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Travis County Commissioners Court Agenda Request

Meeting Date: 4/8/14

Prepared By/Phone Number: Cynthia Lam-Roldan, 854-4822 (@gﬂ
Elected/Appointed Official/Dept. Head: Leslie Browder, 854-9106
Commissioners Court Sponsor: Judge Samuel T. Biscoe

AGENDA LANGUAGE:

Consider and take appropriate action on the following items for Human
Resources Management Department:

A. Proposed routine personnel amendments;

B. Routine promotion from Travis County Sheriff's Office. HRMD
recommends a different salary;

C. Non-routine salary adjustment from County Commissioner Pct 4's Office
for a variance to Travis County Code § 10.03002, salary adjustment
greater than 10% above midpoint; and

D. Non-routine request from Travis County Sheriff's Office for a variance to
Travis County Code Chapter §10.03008, Promotion. HRMD
recommends a different salary.

BACKGROUND/SUMMARY OF REQUEST AND ATTACHMENTS:
Attached are Personnel Amendments for Commissioners Court approval.

A. Routine Personnel Actions — Pages 2 - 5.

B. Routine Promotion Action — Page 6, 8 - 12.
HRMD recommends a different salary.

C. Non-Routine Personnel Action — Pages 7, 13 - 16.

County Commissioner Pct 4’s Office requests approval for a salary
adjustment that exceeds 10% above midpoint - Travis County

Code § 10.03002. HRMD has reviewed the supporting documentation
and recommends approval; this request is consistent with the intent of
County personnel policies. The Planning and Budget Office has
confirmed sufficient funds.

AGENDA REQUEST DEADLINE: All agenda requests and supporting materials should be submitted as
a pdf to the County Judge's office, agenda@co.travis.tx.us by Tuesdays at 5:00 p.m. for the next
week's meeting.




D. Non-Routine Personnel Action — Pages 7, 17 - 18.
Travis County Sheriff’'s Office requests approval for a promotion that
is above midpoint and greater than a 5% increase in salary. Travis
County Code § 10.03008, Position 30001952, Health Services Supv, PG
23. HRMD has reviewed supporting documentation; and supports the

promotion but recommends a different salary; PBO has confirmed
sufficient funds.

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

STAFF RECOMMENDATIONS:
N/A

ISSUES AND OPPORTUNITIES:
N/A

FISCAL IMPACT AND SOURCE OF FUNDING:
None.

REQUIRED AUTHORIZATIONS:

Todd Osburn, Human Resources Management Department, 854-2744
Debbie Maynor, Human Resources Management Department, 854-9170
Leslie Browder, Planning and Budget Office, 854-9106

AGENDA REQUEST DEADLINE: All agenda requests and supporting materials should be submitted as

a pdf to the County Judge's office, agenda@co.travis.tx.us by Tuesdays at 5:00 p.m. for the next
week's meeting.



700 Lavaca Street, 4" Floor ® P.O.Box 1748 ® Austin, Texas 78767 [ ] (512) 854-9165 / FAX (512) 854-9757

April 8, 2014

ITEM # :

DATE: March 28, 2014
TO: Samuel T. Biscoe, County Judge

Ron Davis, Commissioner, Precinct 1

Bruce Todd, Commissioner, Precinct 2

Gerald Daugherty, Commissioner, Pct. 3

Margaret Gomez, Commissioner, Precinct 4
VIA: Leslie Browder, County Executive, Planning and Budget \H
FROM: Debbie Maynor, Director, HRMD
SUBJECT: Weekly Personnel Amendments

Attached are Personnel Amendments for Commissioners Court approval.

A. Routine Personnel Actions - Pages 2 - 5.

B. Routine Promotion Action—- Pages 6, 8 — 12,
HRMD recommends a different salary

C. Non-Routine Personnel Action - Pages 7, 13 - 16.
County Commissioner Pct 4’s Office requests approval for a salary adjustment that exceeds 10%
above midpoint - Travis County Code § 10.03002. HRMD has reviewed the supporting documentation
and recommends approval; this request is consistent with the intent of County personnel policies. The
Planning and Budget Office has confirmed sufficient funds.

