and
prepares probation plans.

• Supervises and monitors juveniles on probation through regular home, school and office visits and other needed
contacts. Determines the needs of the client and family and develops supervision plans for clients.

• Assures clienrs understanding of obligations with respect to conditions of the courVs order and monitors compliance
with the terms and conditions of probation. Addresses violations of court orders by taking appropriate action.
Coordinates case management with representatives of criminal justice and social service agencies.

• Provides individual and crisis intervention counseling, as required.

• Assists clients with various referrals, induding, but not limited to, counseling, treatment and job referrals. Verifies
attendance and completion of alcohol, drug, mental health counseling and any other court ordered programs.

• Prepares written assessments and recommendations to the court concerning alternative forms of sentencing,
treatment, custody release, suspension of sentence, release into treatment facilities, out-of-custody probation
supervision, and compliance and progress during probation.

• Develops client placement plans, including completing placement applications, purchasing clothing, obtaining
medical and psychological reports and maintaining contact with clients in placement.

• Appears and testifies in court, conducts urinalysis, requests and executes warrants, obtains consents and other
required paperwork.

• Maintains client files and records consistent with laws and policies.

• Transports clients to other facilities, as required.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

EducatIon and Exnerlence
Bachelor’s degree in Criminal Justice, Social or Behavioral Sciences or a directly related field AND one (1) year
experience in social services, criminal justice or related field.
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TRAVIS COUNTY JOB DESCRIPTION

TFflE: JuiIe ‘raiiri

JOB CODE: 14387 FLSA STATUS: Non-Exempt
PAY GRADE: 14 LAST REVISED: 11/2/10

MINIMUM REQUIREMENTS: (Cont)

Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Probation Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.

Knowledge. Skills, and Abilities:
Knowledge of:
a Policies, practices, procedures and legal terminology related to court system.
a Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justIce system

standards and procedures.
a Standard practices in area of assignment.
a Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
a Physical restraint techniques to control aggressive behavior.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill In:
a Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• InterviewIng clients.
• Both verbal and written communication.

Ability to:
a Gather, analyze and evaluate facts to conduct investigations and report results clearly, accurately and impartially.
a Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive indMduals.
a Manage time well, perform multiple tasks and organize diverse activities.
- Conduct investigations and report results dearly, accurately and impartially.
• Perform in a stressful environment while maintaining a professional manner.
a Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-1 00 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions, Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to client and customer contact for extended periods of time.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all dutiesi
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Juvenile Probation Officer Lead

JOB CODE: 17392 FLSA STATUS: Non-Exempt
PAY GRADE: 17 LAST REVISED: 1112/10

-

....
. ....

JOB SUMMARY:

Assists Casework Manager with administrative duties, including case computer audits, approve court reports, directive to
apprehend requests, administrative hearings and staff cases. May serve as acting supervisor in the absence of the
Casework Manager. Trains, assigns, schedules and reviews work of employees. Ensures procedures and decisions are
consistent with regulations and policies. Supervises and counsels high risk adjudicated juveniles. May supervise
specialized caseloads of clients.

DISTINGUISHING CHARACTERISTICS:

This is the fifth in a series of five juvenile probation-related job classifications within the Courts job family. This
classification typically functions as a working lead over the activities of other juvenile probation positions in addition to the
normal range of duties. This classification is distinguished from the Juvenile Probation Officer Ill in that incumbents
typically have more responsibilities and duties performed are of the most complex nature and type. This classification
may require work in secure facilities. This classification may require a flexible work schedule in order to meet the needs
of the department.

DUTIES AND RESPONSIBILITIES:

• Trains, assigns, schedules and reviews work of employees. Guides staff in assessment, planning and case
supervision by consultation and case reviews. Assists the Casework Manager in auditing cases and supervising the
unit. Reviews the results of periodic caseload audits to assure compliance with state laws, regulations, court rules,
and division policies and procedures. May serve as acting supervisor in the absence of the Casework Manager.
Maintains client files and records consistent with laws and policies.

• Conducts investigations on the background of each case, which includes interviewing clients, their families and other
significant contacts. Reviews documentation, such as police reports, court transcripts and criminal records and
makes assessments regarding the nature of the indMdual’s environmental, employment, financial or domestic
difficulties as they apply to the case. Makes recommendations for sentencing and disposition of probationer and
prepares probation plans.

• Supervises and counsels high risk adjudicated juveniles, which may include certification and/or determinate
sentence hearings, or juveniles whose conduct indicates a need for supervision. Supervises and monitors juveniles
on probation through regular home, school and office visits and other needed contacts. Determines the needs of the
client and family and develops supervision plans for clients. May supervise specialized caseload of clients.

• Assures clienrs understanding of obligations with respect to conditions of the courfs order and monitors compliance
with the terms and conditions of probation. Addresses violations of court orders by taking appropriate action.
Coordinates case management with representatives of criminal justice and social service agencies. May serve as
liaison on higher-level departmental issues.

• Provides individual and crisis intervention counseling as needed. Assists clients with various referrals, including, but not
limited to, counseling, treatment and job referrals. Verifies attendance and completion of alcohol and drug testing
mental health counseling and any other court ordered programs. Develops client placement plans, including
completing placement applications, purchasing clothing, obtaining medical and psychological reports, and
maintaining contact with clients in placement.

• Appears and testifies in court, conducts urinalysis, requests and executes warrants, serves summons or other court
reports, obtains consents and other required paperwork. Prepares written assessments and recommendations to
the court concerning alternative forms of sentencing, treatment, custody release, suspension of sentence, release
into treatment facilities, out-of-custody probation supervision, and compliance and progress during probation.
Prepares statistical reports and summaries related to work performed.

• Makes recommendations in revising and updating policies and procedures. Attends and participates in staff
meetings and related activities. Participates in in-service training, continuing education, and researches to maintain
and increase professional knowledge.

• Performs other job-related duties as assigned.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer Lead

JOB CODE: 17392 FLSA STATUS: Non-Exempt
PAY GRADE: 17 — LAST REVISED: 11/2/10

MINIMUM REQUIREMENTS:

Education and Experience:
Bahelor’s degree in Criminal Justice, Social or Behavioral Sciences or a directly related field AND &4$four (4)
ye4rs experience in social services criminal justice or related field, including ( ) years experience as a
Juvenile Probation Officer.

Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Probation Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardlo-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint techniques).
Valid Texas Driver’s License.

Preferred:
Project, lead or supervisory experience.

Knowledae Skills, and Abilities:
Knowledge of:
• Supervisory principles, practices and techniques.
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
• Standard practices in area of assignment.

Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• Computer equipment to indude word processing, spreadsheets, databases and a variety of software packages.

Skill In:
Training, supervising and reviewing the work of others.

• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Gather, analyze and evaluate facts to conduct investigations and report results clearly, accurately and impartially.
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks and organize diverse activities.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Juvenile Probation Officer Lead

JOB CODE: 17392 ELSA STATUS: Non-Exempt
PAY GRADE: 17 LAST REVISED: 1112110

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation
hazardous waste, human fecal matter and foul odors. Subject to client and customer contact for extended periods of time,

rñis job description is intended to be generic in nature. It Is not necessarily an exhaustive list of all du]
and responsibilities. The essential duties, functions and responsibilities and overtime elIgibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer Lead

JOB CODE: 17392 FLSA STATUS: Non-Exempt
PAY GRADE: 17 LAST REVISED: 11/2/10

JOB SUMMARY:

Assists Casework Manager with administrative duties, including case computer audits, approve court reports, directive to
apprehend requests, administrative hearings and staff cases. May serve as acting supervisor in the absence of the
Casework Manager. Trains, assigns, schedules and reviews work of employees. Ensures procedures and decisions are
consistent with regulations and policies. Supervises and couns&s high risk adjudicated juveniles. May supervise
specialized caseloads of clients.

DISTINGUISHING CHARACTERISTICS:

This is the fifth in a series of five juvenile probation-related job classifications within the Courts job family. This
classification typically functions as a working lead over the activities of other juvenile probation positions in addition to the
normal range of duties. This classification is distinguished from the Juvenile Probation Officer Ill in that incumbents
typically have more responsibilities and duties performed are of the most complex nature and type. This classification
may require work in secure facilities. This classification may require a flexible work schedule in order to meet the needs
of the department.

DUTIES AND RESPONSIBILITIES:

• Trains, assigns, schedules and reviews work of employees. Guides staff in assessment, planning and case
supervision by consultation and case reviews. Assists the Casework Manager in auditing cases and supervising the
unit. Reviews the results of periodic caseload audits to assure compliance with state laws, regulations, court rules,
and division policies and procedures. May serve as acting supervisor in the absence of the Casework Manager.
Maintains client files and records consistent with laws and policies.

• Conducts investigations on the background of each case, which includes interviewing clients, their families and other
significant contacts. Reviews documentation, such as police reports, court transcripts and criminal records and
makes assessments regarding the nature of the indMdual’s environmental, employment, financial or domestic
difficulties as they apply to the case. Makes recommendations for sentencing and disposition of probationer and
prepares probation plans.

• Supervises and counsels high risk adjudicated juveniles, which may include certification and/or determinate
sentence hearings, or juveniles whose conduct indicates a need for supervision. Supervises and monitors juveniles
on probation through regular home, school and office visits and other needed contacts. Determines the needs of the
client and family and develops supervision plans for clients. May supervise specialized caseload of clients.

