Item 21 REVISED

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

Proposed routine personnel amendments.

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

Routine Personnel Actions - Pages 2 - 12.

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
Leroy Nellis, 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 Streat, 4 Floor 8 PO Box 1T e Aty te e "(512) 654-9165  FAX (512) B54.9757

June 24, 2014
| ITEM # :
DATE: June 13, 2014
TO: Samuel T. Biscoe, County Judge
Ron Davis, Comm:ssn gReTPrecinct 1

Precinct 2

VIA:
FROM: Debbie Maynor, Director, HRMD  J*4o _Zer {jan
SUBJECT: Weekly Personnel Amendments

Attached are Personnel Amendments for Commissioners Court approval.

Routine Personnel Actions — Pages 2 — 12.

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

LN/DM/TLO

Attachments

cc:  Planning and Budget Department
County Auditor
County Auditor-Payroll (Certified copy)
County Clerk (Certified copy)

June 24, 2014
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71112014 11450 - 30000554 [ExpoCenterDirl E 24 |Exposition E 21
Facilities /20000315 Center Mgr /
Management . ' ' 200XXXXX I
177112014 1450 - 30000568 |Expo Center E 21 IExposition E 15
Facilities Events Facilities iCenter :
Management Coord Sr/ . Coordinator /
20000314 20050229
7/1/2014 1700 - 30004724 |Engineering NE 16 |Engineering E 18
Transportation Inspector Specialist /
and Nat Rsrc Specialist / _ 120000162
20000‘273 )

Environmental Specialist Sr /
2{)000358 ! Regular / Full Time [20000359 / Regular / Full

Mcn~£xemptl GRD18/00/ Time Exempt / GRD'IQ 10606/
$48889.57 __ _ $53,148.71

8Y 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

June 24, 2014 g



700 Lavaca, 4th Floor ' ® P.O.Box1748 ®  Austin, Texas 78701 o (512) 8549165

DATE:
TO:
VIA:
FROM:

SUBJECT:

MEMORANDUM

June 13, 2014

Leroydié irty Esitdtive Atdedir get Office

Debbie Maynor, Difeétor of Human Resources & 70 Fr S
Todd Osburn, Compensation Manager /%2

Proposed New Jab Classification

- HRMD recommends creation of one new job classification as outlined below:

Exposition Center Mahager

The Facilities Management Depariment (FMD) requests the creation of the new job description of
Exposition Center Manager. After a review of Expo Center operations, FMD has concluded that the
current position of Expo Center Director (PG 24) is inappropriate for the responsibilities now expected
from this position. As the expected duties have been reduced, FMD is requesting that the position be
reclassified to the new title of Exposition Center Manager and that the pay grade be-reduced to PG 21.
HRMD concurs with the request.

Should you have questions, contact Debbie Maynor at ext. 4-9165 or Todd Osburn at ext. 4-2744,

Page 1 of 1

5{ June 13, 2014



TRAVIS COUNTY JOB DESCRIPTION

—

JOB TITLE: Exposition Center Manager

JOB CODE: 2002000 FLSA STATUS: Exempt
PAY GRADE: 21 - LAST REVISED: 06/24/14
JOB SUMMARY:

Manages the administrative operational aspects of the Travis County Exposition Center including marketing programs,
event planning and management, facility rental, license agreement/contract management, facilities maintenance and
operations, financial management and staffing. ‘ S - ‘

D!STINGUISHING CHARACTERISTICS:

This is a job classification within the Management job family. Incumbents in the classification have responsibility to
manage the day-to-day administrative and operations functions within the Expo Center. This classification is responsible
for the efficient and effective operation of the Expo Center and reports to the Facilities Management Department
Director. This classification requires a flexible work schedule in order to meet the needs of the Expo Center.

DUTIES AND RESPONSIBILITIES:

* Develops and produces marketing plans and strategies to maximize use of the' Expo Center. ‘Monitérs and
evaluates effectiveness of marketing programs.

Develops and executes short and long-range goals and objectives.

Manages the daily operations of the event facility, such as event planning and management, facility rental and
contract management, facilities maintenance, custodial services and financial management.

Receives requests for facilities use. Determines eligibility and profitability of requests based on approved County
rates. Analyzes event specifications and objectives to determine if aligned with facility goals and objectives.

Oversees staff including hiring recommendations, performance evaﬂuations, disciplinary actions, 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.

»

* Monitors contracts and contractors to ensure compliance with contractual obiigations.

* Maintains good working relationships with clients, parﬁcipatingf vendors, advertising agencieé, media and the
general public.

s Oversees event-planning set up, implementation and cleanup to ensure effective and efficient operations and
quality customer service.

» Forecasts projected revenues from events. Ensures expenditures remain within approved budget. Reviews rental
and rate structures and recommends changes as necessary.

e Prepares or assists in preparing and analyzing statistical reports regarding facility operation, maintenance and
budget. . .

+ Performs other job-related duties as assigned.

B

Page{1of3



TRAVIS COUNTY JOB DESCRIPTION

M
JOB TITLE: Exposition Center Manager

JOB CODE: . 20000000 FLSA STATUS: Exempt
PAYGRADE: .21 . LAST REVISED: 06/24/14

R e e e T e T e
MINIMUM REQUIREMENTS:

Education and Experience:

Bachelor's deg}ee in Busiﬁeés Administration with conéentration in Marketing or a directly related field AND five (5)
years experience in convention industry facility management, sales and marketing, including two (2) years mid level
supervisor or management experience. o

Preferred Experience: S
Public sector experience in convention/exposition facility management is preferred.

Licenses, Registrations, Certifications, or Special Requirements:
Valid Texas Driver's Licensea.

Knowledge, Skills, and Abilities:

Knowledge of:

» Management and supervisory principles, practices and techniques.

* Policies, practices, procedures and terminology of assigned function.
* Marketling, advertising and sales techniques.
[ ]

Federal, State, Local and County applicable laws, regulatory codes, ordinances, rules, permits, licenses, purposes,
sources, standards, policies and procedures.

Contract administration and facility management practices, procedures, methods and negotiation techniques and
services of an entertainment and convention/conference facilities program. '

Accounting, purchasing and budgetary theory, principles and practices.

Modern office practices, procedures and methods.

Computer equipment to include word processing, spreadsheets, databases and a variety of softiware packages.
Business letter writing, grammar and punctuation, and report preparation. '

Skill in:

Managing staff, allocating resources and evaluating programs.

Leadership and collaboration. -

Problem solving and decision-making.

Contract negotiation and compliance.

Developing and evaluating marketing programs.

Developing and monitoring program budgets.

Operating a variéty of modern office equipment, including a computer.

Both verbal and written communication, including presentations.

Ability to: Lo .

= Supervise, plan and implement department operations and activities.

¢ Supervise, motivate, train, develop and evaluate staff.

* Develop and recommend program initiatives.

« Prepare and analyze administrative and statistical reports.

* Work independently and efficiently.

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

 Establish and maintain effective working relationships with departmental clientele, representatives of
outside agencies and providers, other County employees and officials, and the general public.

L
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Exposition Center Manager

JOB CODE: 20000004 FLSA STATUS: Exempt
PAY GRADE: 21 LAST REVISED: 06/24114

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include lifting/carrying up to 5-25 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 outside elements, noise, vibration, contact with dust,
foul cdors, animal fecal matter, insects and rodents.

This description is intended to be generic in nature. It is not necessarily an axhaustive list of all duties
performed and responsibilities required. it does not imply that all positions within the classification perform
all of the duties listed, nor does it necessarily list all possibie job-related duties that may be assigned.

|2~
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