D. Non-Routine Personnel Action - Pages 7, 17 - 18.

Travis County Sheriff's Office requests approval for a promotion that is above midpoint and greater
than a 5% increase in salary. Travis County Code § 10.03008, Position 30001952, Health Services
Supv, PG 23. HRMD has reviewed supporting documentation; and supports the promotion but
recommends a different salary; PBO has confirmed sufficient funds.

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

LB/DM/TLO

Attachments

cc:  Planning and Budget Department
County Auditor
County Auditor-Payroll (Certified copy)
County Clerk (Certified copy)
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30000019/ | 1200 - GRD19

1200 - /00 Salary adjustment. Pay is
County Executive Asst- County $67,067.04 greater than 10% above
Commissi | Elected Official /1 - | Commissio midpoint, Travis County Code
oner 4 Regular / 02 - Full ner 4 § 10.03002.
Time Exempt /
GRD19/00/
$62,067.04
3500 - 30002003 / 3500 - 30001952 / Health Promotion. Pay is above
Sheriff Registered Nurse Sheriff Services Supv/1- | midpoint and greater than a
Charge Nurse / 1 - Regular /01 - Full 5% increase in salary. Travis
Regular/ 02 - Full Time Exempt / County Code § 10.03008.
Time Non-Exempt / GRD23 / Midpoint to
GRD22/00/ Max / $81,171.86 HRMD recommends a salary
$57,246.22 of $77,306.53 (midpoint).

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

Samuel T. Biscoe, County Judge

Ron Davis, Commissioner, Pct. 1 Bruce Todd, Commissioner, Pct. 2

Gerald Daugherty, Commissioner, Pct. 3 Margaret Gomez, Commissioner, Pct. 4

April 8, 2014 7
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700 Lavaca Street, 4th Floor ® P.0O.Box 1748 ° Austin, Texas 78767 L] (512) 854-9165 / FAX(512) 854-4203

MEMORANDUM

DATE: March 28, 2014
TO: Samuel T. Biscoe, County Judge

Ron Davis, Commissioner, Precinct 1

Bruce Todd, Commissioner, Precinct 2

Gerald Daugherty, Commissioner, Precinct 3

Margaret Gomez, Commissioner, Precinct 4
VIA: Leslie Browder, County Executive, Planning & Budgep‘% ‘prr"l
FROM: Debbie Maynor, Director of HRMD %W\
SUBJECT: TCSO Promotion Salary Action, Position 30002041

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

TCSO’s Request:

TCSO requests approval to increase the pay of one Business Analyst | (PG 22) by
$36,501.21 upon promotion to Business Analyst Ill (PG 26). The resulting pay
differential is approximately 62.6 percent. The pay action would apply to the following
positions:

From To

Position 30002046 Position 30002041
Business Analyst | Business Analyst ||
PG 22 PG 26

$58,218.87 $94,720.08

Policy:

According to Travis County Code §10.03008(b)(3), the action proposed by TCSO is
within policy. The policy states that Elected Officials have flexibility in determining the
amount of pay in the event of a promotion but that if the increase is greater than 5% and
above midpoint the action is non-routine. Since the proposed salary in this case is at the
midpoint, the proposed salary action qualifies as routine.

Y



Issues:

Although the proposed increase is within policy, HRMD believes the amount of the
increase is excessive given the employee’s background; creates internal equity issues
within the department and across other departments; and is inconsistent with
compensation best practices.

Recommendation:

HRMD recommends approval of the promotion but believes the salary should be set at
$79,414.40 (level 3). This translates to an increase of 36.4 percent.