• Assures clienfS understanding of obligations with respect to conditions of the courts order and monitors compliance
with the terms and conditions of probation. Addresses violations of court orders by taking appropriate action.
Coordinates case management with representatives of criminal justice and social service agencies. May serve as
liaison on higher-level departmental issues.

• Provides individual and crisis intervention counseling as needed. Assists clients with various referrals, including, but not
limited to, counseling, treatment and job referrals. Verifies attendance and completion of alcohol and drug testing
mental health counseling and any other court ordered programs. Develops client placement plans, including
completing placement applications, purchasing clothing, obtaining medical and psychological reports, and
maintaining contact with clients in placement.

- Appears and testifies in court, conducts urinalysis, requests and executes warrants, serves summons or other court
reports, obtains consents and other required paperwork. Prepares written assessments and recommendations to
the court concerning alternative forms of sentencing, treatment, custody release, suspension of sentence, release
into treatment facilities, out-of-custody probation supervision, and compliance and progress during probation.
Prepares statistical reports and summaries related to work performed.

• Makes recommendations in revising and updating policies arid procedures. Attends and participates in staff
meetings and related activities. Participates in in-service training, continuing education, and researches to maintain
and increase professional knowledge.

• Performs other job-related duties as assigned.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Officer Lead

JOB CODE: 17392 FLSA STATUS: Non-Exempt
PAY GRADE: 17 LAST REVISED: 11/2/10
-

-
-=-—

MINIMUM REQUIREMENTS:

Education and Experience:
Bachelor’s degree in Criminal Justice, Social or Behavioral Sciences or a directly related field AND four (4) years
experience in social services, criminal justice or related field, including three (3) years experience as a Juvenile
Probation Officer.

Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Probation Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint techniques).
Valid Texas Driver’s License.

Preferred:
Project, lead or supervisory experience.

Knowledge. Skills, and Abilities:
Knowledge of:
• Supervisory principles, practices and techniques.
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
* Training, supervising and reviewing the work of others.
• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Gather, analyze and evaluate facts to conduct investigations and report results clearly, accurately and impartially.
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.

Manage time well, perform multiple tasks and organize diverse activities.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Juvenile Probation Officer Lead

JOB CODE: 17392 FLSA STATUS: Non-Exempt
PAY GRADE: 17 LAST REVISED: 11/2/10

.... —----

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment. Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to client and customer contact for extended periods of time.

This job description is Intended to be generic In nature. It is not necessarily an exhaustive list of all
and responsibilities The essential duties1 functions and responsibilities and overtime eligibility may vary Ibased on the specific tasks assigned to the position
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer Assistant -

JOB CODE: 11381 FLSA STATUS: Non-Exempt
PAY GRADE: 11 LAST REVISED: 11/02110

. —

JOB SUMMARY:
Assists in providing direct supervision and maintaining security and control of detained juvenile clients in order to prevent
harm and provide for their safety. Assists in counseling clients on an individual basis and facilitating cognitive skill groups to
assist clients in developing appropriate coping skills and behavior. Assists in implementing appropriate programs for clients.
Documents client behavior for use within the juvenile justice system.

DISTINGUISHING CHARACTERISTICS:

This is the first in a series of four juvenile detention-related job classifications within the Courts job family. This
classification assists in providing direct supervision to clients who have been placed in the juvenile detention facility by the
court system. This dassification performs duties of a routine type and typically performs duties with a higher-level staff
member available to assist or give direction. This classification may require work in secure facilities. This classification
may require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Assists in providing direct supervision of all client daily activities. Maintains accountability of all clients and equipment
and ensures that the environment is safe, clean and secure.

• Ensures that clients are aware of and understand their responsibilities and appropriate behavior. Assists in
implementing corrective discipline plans and programs, as required.

nqhts renorted tot eicroor ate Oerson/aoeflc,
Documents clients’ behavior and enters fr into department computer information system.

• Monitors security and fire alarm systems, including closed circuit monitors.

• Maintains communication with facUlty posts.

• Maintains communication with other staff to ensure continuity of care.

• Assists in physically restraining aggressive clients using approved protocols, as required.
• Transports clients to other facilities, as required.

• May assist in providing individual and crisis intervention counseling, as required.

• May assist in facilitating cognitive skill groups and relaxation training for clients.

• May assist in investigating incidents involving clients.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:
Education and Experience:
High School diploma or G.E.D.;

OR,

Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or ecial Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer Assistant

JOB CODE: 11381 FLSA STATUS: Non-Exempt
PAY GRADE: 11 LAST REVISED: 11/02/10

MINIMUM REQUIREMENTS: (Cont)

Knowledge. Skills, and Abilities:
Knowledge of:

Policies, practices, procedures and terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• First aid techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks and organize diverse activities.
• Conduct investigations and report results clearly, accurately and impartially.
• Perform in a stressful environment, while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to stressful environment and dent and customer contact for
extended periods of time.

This job description is Intended to be generic in nature. It is not necessarily an exhaustive list of all duti}
and responsibilities. The essential duties1 functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer Assistant

JOB CODE: 11381 FLSA STATUS: Non-Exempt
PAY GRADE: 11 LAST REVISED: 11102/10

JOB SUMMARY:

Assists in providing direct supervision and maintaining security and control of detained juvenile clients in order to prevent
harm and provide for their safety. Assists in counseling clients on an individual basis and facilitating cognitive skill groups toassist clients in developing appropriate coping skills and behavior. Assists in implementing appropriate programs for clients,
Documents client behavior for use within the juvenile justice system.

DISTINGUISHING CHARACTERISTICS:

This is the first in a series of four juvenile detention-related job classifications within the Courts job family. This
classification assists in providing direct supervision to clients who have been placed in the juvenile detention facifity by the
court system. This classification performs duties of a routine type and typically performs duties with a higher-level staff
member available to assist or give direction. This classification may require work in secure facilities. This classification
may require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

Assists in providing direct supervision of all client daily activities. Maintains accountability of all clients and equipment
and ensures that the environment is safe, clean and secure.

• Ensures that clients are aware of and understand their responsibilities and appropriate behavior. Assists in
implementing corrective discipline plans and programs, as required.

• Ensures that the rights of juveniles are observed and that violations are reported to the appropriate person/agency.
• Documents clients’ behavior and enters information into department computer information system.
• Monitors security and fire alarm systems, including closed circuit monitors.

• Maintains communication with facility posts.

• Maintains communication with other staff to ensure continuity of care.

• Assists in physically restraining aggressive clients using approved protocols, as required.
• Transports clients to other facilities, as required.

• May assist in providing individual and crisis intervention counseling, as required.
• May assist in facilitating cognitive skI groups and relaxation training for clients.

• May assist in investigating incidents involving clients.

• Performs other job-related duties as assigned.

MiNIMUM REQUIREMENTS:

Education and Experience:
High School diploma or G.E.D.;

OR,

Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardlo-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License. /
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer Assistant

JOB CODE: 11381 FLSA STATUS: Non-Exempt
PAY GRADE: 11 LAST REVISED: 11/02/10

MINIMUM REQUIREMENTS: (Cont.)

Knowledge. Skills, and Abilities:
Knowledge of:

Policies, practices, procedures and terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
a Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
a Physical restraint techniques to control aggressive behavior.
• First aid techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
a Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
a Work efficiently both independently and as part of a team.
a Reason and make judgments and decisions.
a Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time welt, perform multiple tasks and organize diverse activities.
• Conduct investigations and report results clearly, accurately and impartially.
a Perform in a stressful environment, while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds, visual acuity, speech and heating, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment. Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to stressful environment and client and customer contact for
extended periods of time.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilItIes. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer I

JOB CODE: 12382 FLSA STATUS: Non-Exempt
PAYGRADE: 12 LASTREVISED: 11/2/10

JOB SUMMARY:

Provides direct supervision and maintains security and control of detained juvenile clients in order to prevent harm and
provide for their safety. Counsels dients on an indMdual basis and facilitates cognitive skill groups to assist clients in
developing appropriate coping skills and behavior. Implements appropriate programs for clients. Documents client
behavior for use within the juvenile justice system.

DISTINGUISHING CHARACTERISTICS:
This is the second in a series of four juvenile detention-related job classifications within the Courts job family. This
classification provides direct supervision to clients who have been placed in the juvenile detention facility by the court
system. Duties performed are of a routine to moderately complex nature and type and may initially perform duties in training
together with a higher-level staff member. This classification may require work in secure facilities. This classification may
require a flexible work schedule in order to meet the needs of the department.

DUTiES AND RESPONSIBILITIES:
• Provides direct supervision of all client daily activities. Maintains accountability of all clients and equipment and ensures

that the environment is safe, clean and secure.

• Ensures that clients are aware of and understand their responsibilities and appropriate behavior. Implements corrective
discipline plans and programs, as required.

i Ot UVCi ae.oDser: thJ. )t Ef:.OeflCy.

• Facilitates cognitive skill groups and relaxation training for clients.

• Provides individual and crisis intervention counseling, as required.

•
Documents clients’ behavior and enters rifo; ioj into department computer information system.

• Monitors security and fire alarm systems, including closed circuit monitors.

• Maintains communication with facility posts.

• Maintains communication with other staff to ensure continuity of care.

• Physically restrains aggressive clients using approved protocols, as required.

• Transports clients to other facilities, as required.

• May assist in investigating incidents involving clients.

• Performs other job-related duties as assigned.

MiNIMUM REQUIREMENTS:
Education and Experience:
Associate’s degree in Human Services or a directly related field AND one (1) year experience in direct client care,
counseling, law enforcement, corrections or related field;

OR,
Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or ecial Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6> months of date of hire, including
successful completion of Cardlo-pulmonary Resuscitation (CPR) Certification, First Aid arid Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.
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TRAViS COUNTY JOB DESCRIPTION
-.