Rationale:

The employee is currently a Business Analyst | in Pay Grade 22. The minimum of this
pay grade is $55,578.85, midpoint is $69,473.66, and the maximum is $83,368.27.
Since the employee’s salary is currently $58,218.87, the employee is placed toward the
lower end of the pay grade (between levels 1 and 2).

The job of Business Analyst Il is placed in Pay Grade 26. The minimum of this pay
grade is $72,864.57, midpoint is $94,720.08, and the maximum is $116,578.59. TCSO
is proposing paying the employee $94,720.08; the midpoint of the range.

The job description for a Business Analyst 11l requires a Bachelor's Degree and five
years of relevant experience. The employee does not have a Bachelor's Degree but
does have almost six years direct experience in Information Technology, administrative
and training experience, and is a certified project manager. Based on these
qualifications, HRMD does not believe that placement at midpoint of pay grade 26 is
warranted. Typically, an employee earning the midpoint for this job would have the
required degree and approximately 13 years relevant experience.

Placement at midpoint would create significant internal equity issues. Travis County has
17 Business Analyst s placed across multiple departments. The average salary for
these employees is $80,807.15. The highest paid Business Analyst Ili currently earns
$90,724.21. If approved, the employee would become the highest paid Business
Analyst Ill despite having considerably less experience than other employees with the
same title.

Two of the Business Analyst Ill positions included in the total above work at TCSO. The
average salary for these employees is $75,894.20. Paying the employee at midpoint
would result in a salary disparity of almost $19,000 with these employees working in the
same department.

Given the facts presented above, compensation best practices would suggest a more
appropriate salary for this action would be toward the lower end of Pay Grade 26.
Consistent with the facts, HRMD believes a more appropriate salary would be at level 3.

1
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Business Analyst Il

JOB CODE: 20000443 FLSA STATUS: Exempt
PAY GRADE: 26 LAST REVISED: 04/01/12
JOB SUMMARY:

Provides moderately complex to complex technical consulting and support services for defining, developing and
improving functional or business processes to meet user and organizational needs. Works with departmental
management and staff to define problems and management requirements. Serves as a senior liaison between
department users and the Information Technology organization in order to provide technical solutions to meet user
needs. Possesses expertise in supporting complex department applications and functions. Conducts advanced
process redesign and compiles documentation, as required for complex applications. Translates high level organization
requirements into functional Information Technology specifications and manages changes to such specifications.

DISTINGUISHING CHARACTERISTICS:

This is the fourth in a series of four business analyst-related job classifications within the Information Technology job
family. Provides moderately complex to complex technical consulting and support services for defining, developing and
improving functional or business processes to meet user and organizational needs. The Business Analyst Il performs
complex Information Technology functions and may perform computer hardware and software installation, network
administration and database management within a department. This classification may require a fiexible work schedule
in order to meet the needs of the department.

DUTIES AND RESPONSIBILITIES:

» Provides moderately complex to complex technical consulting and support services for defining, developing and
improving functional or business processes to meet user and organizational needs. Works with departmental
management and staff to define problems and management requirements.

Solicits and interprets client requests, documents client needs and automated procedures and works with users to
improve business processes. Proposes alternatives appropriate within the broader context of County Information
Technology and other operations and technology.

Resolves day-to-day technology needs of the department with a focus on the analysis of processes, dissecting
problems and suggesting solutions. Reviews business processes, analyzes existing procedures and systems and
makes recommendations for improvements. Develops process performance measures and assists in planning the
transition to a new process.

Participates in continuous review and update to ensure that processes meet changing departmental and
organizational conditions. Identifies processes for improvement, documents existing processes, and identifies and
analyzes gaps between current processes and the desired state.

Interfaces and collaborates with other Information Technology staff in the design of new programs, processes,
projects and software. Conducts analysis, design, programming, validation, testing, training and maintenance.
Assists with application testing and product defect tracking. Interfaces with software project team members to assist
in all aspects of requirements and testing activities. Participates in the coordination and monitoring of software
development activities. May review programs written by others. Establishes test procedures and tests and debugs
programs.