JOB TITLE: Juvenile Detention Officer I

JOB CODE: 1 2382 FLSA STATUS: Non-Exempt
PAY GRADE: 12 LAST REViSED: 1112110
-

—

MINIMUM REQUIREMENTS: (Cant)

Knowledge. Skills, and Abilities:
Knowledge of:
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment arid emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• First aid techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks, and organize diverse activities.
* Conduct investigations and report results clearly, accurately and impartially.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to Iiftlcarry up to 50-100 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to stressful environment and client and customer contact for
extended periods of time.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duii1
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer I

JOB CODE: 12382 FLSA STATUS: Non-Exempt
PAY GRADE: 12 LAST REVISED: 11/2/10

JOB SUMMARY:
Provides direct supervision and maintains security and control of detained juvenlle clients in order to prevent harm and
provide for their safety. Counsels clients on an individual basis and facilitates cognitive skill groups to assist clients indeveloping appropriate coping skills and behavior. Implements appropriate programs for clients. Documents clientbehavior for use within the juvenile justice system.

DISTINGUISHING CHARACTERISTICS:

This is the second in a series of four juvenile detention-related job classifications within the Courts job family. Thisclassification provides direct supervision to clients who have been placed in the juvenile detention facility by the courtsystem. Duties performed are of a routine to moderately complex nature and type and may initially perform duties in training
together with a higher-level staff member. This classification may require work in secure facilities. This classification may
require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Provides direct supervision of all client daily activities. Maintains accountability of all clients and equipment and ensuresthat the environment is safe, clean and secure.

• Ensures that clients are aware of and understand their responsibilities and appropriate behavior. Implements corrective
discipline plans and programs, as required.

• Ensures that the rights of juveniles are observed and that violations are reported to the appropriate person/agency.
• Facilitates cognitive skill groups and relaxation training for clients.

• Provides individual and crisis intervention counseling, as required.
* Documents clients’ behavior and enters information into department computer information system.
• Monitors security and fire alarm systems, including dosed circuit monitors.
* Maintains communication with facility posts.

• Maintains communication with other staff to ensure continuity of care.
• Physically restrains aggressive clients using approved protocols, as required.

Transports clients to other facilities, as required.

• May assist in investigating incidents involving clients.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:
Education and Experience:
Associate’s degree in Human Services or a directly related field AND one (1) year experience in direct client care,
counseling, law enforcement, corrections or related field;

OR,
Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6> months of date of hire, including
successful completion of Cardic-putmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.
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TRAVIS COUNTY JOB DESCRIPTION

JOBTITLE:JuvenileDetentionOfficerl

JOB CODE: 12382 FLSA STATUS: Non-Exempt
PAYGRADE: 12 LAST REVISED: 11/2/10

MINIMUM REQUIREMENTS: (Cont)

Knowledge, Skills, and Abilities:
Knowledge of:

Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
a Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• First aid techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
a Manage time well, perform multiple tasks, and organize diverse activities.
a Conduct investigations and report results clearly, accurately and impartially.
a Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to Iift/cany up to 50-100 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment. Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to stressful environment and client and customer contact for
extended periods of time.

[1h[s job description is intended to be generic in nature. It Is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer II

JOB CODE: 13383 FLSA STATUS: Non-Exempt
PAY GRADE: 13 LAST REVISED: 11/2110
-.

JOB SUMMARY:
Provides direct supervision and maintains security and control of detained juvenile clients in order to prevent harm and
provide for their safety. Counsels clients on an individual basis and facilitates cognitive skill groups to assist clients in
developing appropriate coping skills and behavior. Implements appropriate programs for clients. Documents client
behavior for use within the juvenile justice system.

DISTINGUISHING CHARACTERISTICS:

This is the third in a series of four juvenile detention-related job classifications within the Courts job family. This
classification provides direct supervision to clients who have been placed in the juvenile detention facility by the court
system. Duties performed are of more complex nature and type. This classification may require work in secure facilities.
This classification may require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Provides direct supervision of all client daily activities. Maintains accountability of all clients and equipment and ensures
that the environment is safe, clean and secure.

• Ensures that clients are aware of and understand their responsibilities and appropriate behavior. Implements corrective
discipline plans and programs, as required.

• .r- d ‘ ‘.te’

• Facilitates cognitive skill groups and relaxation training for clients.

• Provides indMdual and crisis intervention counseling, as required.

•
Documents clients’ behavior and enters rpmjinto department computer information system.

• Monitors security and fire alarm systems, including closed circuit monitors.

• Maintains communication with facility posts.

- Maintains communication with other staff to ensure continuity of care.

• Physically restrains aggressive clients using approved protocols, as required.

• Transports clients to other facilities, as required.

• May assist in investigating incidents involving clients,

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:
Education and Experience:
Associate’s degree in Human Services or a directly related field or two (2) years of college education in Human Services
or a directly related field AND two (2) years experience in direct client care, counseling, law enforcement, corrections or
related field;

OR,
Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardlo-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Juvenile Detention Officer II

JOB CODE: 13383 FLSA STATUS: Non-Exempt
. .

LAST REVISED: 11/2110

MINIMUM REQUIREMENTS: (Cont)

Knowledge, Skills, and Abilities:
Knowledge of:
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
• Standard practices in area of assignment.
a Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• First aid techniques.
a Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
a Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• interviewing clients.
• Both verbal and written communication.

Ability to:
• Work efficiently both independently and as part of a team.
a Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks and organize diverse activities.
• Conduct investigations and report results clearly, accurately and impartially.
• Perform in a stressful environment while maintaining a professional manner.
a Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds, visual acuity, speech arid hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to stressful environment and client and customer contact for
extended periods of time.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all dutle1
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Juvenile Detention Officer U

JOB CODE: 13383 FLSA STATUS: Non-Exempt
PAY GRADE: 13

. LAST REVISED: 11/2/10
——

.;

. .- ... —=---

JOB SUMMARY:
Provides direct supervision and maintains security and control of detained juvenile clients in order to prevent harm and
provide for their safety. counsels clients on an individual basis and facilitates cognitive skill groups to assist clients in
developing appropriate coping skills and behavior. Implements appropriate programs for clients. Documents client
behavior for use within the juvenile justice system.

DISTINGUISHING CHARACTERISTICS:

This is the third in a series of four juvenile detention-related job classifications within the Courts job family. This
classification provides direct supervision to clients who have been placed in the juvenile detention facility by the court
system, Duties performed are of more complex nature and type. This classification may require work in secure facilities.
This classification may require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILiTIES:
• Provides direct supervision of alt client daily activities. Maintains accountabilIty of all clients and equipment and ensures

that the environment is safe, dean and secure.

• Ensures that clients are aware of and understand their responsibilities and appropriate behavior. Implements corrective
discipline plans and programs, as required.

• Ensures that the rights of juveniles are observed and that violations are reported to the appropriate person/agency.
• Facilitates cognitive skill groups and relaxation training for clients.

• Provides individual and crisis intervention counseling, as required.

• Documents clients’ behavior and enters information into department computer information system.
• Monitors security and fire alarm systems, including closed circuit monitors.

• Maintains communication with facility posts.

• Maintains communication with other staff to ensure continuity of care.

• Physically restrains aggressive clients using approved protocols, as required.

• Transports clients to other facilities, as required.

• May assist in investigating incidents involving clients.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:
Education and Experience:
Associate’s degree in Human Services or a directly related field or two (2) years of college education in Human Services
or a directly related field AND two (2) years experience in direct client care, counseling, law enforcement, corrections or
related field;

OR,
Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Juvenile Detention Officer II

JOB CODE: 13383 FLSA STATUS: Non-Exempt
PAY GRADE: 13

.

LAST REVISED: 11/2/10

MINIMUM REQUIREMENTS: (Cord.)
Knowledge. Skills, and Abilities:
Knowledge of:
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice systemstandards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• First aid techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Abilityto:
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks and organize diverse activities.
• Conduct investigations and report results clearly, accurately and impartially.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outsideagencies, other County employees and officials, representatives of the juvenile justice system and the generalpublic.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds, visual acuity, speech and hearing, hand and eyecoordination and manual dexterity necessary to operate a computer and basic office equipment Subject to standing, sitting,walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitivemotion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to stressful environment and client and customer contact forextended periods of time.

This job description is intended to be generic in nature. it is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime ellgibllity may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer III -

JOB CODE: 14384 FLSA STATUS: Non-Exempt
PAY GRADE: 14 LAST REVISED: 1112110

JOB SUMMARY:

Provides direct supervision and maintains security and control of detained juvenile clients in order to prevent harm andprovide for their safety. Counsels clients on an individual basis and facilitates cognitive skill groups to assist clients indeveloping appropriate coping skills and behavior. Recommends and implements appropriate programs for clients.
Documents client behavior for use within the juvenile justice system. Trains staff and functions as a Rxking lead over otherjuvenile detention positions.

DISTINGUISHING CHARACTERISTICS:
This is the fourth in a series of four Juvenile detention-related job classifications within the Courts job family. This
classification provides direct supervision to clients who have been placed in the juvenile detention facility by the court
system. Duties performed are of the most complex nature and type. This classification typically functions as a working
lead over the activities of other juvenile detention positions in addition to the normal range of duties. This classificationmay require work in secure facilities. This classification may require a flexible work schedule in order to meet the needsof the department.

DUTIES AND RESPONSIBILITIES:

Provides direct supervision of all client daily activities. Maintains accountability of all clients and equipment and ensures
that the environment is safe, dean and secure.

• Ensures that clients are aware of and understand their responsibilities and appropriate behavior. Implements correctivediscipline plans and programs, as required.

• Facilitates cognitive skill groups and relaxation training for dients.
• Provides individual and crisis intervention counseling, as required.

•
Documents clients’ behavior and enters rfpation_into department computer information system.

• Functions as a working lead over other juvenile detention positions. Trains, assigns and reviews work of employees.
• Monitors security and fire alarm systems, including closed circuit monitors.
• Maintains communication with facility posts.

• Maintains communication with other staff to ensure continuity of care.
Physically restrains aggressive clients using approved protocols, as required.

• Transports clients to other facilities, as required.

• May assist in investigating incidents involving clients.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Exøerience:
Associate’s degree in Human Services or a directly related field or two (2) years of college education in Human Services
or a related field AND three (3) years experience in direct client care, counseling, law enforcement, corrections or related
field;

OR,

Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilit)es
of this job.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer Ill

JOB CODE: 14384 FLSA STATUS: Non-Exempt
PAY GRADE: 14 LAST REVISED: 1112/10

.. .. ... ,..

MINIMUM REQUIREMENTS: (Cont.)

Licenses, Registrations, Certifications, or ecial Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardlo-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.

Knowledge. Skills, and Abilities:
Knowledge of:
• Supervisory principles, practices and techniques.
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and app!icabe juvenile justice system

standards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• First aid techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
a Training, supervising and reviewing the work of others.
a Monitoring and responding to client behavior.
• Problem-solving and decision-making.
a Interviewing clients.
a Both verbal and written communication.

Ability to:
a Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
a Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well and perform multiple tasks, and organize diverse activities.
• Conduct investigations and report results clearly, accurately and impartially.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
Physical requirements include the ability to lift/carry up to 50-100 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment. Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to stressful environment and client and customer contact for
extended periods of time.

rmis job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilitIes. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer III

JOB CODE: 14384 FLSA STATUS: Non-Exempt
PAYGRADE: 14 LASTREVISED: 11/2/10

---

JOB SUMMARY:

Provides direct supervision and maintains security and control of detained juvenile cilents in order to prevent harm andprovide for their safety. Counsels clients on an individual basis and facilitates cognitive skill groups to assist clients irdeveloping appropriate coping skills and behavior. Recommends and implements appropriate programs for clients.Documents client behavior for use within the juvenile justice system. Trains staff and functions as a working lead Over otherjuvenile detention positions.

DISTINGUISHING CHARACTERISTICS:
This is the fourth in a series of four juvenile detention-related job classifications within the Courts job family. Thisclassification provides direct supervision to clients who have been placed in the juvenile detention facility by the courtsystem. Duties performed are of the most complex nature and type. This classification typically functions as a workinglead over the activities of other juvenile detention positions in addition to the normal range of duties. This classificationmay require work in secure facilities. This classification may require a flexible work schedule in order to meet the needsof the department.

DUTIES AND RESPONSIBIUTIES:

• Provides direct supervision of all client daily activities. Maintains accountability of all clients and equipment and ensuresthat the environment is safe, clean and secure.

• Ensures that clients are aware of and understand their responsibilities and appropriate behavior. Implements correctivediscipline plans and programs, as required.

• Ensures that the rights of juveniles are observed and that violations are reported to the appropriate person/agency.
• Facilitates cognitive skill groups and relaxation training for clients.
• Provides individual and crisis intervention counseling, as required.
• Documents clients’ behavior and enters information into department computer information system.
• Functions as a working lead over other juvenile detention positions. Trains, assigns and reviews work of employees.
• Monitors security and fire alarm systems, including closed circuit monitors.
• Maintains communication with facility posts.

• Maintains communication with other staff to ensure continuity of care.
• Physically restrains aggressive clients using approved protocols, as required.
• Transports clients to other facilities, as required.

• May assist in investigating incidents involving clients.
• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
Associate’s degree in Human Services or a directly related field or two (2) years of college education in Human Services
or a related field AND three (3) years experience in direct client care, counseling, law enforcement, corrections or related
field;

OR,

Any combination of education and experience that has been achieved and is equivalent to the stated education arid
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Detention Officer III

JOB CODE: 14384 FLSA STATUS: Non-Exempt
PAY GRADE: 14 LAST REVISED: 1112110

MINIMUM REQUIREMENTS: (Cont.)
Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Detention Officer or eligible for certification within six (6) months of date of hire, including
successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and Handle with Care (state
approved physical restraint technique).
Valid Texas Driver’s License.

Knowledce. Skills, and Abilities:
Knowledge of:

Supervisory principles, practices and techniques.
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable juvenile justice system

standards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
• Standard counseling techniques.
• Safety and security techniques and standards.
• Physical restraint techniques to control aggressive behavior.
• First aid techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
Skill in:
• Training, supervising and reviewing the work of others.
• Monitoring and responding to client behavior.
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well and perform multiple tasks, and organize diverse activities.
• Conduct investigations and report results clearly, accurately and impartially.
• Perform in a stressful environment while maintaining a professional manner.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, representatives of the juvenile justice system and the general
public.

WORK ENViRONMENT AND PHYSICAL DEMANDS:
Physical requirements include the ability to lift/carry up to 50-1 00 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and basic office equipment. Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to stressful environment and client and customer contact for
extended periods of time.

rihis job description is intended to be generic in nature. It is not necessarily an exhaustive list of all dutii]
and responsibilities. The essential duties, functions and responsibilities arid overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation DMsion Manager

JOB CODE: 22778 FLSA STATUS: Exempt
PAY GRADE: LAST REVISED: 11/2/10

JOB SUMMARY:

Under administrative direction, plans, manages, organizes and supervises the staff and operation of a division within ajuvenile justice system. Directs and manages conformity with State and Federal laws and guidelines, and policies andprocedures for the health, safety and welfare of juveniles. Assists in planning, organizing, developing, scheduling and
implementing policies, procedures, goals and objectives of the division. Manages the staffing, training, development arijperformance evaluation of division staff. May be assigned oversight of the facility in the absence of Division Director.

DISTINGUISHING CHARACTERiSTICS:

This is the first in a series of four juvenile probation-related job classifications within the Senior Management/Middle
Management job family. This classification is distinguished by the administrative and management duties arid
responsibilities performed in overseeing the staff and operations of a division under the direction of a division director
level position. This classification may require work in secure facilities. This classification may require a flexible work
schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Assists Division Director in planning, managing, organizing, monitoring and evaluating the staff and overall
operations of a division. Directs and ensures conformity with State and Federal laws and guidelines, and policiesand procedures for the health, safety and welfare of juveniles.

• Oversees management staff and others, including hiring, training, performance evaluation, disciplinary actions anddismissals, and ensures activities are consistent with goals and objectives. Seeks and creates opportunities for
improved performance, learning and development of staff. Identifies and addresses problems or conflicts,

• Plans, organizes, develops, schedules and implements policies, procedures, goals and objectives of the unit.
• Prepares, receives and reviews a variety of fiscal, administrative and statistical reports and interprets findings.

Evaluates current programs, procedures and practices on an on-going basis. Plans and develops policies,
procedures and programs to enhance efficiency and effectiveness and monitors the unWs workload to ensure that
quality services are being provided.

• Assists in the development and implementation of comprehensive strategic plans for the division.
• Provides high-level technical advice, policy interpretation and guidance for application of appropriate procedures to

supervisors and other staff.

• Assists in preparation and administration of division budget. Monitors and approves budget expenditures to ensureconsistently with system goals and objectives and remaining available funds. Establishes internal control
procedures for budget related activities.

• Represents the department and serves as a liaison for local and statewide committees and task forces, advisory
groups and the general public. Serves as spokesperson to media and outside agencies.

• Performs administrative division tasks, as required.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
Bachelor’s degree in Public Administration, Business Administration or one of the Social or Behavioral Sciences or a
directly related field AND five (5) years of increasingly responsible experience in a social service, community corrections
or juvenile agency, including two (2) years of mid- to senior level supervisory or management experence
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation DMsion Manager

JOB CODE: 22778 FLSA STATUS: Exempt
PAY GRADE: 22 LAST REVISED: 11/2110

MINIMUM REQUIREMENTS: (Cant.)

AGreF—G
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Licenses, Registrations, Certifications, or eciaI Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Probation Officer andlor Detention Officer or eligible for certification within six (6) months of
employment, including successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and
Handle with Care (state approved physical restraint technique).
Valid Texas Driver’s License.

Preferred:
One (1) year of experience in full time casework management.
Correctional administration experience.

Knowledge, Skills, and Abilities:
Knowledge of:
• Management and supervisory principles, practices and techniques.
• Policies, procedures, practices and terminology of assigned function.
• Federal, State and Local laws and program requirements.
• Budgetary practices and techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
• Business letter writing, grammar and punctuation, and report preparation.

Skill in:
• Supervising others, allocating resources and evaluating programs.
• Strategic planning, developing, monitoring and evaluating of programs.
• Leadership and collaboration.
• Problem-solving and decision-making.
• Developing and monitoring program budgets.
• Both verbal and written communication, including presentations.