Serves as a liaison with Information Technology System (ITS) in network administration within a user department.
May possess primary responsibility for administration and troubleshooting of a stand-alone departmental network.

May assist in or install computer hardware, software and peripheral devices, as required. Troubleshoots problems
encountered by department users, performs advanced diagnostics and provides limited user training. Coordinates
technical support work provided by ITS. Maintains inventory of department hardware and software.

Assists in evaluating, acquiring and implementing vendor hardware and software for user department. Collaborates
with users, researches product information, assesses available technology, makes recommendations and assists
with the purchasing process.

Creates and/or develops enhancements needed for complex departmental databases. Maintains production,
development and test database systems to meet user needs and provides systems support and security for self-
contained departmental databases. / 0

Page 1 of 3



TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Business Analyst Il

JOB CODE: 20000443 FLSA STATUS: Exempt
PAY GRADE: 26 LAST REVISED: 04/01/12

DUTIES AND RESPONSIBILITIES: (Cont.)

¢ Uses reporting tools to develop moderately complex to complex reports which are needed for department business
processes and statistical reports which are used by management to help them evaluate department productivity and
workload.

Researches departmental data and recommends effective use of business information. Researches, documents
and catalogues business and information system processes.

Assists in or configures document management systems.

Participates in or leads many cross-functional project teams involving various levels of internal and external
participants. Facilitates team building to identify and resolve system or process problems.

May lead or supervise work of lower level Information Technology staff.
May develop central automated systems to support the budget or other process.

May develop and maintain department specific intemet or intranet websites.

Provides end-user and system support for specified department applications and functions.
Produces periodic status and operational reports for management review.

Assists with training efforts of systems implementation, including documentation, instruction and hands-on-training
of others.

e Performs other job-related duties as assigned.

MINIMUM REQUIREMENTS:

Education and Experience:
Bachelor's degree in Computer Science, Information Systems, Business Administration or a directly related field AND

five (5) years of relevant work experience;
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:
Valid Texas Driver's License.

Preferred:

Microsoft Certified Systems Engineer (MCSE) Certification.
Certified Novell Administrator (CNA) Certification.

Certified Novell Engineer (CNE) Certification.

Knowledge, Skills, and Abilities:
Knowledge of:

Policies, practices, procedures and terminology of assigned function.

Federal, State, Local and County applicable laws, rules, regulations and guidelines.

Information technology hardware, software and peripherals as related to assigned function.

Existing automated business applications and their relationships to each other and interfaces with other automated
systems.

Software engineering and the software development lifecycle.

Computer equipment to include word processing, spreadsheets, databases and a variety of software packages.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Business Analyst ll|

JOB CODE: 20000443 FLSA STATUS: Exempt
PAY GRADE: 26 LAST REVISED: 04/01/12

MINIMUM REQUIREMENTS: (Cont.)

Skill in:

Understanding technical problems and solutions in relation to current, as well as future, business environment.
Problem-solving and decision-making.

Training users on computer applications.

Translating moderately complex concepts for peers and customers.

Network administration and maintenance.

Installing, maintaining and troubleshooting of hardware, software and peripherals.

Both verbal and written communication, including presentations and communicating technical issues in non-
technical language.

Ability to:

Identify and analyze end-user problems and develop practical technological solutions.

Lead, supervise and/or work independently and efficiently and as part of a team.

Manage time well, perform multiple tasks and organize diverse activities.

Research, compile, analyze, interpret and prepare a variety of memorandums or reports.

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 35-40 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, sitting, walking, climbing, crawling, bending, stooping, crouching, kneeling, pushing, pulling, reaching, twisting,
balancing, repetitive motion, and squatting to perform the essential functions. Subject to exposure to variations in
extreme heat, cold, mechanical, fume/odor, and dust/mites.

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 eligibllity may vary
based on the specific tasks assigned to the position.