Ability to:
• Direct, motivate, train, develop and evaluate staff.
• Develop and implement policies and procedures and operational plans or activities.
• Create and recommend program initiatives.
• Gather and evaluate facts to develop individual program planning and appropriate case disposition.
• Serve as technical consultant and liaison.
• Prepare administrative and statistical reports.
• Manage time well, perform multiple tasks and organize diverse activities.
• Prepare correspondence, memorandums and other written materials.
• Work with mentally disturbed, hostile and aggressive individuals.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies and providers, other County employees and officials, and the general public.

Page2of3

Updated 11/5/2010, 1:20 p.m.



TRAVIS COUNTY JOB DESCRIPTION
=-

.

...

JOB TITLE: Juvenile Probation Division Manager

JOB CODE: 22778 FLSA STATUS: ExemptPAY GRADE: 22 LAST REVISED: 1112/10———-- . . —

-
,. -

.-

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
Physical requirements include the ability to lift/carry up to 50-100 pounds occasionally, visual acuity, speech arid hearing,hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject tostanding, walking, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling, crouching, crawling,pushing, pulling, balancing, squatting to perform the essential functions. Requires exposure to hostile behavior fromclients. May be subject to contact with noise, vibration, fumes, foul odor, dirt, dust, mist, gases and poor ventilation.Subject to contact with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Subject tostressful environment and client and customer contact for extended periods of time.

rmis Job description is intended to be generic in nature. It is not necessarily an exhaustive list of all dut11and responsibilities. The essential duties1 functions and responsibilities and overtime eligibility may varybased on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TLE JuveeProbaonDivi&onManager

JOB CODE: 22778 FLSA STATUS: ExemptPAY GRADE: 22 LAST REVISED: 1112110

JOB SUMMARY:

Under administrative direction, plans, manages, organizes and supervises the staff and operation of a division within ajuvenile justice system. Directs and manages conformity with State and Federal laws and guidelines, and policies andprocedures for the health, safety and welfare of juveniles. Assists in planning, organizing, developing, scheduling andimplementing policies, procedures, goals and objectives of the division. Manages the staffing, training, development andperformance evaluation of division staff. May be assigned oversight of the facility in the absence of Division Director.

DISTINGUISHING CHARACTERISTICS:
This is the first in a series of four juvenile probation-related job classifications within the Senior ManagementlMiddleManagement job family. This classification is distinguished by the administrative and management duties andresponsibilities performed in overseeing the staff and operations of a division under the direction of a division directorlevel position. This classification may require work in secure facilities. This classification may require a flexible workschedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Assists Division Director in planning, managing, organizing, monitoring and evaluating the staff and overalloperations of a division. Directs and ensures conformity with State and Federal laws and guidelines, and policiesand procedures for the health, safety and welfare of juveniles.
• Oversees management staff and others, including hiring, training, performance evaluation, disciplinary actions anddismissals, and ensures activities are consistent with goals and objectives. Seeks and creates opportunities forimproved performance, learning and development of staff. Identifies and addresses problems or conflicts.
• Plans, organizes, develops, schedules and implements policies, procedures, goals and objectives of the unit.
• Prepares, receives and reviews a variety of fiscal, administrative and statistical reports and interprets findings.Evaluates current programs, procedures and practices on an on-going basis. Plans and develops policies,procedures and programs to enhance efficiency and effectiveness and monitors the unit’s workload to ensure thatquality services are being provided.

• Assists in the development and implementation of comprehensive strategic plans for the dMsion.
• Provides high-level technical advice, policy interpretation and guidance for application of appropriate procedures tosupervisors and other staff.

• Assists in preparation and administration of division budget. Monitors and approves budget expenditures to ensureconsistently with system goals and objectives and remaining available funds. Establishes internal controlprocedures for budget related activities.

• Represents the department and serves as a liaison for local and statewide committees and task forces, advisorygroups and the general public. Serves as spokesperson to media and outside agencies.
• Performs administrative division tasks, as required.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and ExperIence:
Bachelor’s degree in Public Administration, Business Administration or one of the Social or Behavioral Sciences or adirectly related field AND five (5) years of increasingly responsible experience in a social service, community correctionsor a juvenile agency, including two (2) years of mid- to senior level supervisory or management experience.
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JOB TiTLE: Juvenile Probation Division Manager

JOB CODE: 22778 FLSA STATUS: Exempt
PAYGRADE: 22 LASTREVISED: 11/2/10
=-

-==---

MINIMUM REQUIREMENTS: (Coat.)

Licenses, Registrations, CertificIons, or Special Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Probation Officer and/or Detention Officer or eligible for certification within six (6) months of
employment, including successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and
Handle with Care (state approved physical restraint technique).
Vaild Texas Driver’s License.

Preferred:
One (1) year of experience in full time casework management.
Correctional administration experience.

Knowledge. Skills, and Abilities:
Knowledge of:
• Management and supervisory principles, practices and techniques.
• Policies, procedures, practices and terminology of assigned function.
• Federal, State and Local laws and program requirements.
• Budgetary practices and techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
• Business letter writing, grammar and punctuation, and report preparation.
Skill in:
• Supervising others, allocating resources and evaluating programs.
• Strategic planning, developing, monitoring and evaluating of programs.
• Leadership and collaboration.
• Problem-solving and decision-making.
• Developing and monitoring program budgets.
• Both verbal and written communication, including presentations.

Ability to:
o Direct, motivate, train, develop and evaluate staff.
• Develop and implement policies and procedures and operational plans or activities.
• Create and recommend program initiatives,
• Gather and evaluate facts to develop individual program planning and appropriate case disposition.
• Serve as technical consultant and liaison.
• Prepare administrative and statistical reports.
• Manage time well, perform multiple tasks and organize diverse activities.
• Prepare correspondence, memorandums and other written materials.
• Work with mentally disturbed, hostile and aggressive individuals.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies and providers, other County employees and officials, and the general public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling, crouching, crawling,
pushing, pulling, balancing, squatting to perform the essential functions. Requires exposure to hostile behavior from
clients. May be subject to contact with noise, vibration, fumes, foul odor, dirt, dust, mist gases and poor ventilation.
Subject to contact with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Subject to
stressful environment and client and customer contact for extended periods of time.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Division Manager

JOB CODE: 22778 FLSA STATUS: Exempt
PAY GRADE: 22

This job description is intended to be generic in nature. It Is not necessarily an exhaustive list of all duties]
and responsibiIities The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Division Director

JOB CODE: 25397 FLSA STATUS: Exempt
PAYGg:___ jREVISEDj 112110

JOB SUMMARY:

Directs the overafl operations, staff and functions of a division within a juvenile justice system through subordinatemanagers. Provides leadership, management and coordination in planning, organizing, implementing and evaluatingdMsion operations in accordance with State, Federal and Local laws, policies, procedures and guidelines. Developsdivision strategic plans to accomplish goals and objectives and improve effectiveness and efficiency of services. Directsthe staffing, training, development and performance evaluation of division staff.

DISTINGUISHING CHARACTERISTICS:

This is the second in a series of four juvenile probation-related job classifications within the Senior Management!Midcjle
Management job family. This classification is distinguished by the administrative and management duties andresponsibilities performed in directing the staff and operations of a division through subordinate managers. Thisclassification may require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Directs, plans, organizes, implements, monitors and evaluates the overall operations, staff and functions of a division.Directs and ensures conformity with State and Federal laws and guidelines, and policies and procedures for thehealth, safety and welfare of juveniles.
• Directs management and staff, including hiring, training, performance evaluation, disciplinary actions and dismissals,

and ensures activities are consistent with goals and objectives. Seeks and creates opportunities for improvedperformance, learning and development of staff, and identifies and addresses problems or conflicts.
• Develops division strategic plans to accomplish goals and objectives and improve effectiveness and efficiency ofservices.

• Oversees and participates in development of division policies, procedures, goals and objectives. Directs thescheduling of day-to-day operations and staffing for the division.
• Prepares and reviews a variety of fiscal, administrative and statistical reports, and interprets findings. Evaluates

current programs, procedures and practices on an on-going basis. Plans and develops policies, procedures andprograms to enhance efficiency and effectiveness and monitors the division’s workload to ensure that qualityservices are being provided.

• Prepares and administers division budget. Monitors and approves budget expenditures to ensure consistently with
system goals and objectives and remaining available funds. Establishes internal control procedures for budgetrelated activities.

• Provides high-level technical advice, policy interpretation and guidance for application of appropriate procedures tomanagers and other staff.

• Represents the department and serves as a liaison for local and statewide committees and task forces, advisory
groups and the general public. Serves as spokesperson to media and outside agencies.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
Bachelor’s degree in Public Administration, Business Administration or one of the Social or Behavioral Sciences or a
directly related field AND six (6) years of increasingly responsible experience in a social service, community corrections
or $ juvenile agency, including three (3) years of mid- to senior level supervisory or management experience.

the dutiec4onsbd4s
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Juvenile Probation Division Director

JOB CODE: 25397 FLSA STATUS: Exempt
PAY GRADE: 25 LAST REVISED: 11/2/10

--. . --- . --
=.-

MINIMUM REQUIREMENTS: (Cont.)

Licenses, Registrations, Certifications, or ecial Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Probation Officer and/or Detention Officer or eligible for ceitfication within six (6> months of
date of hire, including successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and
Handle with Care (state approved physical restraint technique).
Valid Texas Driver’s License.

Preferred:
One (1) year of experience in full time casework management.
Correctional administration experience.

Knowledge. Skills, and Abilities:
Knowledge of:
• Management principles, practices and techniques.
• Policies, practices, procedures and terminology of assigned function.
• Federal, State and Local program laws and requirements.
• Budgetary practices and techniques.

Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
• Business letter writing, grammar and punctuation, and report preparation.

Skill in:
• Directing management and staff, allocating resources and evaluating programs.
• Strategic planning, developing, monitoring and evaluating programs.
• Leadership and collaboration.
• Problem-solving and decision-making.
• Developing and monitoring program budgets.
• Both verbal and written communication, including presentations.

Ability to:
• Direct, motivate, train, develop and evaluate staff.
• Develop and implement policies and procedures and strategic and operational plans.
• Plan, develop, implement and evaluate program initiatives.
• Serve as a high-level technical consultant and liaison.
• Prepare administrative and statistical reports.
• Manage time well, perform multiple tasks and organize diverse activities.
• Prepare correspondence, memorandums and other written materials.
• May require the ability to work with mentally disturbed, hostile and aggressive individuals.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies and providers, other County employees and officials, and the general public.
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TRAVIS COUNTY JOB DESCRIPTION
—

JOB TITLE: Juvenile Probation Division Director

JOB CODE: 25397 FLSA STATUS: Exempt
PAY GRADE: 25 LAST REViSED: 11/2)10
----

-

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling, crouching, crawling,
pushing, pulling, balancing, squatting to perform the essential functions. Requires exposure to hostile behavior from
clients. May be subject to contact with noise, vibration, fumes, foul odor, dirt, dust, mist, gases and poor ventilation. Subject
to contact with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Subject tostressful environment and dient and customer contact for extended periods of time.

This job description is intended to be generic In nature. It is not necessarily an exhaustive list of all duii
and responsibilities. The essential duties functions and responsibilities and overtime eligibility may vary Ibased on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION
==___j— —

JOB TITLE: Juvenile Probation Division Director

JOB CODE: 25397 FLSA STATUS: Exempt
PAY GRADE: 25 LAST REVISED: 11/2/10—=-—--

- —

JOB SUMMARY:

Directs the overall operations, staff and functions of a division within a juvenile justice system through subordinate
managers. Provides leadership, management and coordination in planning, organizing, implementing and evaluating
division operations in accordance with State, Federal and Local laws, policies, procedures and guidelines. Develops
division strategic plans to accomplish goals and objectives and improve effectiveness and efficiency of services. Directs
the staffing, training, development and performance evaluation of division staff.

DISTINGUISHING CHARACTERISTICS:

This is the second in a series of four juvenile probation-related job classifications within the Senior ManagementlMiddle
Management job family. This classification is distinguished by the administrative and management duties and
responsibilities performed in directing the staff and operations of a division through subordinate managers. This
classification may require a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

• Directs, plans, organizes, implements, monitors and evaluates the overall operations, staff and functions of a division.
Directs and ensures conformity with State and Federal laws and guidelines, and policies and procedures for the
health, safety and welfare of juveniles.

• Directs management and staff, including hiring, training, performance evaluation, disciplinary actions and dismissals,
and ensures activities are consistent with goals and objectives. Seeks and creates opportunities for improved
performance, learning and development of staff, and identifies and addresses problems or conflicts.

• Develops division strategic plans to accomplish goals and objectives and improve effectiveness and efficiency of
services.

• Oversees and participates in development of division policies, procedures, goals and objectives. Directs the
scheduling of day-to-day operations and staffing for the division.

• Prepares and reviews a variety of fiscal, administrative arid statistical reports, and interprets findings. Evaluates
current programs, procedures and practices on an on-going basis. Plans and develops policies, procedures and
programs to enhance efficiency and effectiveness and monitors the division’s workload to ensure that quality
services are being provided.

• Prepares and administers division budget. Monitors and approves budget expenditures to ensure consistently with
system goals and objectives and remaining available funds. Establishes internal control procedures for budget
related activities.

• Provides high-level technical advice, policy interpretation and guidance for application of appropriate procedures to
managers and other staff.

• Represents the department and serves as a liaison for local and statewide committees and task forces, advisory
groups and the general public. Serves as spokesperson to media and outside agencies.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
Bachelor’s degree in Public Administration, Business Administration or one of the Social or Behavioral Sciences or a
directly related field AND six (6) years of increasingly responsible experience in a social service, community corrections
or a juvenile agency, including three (3) years of mid- to senior level supervisory or management experience.

1//-/
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TRAVIS COUNTY JOB DESCRIPTION
‘,.•••“

JOB TITLE: Juvenile Probation Division Director

JOB CODE: 25397 FLSA STATUS: Exempt
PAY GRADE: 25 LAST REVISED: 11/2/10

MINIMUM REQUIREMENTS: (Cont.)

Licenses, Registrations, Certifications, or ,ecial Requirements:
Must be at least 21 years of age.
Certification as a Juvenile Probation Officer and/or Detention Officer or eligible for certification within six (6) months of
date of hire, including successful completion of Cardio-pulmonary Resuscitation (CPR) Certification, First Aid and
Handle with Care (state approved physical restraint technique).
Valid Texas Driver’s License.

Preferred:
One (1) year of experience in full time casework management.
Correctional administration experience.

Knowledge, Skills, and Abilities:
Knowledge of:
• Management principles, practices and techniques.
• Policies, practices, procedures and terminology of assigned function.
• Federal, State and Local program laws and requirements.
• Budgetary practices and techniques.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
• Business letter writing, grammar and punctuation, and report preparation.

Skill in:
• Directing management and staff, allocating resources and evaluating programs.
• Strategic planning, developing, monitoring and evaluating programs.

Leadership and collaboration.
• Problem-solving and decision-making.
• Developing and monitoring program budgets.
• Both verbal and written communication, including presentations.

Ability to:
• Direct, motivate, train, develop and evaluate staff.

Develop and implement policies and procedures and strategic and operational plans.
• Plan, develop, implement and evaluate program initiatives.
• Serve as a high-level technical consultant and liaison.
• Prepare administrative and statistical reports.
• Manage time well, perform multiple tasks and organize diverse activities.
• Prepare correspondence, memorandums and other written materials.
• May require the ability to work with mentally disturbed, hostile and aggressive indMduals.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies and providers, other County employees and officials, and the general public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50-100 pounds occasionally, visual acuity, speech and hearing,
hand and eye coordination and manual dexterity necessary to operate a computer and office equipment. Subject to
standing, walking, sitting, repetitive motion, reaching, climbing stairs, bending, stooping, kneeling, crouching, crawling,
pushing, pulling, balancing, squatting to perform the essential functions. Requires exposure to hostile behavior from
clients. May be subject to contact with noise, vibration, fumes, foul odor, dirt, dust, mist, gases and poor ventilation. Subject
to contact with communicable diseases, radiation, hazardous waste, human fecal matter and foul odors. Subject to
stressful environment and client and customer contact for extended periods of time.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TiTLE: Juvenile Probation Division Director

JOB CODE: 25397 FLSA STATUS: Exempt
PAY GRADE: 25 LAST REViSED: 1112/10

TThis job description is intended to be generic in nature It is not necessarily an exhaustive list ofiiiiiti&]
and responsibilities. The essential duties functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRiPTION
—---- --——

JOB TITLE: Probation Officer Assistant

JOB CODE: 12143 FLSA STATUS: Non-Exempt
PAY GRADE: 12 LAST REVISED: 1112110=— —=——---—---—-—-

JOB SUMMARY:

Interviews clients directly after sentencing in court for those who have been placed on community supervision and thoseresiding out of Travis County (indirect clients) and prepares appropriate paperwork to transfer supervision of the case tothe clients County of residence. Provides supervision to indirect clients who have been placed on communitysupervision by the courts, enforces conditions of community supervision, and monitors aspects of casework related tothe conditions of community supervision. Provides supervision for individuals who have been placed on Pre-TrialDiversion by the County Attorney, assures their compliance with the orders as set forth by the County Attorney, andmonitors all aspects related to the client’s Orders of the County Attorney.

DISTINGUISHING CHARACTERISTICS:

This is the first in a series of five probation-related job classifications within the Courts job family. This classificationprovides supervision to indirect clients who have been placed on community supervision by the courts. Client caseloadconsists of indirect or Pre-Trial Diversion clients. Cases are staffed with higher-level community supervision staff.

DUTIES AND RESPONSIBILITIES:

Provides supervision to indirect clients who have been placed on community supervision by the courts. Documents
all contacts and all pertinent facts and events occurring in clienfs life, including issues of compliance andnoncompliance. Documents collateral contacts, referrals, correspondence, and any and all other pertinent information.Responds to written or telephone contacts. Requests offense reports and urinalysis. Prepares requests to amendconditions of community supervision. Transfers cases to Probation Officer for violation reports and direct supervision.

• Conducts interviews with clients who have been placed on community supervision. Conducts orientation for newly
probated clients. Explains conditions of community supervision as set forth by the courts. Makes appropriate courtordered referrals for the clients. Prepares file and sends to Probation Officer.

• Conducts interviews with clients who have been placed on community supervision, but who reside outside of Travis
County. Explains the case transfer procedures and expectations to the client, prepares and sends the transfer packetto the appropriate receiving County/State.

• Conducts interviews with clients placed on Pre-Trial Diversion by the County Attorney. Explains conditions set forth bythe County Attorney. Monitors client’s progress and documents compliance or non-compliance and makesrecommendations to the County Attorney accordingly. Assists with Community Service Restitution referrals andplacement. Prepares legal documents for County AttomeVs office.

• Ensures all money owed by dient is collected and properly recorded.

• Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
8phelors Isso’ degree in Criminal Justice or a directly related field.