[ L
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Human Resoyrces Management Department

700 Lavaca Street, 4th Floor @ P.O. Box 1748 ®  Austin, Texas 78767 ° (512) 854-9165 / FAX(512) 854-4203
MEMORANDUM
DATE: March 28, 2014
TO: Samuel T. Biscoe, County Judge

Ron Davis, Commissioner, Precinct 1

Bruce Todd, Commissioner, Precinct 2

Gerald Daugherty, Commissioner, Precinct 3

Margaret Gomez, Commissioner, Precinct 4
VIA: Leslie Browder, County Executive, Planning & Budget @w‘
FROM: Debbie Maynor, HRMD Director&?y
SUBJECT: Commissioner Pct. 4- Non-Routine Salary Adjustment, Position 30000019
HRMD requests Commissioners Court to discuss and consider the following action.
Comm Precinct¥’s Request:
Commissioner Precinct 4's Office requests approval to pay a salary adjustment to one

Executive Assistant — Elected Official in the amount of $5,000.00. The resuiting pay
differential is approximately 8.0 percent. The pay action would apply to the following

position:

Position # From To

30000019 Exec Asst — Elect Off Exec Asst — Elec Off
PG 19 PG 19
$62,067.04 $67,067.04

Policy:

Travis County Code §10.03002(b) states that existing employees may be moved along
a pay range with permanent salary savings at the manager’s discretion. Movement
greater than 10% above midpoint requires Commissioners Court approval.

<

/3



Issues:

The proposed salary action would move the incumbent above the midpoint + 10%
threshold that triggers a non-routine review. Midpoint + 10% is $62,351.54 for PG 19.

Recommendation:

HRMD recommends approval of the proposed salary adjustment. The incumbent is
already past the midpoint + 10% threshold that requires non-routine action. This request
facilitates retention of a key employee and is consistent with the intent of the referenced
policy. Planning and Budget Office (PBO) has confirmed funding. The action would be
effective April 1, 2014.



MARGARET J. GOMEZ 700 Lavaca, Suite 1510
COMMISSIONER, PRECINCT 4 AUS“I’IN, TEXAS 73757
P.O. Box 1748
854-9444

March 20, 2014

To:  Debbie Maynor, HRMD, Director
Todd Osburn, Compensation Manager
Victoria Ramirez, Budget Analyst

r‘\\
From: Margaret J. Gomez, Commissioner, Precinct @/

Re: Salary Adjustment for Precinct 4 Executive Assistant and Executive Assistant to the
Elected Official.

For the past few years, the Office of Commissioner Precinct 4 has functioned with 2 full-time
staff: the Executive Assistant (EA) and the Executive Assistant to the Elected Official (EAEO).
The third position, Executive Assistant to the Elected Official, has remained vacant for several
years in order to give interns an opportunity to come into a working office and gain experience in
County Government processes and procedures and to observe the Commissioner.

The duties that normally would have gone to the third assistant were distributed to the 2 full time
staff in the office. Within the last few years, there have been additional loads that have been
placed on staff due to an increase in County issues internally and externally. Various new
projects and existing concerns, such as new flooding issues and new road projects have
increased their day to day work load. The staff has taken on these additional responsibilities and
I feel that these two full time staff members need to be compensated for doing the work of
three people. '

Currently, the Executive Assistant is responsible for managing the day to day request

and scheduling for the Commissioner. She is the primary point of contact for constituents
seeking assistance and follows through on all inquiries and calls for assistance. The incumbent is
able to communicate fluently in Spanish when the need arise. In addition, the Executive
Assistant has taken on the added responsibility of being the primary staff person in charge office
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purchases and travel arrangements, a responsibility that used to be handled by the (EAEO). The
EA is also completely trained in all SAP responsibilities (financial and Personnel Management),
should the EAEO be unable to perform these duties due to illness, or other unforeseen
circumstances. In fact, if necessary, the incumbent is capable of stepping in as a temporary back
up if the need arises.