Licenses, RegIstrations, Certifications, or ecial Requirements:
None required.

Knowledge, Skills, and Abilities:
Knowledge of:
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable communitysupervision services standards and procedures.
• Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stabity.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Probation Officer Assistant

JOB CODE: 12143 FLSA STATUS: Non-Exempt
PAY GRADE: 12 LAST REVISED: 11/2/10

MINIMUM REQUIREMENTS: (Cont)

Knowledge of: (Cont.)
• Casework techniques.
• Principles and procedures of record keeping and file management.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
• Business letter writing, grammar and punctuation, and report preparation.
Skill in:
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Conduct interviews and report results clearly, accurately and impartially.
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
• Manage time well, perform multiple tasks and organize diverse activities.
• Perform in a stressful environment while maintaining a professional manner.
• Document information, compile data and prepare a variety of memorandums or reports.
• Establish and maintain effective working relationships with departmental clientele, representatives of outsideagencies, other County employees and officials, attorneys, judges and the general public.

WORK ENVIRONMENT AND PHYSICAL. DEMANDS:

Physical requirements include the ability to lift/carry up to 10-25 pounds, visual acuity, speech and hearing, hand and eyecoordination and manual dexterity necessary to operate a computer and office equipment Subject to standing, sitting,walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitivemotion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,hazardous waste, human fecal matter and foul odors. Subject to client and customer contact for extended periods of time.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all dutij1and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION
==.—.-—

JOB TITLE: Probation Officer Assistant

JOB CODE: 12143 FLSA STATUS: Non-Exempt
PAY GRADE 12 LAST RE: 1112110

JOB SUMMARY:

Interviews chents directly after sentencing in court for those who have been placed on community supervision and thoseresiding out of Travis County (indirect clients) and prepares appropriate paperwork to transfer supervision of the case tothe clients County of residence. Provides supervision to indirect clients who have been placed on communitysupervision by the courts, enforces conditions of community supervision, and monitors aspects of casework related tothe conditions of corñmunity supervision. Provides supervision for individuals who have been placed on Pre-TrialDiversion by the County Attorney, assures their compliance with the orders as set forth by the County Attorney, andmonitors all aspects related to the client’s Orders of the County Attorney.

DISTINGUISHING CHARACTERISTICS:

This is the first in a series of five probation-related job classifications within the Courts job family. This classificationprovides supervision to indirect clients who have been placed on community supervision by the courts. Client caseloadconsists of indirect or Pre-Trial Diversion clients. Cases are staffed with higher-level community supervision staff.

DUTIES AND RESPONSIBILiTIES:

a Provides supervision to indirect clients who have been placed on community supervision by the courts. Documentsall contacts and all pertinent facts and events occurring in clients life, including issues of compliance andnoncompliance. Documents collateral contacts, referrals, correspondence, and any and all other pertinent information.Responds to written or telephone contacts. Requests offense reports and urinalysis. Prepares requests to amendconditions of community supervision. Transfers cases to Probation Officer for violation reports and direct supervision.
a Conducts interviews with clients who have been placed on community supervision. Conducts orientation for newlyprobated clients. Explains conditions of community supervision as set forth by the courts. Makes appropriate courtordered referrals for the clients. Prepares file and sends to Probation Officer.
• Conducts interviews with clients who have been placed on community supervision, but who reside outside of TravisCounty. Explains the case transfer procedures and expectations to the client, prepares and sends the transfer packetto the appropriate receiving CountylState.

• Conducts interviews with clients placed on Pre-Trial Diversion by the County Attorney.’ Explains conditions set forth bythe County Attorney. Monitors client’s progress arid documents compliance or non-compliance and makesrecommendations to the County Attorney accordingly, Assists with Community Service Restitution referrals andplacement. Prepares legal documents for County Attorney’s office.

• Ensures all money owed by client is collected and properly recorded.
• Performs other job-related duties as assigned.

MINiMUM REQUIREMENTS:

Education and Experience:
Associate’s degree in Criminal Justice or a directly related field.

Licenses, Registrations, Certifications, or ecIaI RequIrements:
None required.

Knowledge, Skills, and AbilitIes:
Knowledge of:
• Policies, practices, procedures and legal terminology related to court system.
• Federal, State, Local and County applicable laws, rules, regulations, guidelines and applicable communitysupervision services standards and procedures.
a Standard practices in area of assignment.
• Psychological concepts of good behavior, social adjustment and emotional stability.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Probation Officer Assistant

JOB CODE: 12143 FLSA STATUS: Non-Exempt
PAY GRADE: 12 LAST REVISED: 1112/10

MINIMUM REQUIREMENTS: (Contj

Knowledge of: (Cont.)
• Casework techniques.
• Principles and procedures of record keeping and file management.
• Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
• Business letter writing, grammar and punctuation, and report preparation.

Skill in:
• Problem-solving and decision-making.
• Interviewing clients.
• Both verbal and written communication.

Ability to:
• Conduct interviews and report results clearly, accurately and impartially.
• Work efficiently both independently and as part of a team.
• Reason and make judgments and decisions.
• Work effectively and courteously under stressful circumstances.
• Deal effectively with mentally disturbed, hostile and aggressive individuals.
a Manage time well, perform multiple tasks and organize diverse activities.
• Perform in a stressful environment while maintaining a professional manner.
• Document information, compile data and prepare a variety of memorandums or reports.
• Establish and maintain effective working relationships with departmental clientele, representatives of outside

agencies, other County employees and officials, attorneys, judges and the general public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 10-25 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and office equipment Subject to standing, sitting,
walking, climbing stairs, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting, balancing, repetitive
motion, and squatting to perform the essential functions. Subject to contact with communicable diseases, radiation,
hazardous waste, human fecal matter and foul odors. Subject to client and customer contact for extended periods of time.

This job description is intended to be generic in nature. It is not necessarily an exhaustive list of all duties
and responsibilities. The essential duties, functions and responsibilities and overtime eligibility may vary
based on the specific tasks assigned to the position.

3DPage 2 of 2

Updated 11/5/2010, 1:20 p.m.



TRAVIS COUNTY JOB DESCRiPTION

JOB TITLE: Electrician —

JOB CODE: 13432 FLSA STATUS: Non-Exempt
PAY GRADE: 13 LAST REVISED: 1112110

-
-

———---

JOB SUMMARY:

Performs journey electrician licensed level work in the installation, maintenance and repair of electrical circuits/systems.
Installs new and repairs existing systems, develops and maintains preventive maintenance schedules, and performs
specialized tests. Performs alt work in accordance with adopted building codes and uses appropriate safety procedures.

DISTINGUISHING CHARACTERISTICS:

Th(s is the first in a series of two electrician-related job classifications within the Skilled Trades job family. iNajjçj. hcense andjtyjJeffoLskiHled
classification may require work in secure facilities. This classification mayrequire a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBIUTIES:

• Responds to requests for system repairs.

Inspects, maintains and repairs electrical systems. Makes recommendations regarding replacement of repairs ofsystems.

• Plans and develops routine maintenance schedules for systems. Performs preventive maintenance tasks onsystems.

a Inspects, maintains and repairs electrical motors and generators.

a Researches and estimates time and materials needed and records time and materials used. Requests for neededtools, equipment, supplies and materials to perform assigned tasks. Tests, calibrates and repairs electronic andelectrical equipment and controls.

—nc- fcc k.c - nnn-c-r, ,-‘4inn ci rnn,

• Operates a variety of technical test equipment, such as DC high voltage testers, multi-channel analog recorder,
electronic meters and vibration test equipment. Performs special tests to determine problems withequipmenhlcircuits.

.1. rnsn+nflc nr,14 rflnflirc.

L
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•Inppecs maintains--and repairs electrical systems,— Makes recommendations regarding replacement of repairs f
I systems.

a Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Hi4h School diploma or G.E.D. AND twe-.(2)4o-four (4) years experience in the instatlationJng and repair of tr*4j
crtro e prent r steis, mot hVAC r,tern aro etneye I eiectncai

anjei

OR,

Any combination of education arid experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations Certifications, or eciaI Requirements:
State of Texas Journeyman Electrician License-eristbe-obta4ne4wltNni*-f6)-eRths--of-8ate-ef4ire.,
Valid Texas Driver’s License.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Electrician

JOB CODE: 13432 FLSA STATUS: Non-Exempt
PAY GRADE: 13 LAST REViSED: 11/2/10

MINIMUM REQUIREMENTS: (Cont)

Knowledge. Skills, and Abilities:
Knowledge of:
• Electrical codes, related terminology, practices and procedures.
• Standard electrical maintenance and repair methods, materials, tools and equipment.

Skill in:
• Operating and using standard electrical tools and test equipment.
• Installing and maintaining electrical work.
• Reading and interpreting schematics and blueprints.
• Proper and applicable safety practices, procedures and regulations.
• Working with others, including on a team.
• Explaining complicated problems in simple non-technical language.
• Calculating estimates of time, labor and quantities of materials needed.
• Both verbal and written communication.

Ability to:
• Understand and precisely follow both verbal and written instructions and communicate in a concise and effective

manner.
• Work efficiently, both independently and as part of a team.
• Reason and make judgments and decisions.
• Manage time well, perform multiple tasks and organize diverse activities.
• Establish and maintain effective working relationships with departmental clientele, other County employees and

officials, representatives of outside agencies, and the general public.