The Executive Assistant to the Elected Official assumed the majority of the duties that were
previously done by the other EAEO position. When she first came into the position, she was
responsible for legislative initiatives, Criminal Justice and Emergency Service Issues, Facilities
Management, Human Resource Management, Employee Relations and Health Benefits, Records
Management, Information and Telecommunications, and CapMetro related initiatives, inquiries
and associated Research and analysis in each of these areas. Since the other EAEO position has
been vacant, she added Transportation and Natural Resources, Health and Human Services,
Planning and Budget, CARTS, and Law Enforcement as well as all Personnel Management and
Financial and Department Budget Management to her responsibilities. With each of these areas,
there are often meetings that have to be attended on behalf of the Commissioner and additional
research and analysis follow-up. She is responsible for items being placed on the agenda on
behalf of the Commissioner, and any associated backup. She briefs the Commissioner on any
issues relating to the aforementioned departments and areas. The incumbent is the SAP Manager
for the department and is able to complete the functions of the Executive Assistant in her
absence, as well as her workload. She is also fluent in Spanish, oral and written and she has
served as a translator for TNR and Health and Human Services in community /neighborhood
meetings on several occasions

It is for these reasons, that I am requesting that HRMD assist in this salary adjustment request for
the Executive Assistant to the Elected Official and the Executive Assistant. The amounts
requested for each position are :

Executive Assistant: Current $49,453.87 Proposed $52,453.87
Executive Assistant to the Elected Official: Current $62,067.04 Proposed $67,067.04

The office budget currently has salary savings to cover this salary adjustment and I request

HRMD assist in completing this request for additional compensation for the Executive Assistant
and the Executive Assistant to the Elected Official.
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Human Eeso;irces Mdn_agement_ Dejz__gﬂment

700 Lavaca Street, 4th Floor @ P.O. Box 1748 ®  Austin, Texas 78767 ) (512) 854-9165 / FAX(512) 854-4203
MEMORANDUM
DATE: March 28, 2014
TO: Samuel T. Biscoe, County Judge

Ron Davis, Commissioner, Precinct 1

Bruce Todd, Commissioner, Precinct 2

Gerald Daugherty, Commissioner, Precinct 3

Margaret Gomez, Commissioner, Precinct 4
VIA: Leslie Browder, County Executive, Planning & BudgeW
FROM: Debbie Maynor, Director of HRMD 3 Gy
SUBJECT: TCSO - Non-Routine Salary Action, Position 30001952

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

TCSO’s Request:

TCSO requests approval to increase the pay of one Registered Charge Nurse (PG 22)
by $23,925.64 upon promotion to Health Services Supervisor (PG 23). The resulting
pay differential is approximately 42 percent. The pay action would apply to the following

position:

From To

Position 30002003 Position 30001952
Registered Charge Nurse Health Services Supv
PG 22 PG 23

$57,246.22 $81,171.86

Policy:

Travis County Code §10.03008(b)(3) states that Elected Officials do have flexibility in
determining the amount of pay in the event of a promotion but that if the increase is
greater than 5% and above midpoint the action is non-routine.



Issues:

The increase associated with this promotion is greater than 5% and the resultant salary
is above midpoint. HRMD has no objections to the promotion, but believes the pay
increase is excessive.

Recommendation:

HRMD recommends approval of the promotion but believes the salary should be set at
midpoint; which in this case is $77,306.53. The employee had considerable experience
as a Pretrial Service Officer (over 10 years) but only four years and three months as an
RN at TCSO. TCSO is proposing moving the employee from approximately level 1 in
PG 22 to 5% beyond the midpoint of PG 23. The resulting increase of 42% for a one
grade increase is unusual and given the employee’s experience in the medical field
does not seem warranted. In this case, approval of a non-routine increase does not
seem appropriate. PBO has confirmed funding is available for either increase, so
department funding is not an issue. The salary change will be effective March 1, 2014.