WORK ENViRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and office equipment. Subject to standing, walking,
sitting, reaching, climbing stairs, bending, stooping, kneeling, crouching, crawling, pushing, repetitive motion pulling,
driving, twisting, balancing, client/customer contact, squatting, and working in cramped or confined spaces or areas for
extended periods of time to perform the essential functions. Subject to contact with hazardous waste, foul odors, animal
and human fecal matter, insects and rodents, toxic or potential hazardous chemical or substances, dirt, dust, fumes, smoke,
loud noises, and high voltage. Requires work indoors/outdoors in all types of weather (excessive heat and cold). Requires
working at heights from ladders and scaffolds.

This job description is intended to be generic in nature. It is net necessarily an exhaustive list of all duties
and responslbiIities The essential dutles functions and responsibilities and overtime eligibIlity may vary

[ped on the specific tasks assigned to the position.
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TRAVIS COUNTY JOB DESCRIPTION
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JOB TITLE: Electrician

JOB CODE: 13432 FLSA STATUS: Non-Exempt
PAY GRADE: 13 LAST REVISED: 11/2/10=-

JOB SUMMARY:

Performs journey electrician licensed level work in the installation, maintenance and repair of electrical circuits/systems.Installs new and repairs existing systems, develops and maintains preventive maintenance schedules, and performs
specialized tests. Performs all work in accordance with adopted building codes and uses appropriate safety procedures.

DISTINGUISHiNG CHARACTERISTICS:

This is the first in a series of two electrician-related job classifications within the Skilled Trades job family. Thisclassification is distinguished by the requirement for a journey electrician hcense and the ability to perform skilled
journeyman level of electrical work. This classification may require work in secure facilities. This classification mayrequire a flexible work schedule in order to meet the needs of the department.

DUTIES AND RESPONSIBILiTIES:

• Responds to requests for system repairs.

• Inspects, maintains and repairs electrical systems. Makes recommendations regarding replacement of repairs ofsystems.

• Plans and develops routine maintenance schedules for systems. Performs preventive maintenance tasks onsystems.

• Inspects, maintains and repairs electrical motors and generators.

• Researches and estimates time and materials needed and records time and materials used. Requests for neededtools, equipment, supplies and materials to perform assigned tasks. Tests, calibrates and repairs electronic andelectrical equipment and controls.

• Operates a variety of technical test equipment, such as DC high voltage testers, multi-channel analog recorder,
electronic meters and vibration test equipment Performs special tests to determine problems with
equipment/circuits.

• Performs other job-related duties as assigned.

MINIMUM REQUiREMENTS:

Education and Experience:
High School diploma or G.E.D. AND four (4) years experience in the installation, testing and repair of electrical control
equipment, lighting systems, motors, HVAC electrical systems and other types of electrical equipment;
OR,

Any combination of education and experience that has been achieved and is equivalent to the stated education and
experience and required knowledge, skills, and abilities sufficient to successfully perform the duties and responsibilities
of this job.

Licenses, Registrations, Certifications, or Special Requirements:
State of Texas Journeyman Electrician License.
Valid Texas Driver’s License.

Knowledge, Skills, and Abilities:
Knowledge of:
• Electrical codes, related terminology, practices and procedures.
• Standard electrical maintenance and repair methods, materials, tools and equipment.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Electrician

JOB CODE: 13432 FLSA STATUS: NonExempt
PAYGRADE: 13 LASTREVISED: 11/2/10

MINIMUM REQUIREMENTS: (Cont.)
Skill in:
• Operating and using standard electrical tools and test equipment.
• Installing and maintaining electrical work.
• Reading and interpreting schematics and blueprints.
• Proper and applicable safety practices, procedures and regulations.

Working with others, including on a team.
• Explaining complicated problems in simple rioritechnical language.
• Calculating estimates of time, labor and quantities of materials needed.
• Both verbal and written communication.

Ability to:
• Understand and precisely follow both verbal and written instructions and communicate in a concise and effective

manner.
• Work efficiently, both independently and as part of a team.
• Reason and make judgments and decisions.
• Manage time well, perform multiple tasks and organize diverse activities.
• Establish and maintain effective working relationships with departmental clientele, other County employees and

officials, representatives of outside agencies, and the general public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include the ability to lift/carry up to 50 pounds, visual acuity, speech and hearing, hand and eye
coordination and manual dexterity necessary to operate a computer and office equipment. Subject to standing, walking,
sitting, reaching, climbing stairs, bending, stooping, kneeling, crouching, crawling, pushing, repetitive motion, pulling,
driving, twisting, balancing, client/customer contact, squatting, and working in cramped or confined spaces or areas for
extended periods of time to perform the essential functions. Subject to contact with hazardous waste, foul odors, animal
and human fecal matter, insects and rodents, toxic or potential hazardous chemical or substances, dirt, dust, fumes, smoke,
loud noises, and high voltage. Requires work indoorsloutdoors in all types of weather (excessive heat and cold). Requires
working at heights from ladders and scaffolds.

This job description is Intended to be generic in nature. It is not necessarily an exhaustive list of all dutii
and responsibilities. The essential duties, functions and responsIbilities and overtime elIgibility may vary

[based on the specific tasks assigned to the position.
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Travis County Commissioners Court Agenda Request

Voting Session November 9, 2010 Work Session

______

(Date) (Date)
I. Request made by: j’ t2(- .;4?’:)

Roger Jefferies, Executive Manager, Justice and Public Safety Phone # 854-4759
Signature of Elected Official/Appointed Official/Executive Manager/County Attorney.

Requested text:
Consider and take appropriate action on the following Deferred
Compensation Plan items:
A. Review summary of Plan results and performance.
B. Approve recommendation from the Deferred Compensation Oversight

Committee to eliminate Pioneer High Yield Y Bond fund investment option
and replace with Metropolitan West High Yield Bond M option.

C. Approve new Deferred Compensation Oversight Committee members.

Approved by:
Signature of Commissioner or County Judge

II. Additional Information:
A. Backup memorandum is attached.
B. Affected agencies and officials.

Travis County Deferred Compensation Oversight Committee
Voting Members

Eliott Beck County Attorney 854-9415
Michelle Brinkman District Clerk 854-4744
Greg Jacobs County Auditor 854-9125
Norman McRee HRMD 854-4821
Leroy Nellis PBO 854-9066
Vick Skinner District Attorney 854-9522
Jim Wilson Juvenile Court 854-7059

Non-Voting_Members
Al DiCristofaro Consultant
Peter Einhorn Commissioner, Pct. 2 854-9222
Dan Mansour HRMD 854-9499
Lolly Jones Purchasing 854-4204
Barbara Wilson County Attorney 854-9415

Ill. Required Authorizations: Checked if applicable:
Planning and Budget Office (854-9106)
Human Resources Management Department (854-9165)
Purchasing Office (854-9700)
County Attorney’s Office (854-9415)
County Auditor’s Office (854-9125)

Item 11
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Human Resources Management Department
— ‘.. L.

1010 Lavaca Street, 2 Floor • PC. Box 1748 • Austin, Texas 78767 (512) 854-9165 I FAX(512) 854-4203

Deferred Compensation Oversight Committee

November 9, 2010

To: Commissioners Court

From: Deferred Compensation Oversight Committee

Re: Summary of Plan Results and Committee Recommendations

Background

Commissioners Court created the Deferred Compensation Oversight Committee on October 9,
2007. At the time Nationwide Retirement Solutions administered the County’s plan. An RFP
was released on May 5, 2008, and on August 26, 2008 the Court approved Great-West
Retirement Services as the new plan administrator.

The transfer of investment balances from Nationwide to Great-West occurred on January 30,
2009, with the exception of the fixed account which was to be transferred over an ensuing sixty
(60) month period in order to avoid a large market value adjustment charge.

On January 30, 2009, the plan value was $26,727,765.07, including the fixed account value of
$7,049,469.31.

Please see below a summary of updated plan values and results, a recommendation to replace an
investment option, and a request to approve new committee members.

Summary of Plan Results

As of September 30, 2010:

Current Value of Investments is $38,162,800.56, including a balance of $4,522,723.69 in the
Nationwide fixed account pending transfer. The current value represents a 43% increase since
January 30, 2009.

Recommendation to Change Investment Option

The Committee recommends the Court approve deletion of the Pioneer High Yield Y bond fund
and replace it with Metropolitan West High Yield Bond M.

Updated 11/5/2010, 1:20 p.m.



Members currently invested in the Pioneer High Yield bond fund will be automatically mapped
over to the Metropolitan West High Yield fund effective December 1, 2010. At September 30
there were 120 members invested in the Pioneer High Yield bond fund with a combined value of
$549,049.32. A notice of the potential change has been sent to members.

This action is recommended primarily because the Pioneer bond fund has almost 15% invested in
equities and a 27% exposure to funds which can be converted to common stock equity. This
relatively large equity component does not make this fund suitable as a high yield bond option in
Travis County’s plan of mixed investment options. Also, there is future uncertainty related to
this fund’s inclusion in a family of funds up for sale.

Approve New Committee Members

Over the last several years the Committee has lost some members mostly due to termination of
employment, or retirement. The Committee requests the Court approve four new members to
bring the number of voting members back up to the original number of eleven.
The following are recommended by both the Committee and their respective departments:

Nancy Goodman-Gill, HHS & VS
Deborah Laudermilk, Planning and Budget Office
Paul Matthews, Sheriffs Office
Cynthia McDonald, TNR

Coming Soon

The Committee is working on a charter to bring back to the Court for consideration soon. The
charter would govern how the committee operates, how and when members are rotated and
selected, meeting dates, and duties and responsibilities.

2
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