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Travis County Commissioners Court Agenda Request

Meeting Date: 11/25/14
Prepared By/Phone Number: Elijio Arjong,€
Elected/Appointed Official/Dept. Heag iyl
Commissioners Court Sponsor: Juggé” o

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 - 17.

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 rr_\eeting.



November 25, 2014
ITEM # :

DATE: November 14, 2014

TO: Samuel T. Biscoe, County Judge
Ron Davis, Commissioner, Precinct 1

VIA: _
FROM: ~ Debbie Maynor, Director, HRMD £
SUBJECT: Weekly Personnel Amendments

Attached are Personnel Amendments for Commissioners Court approval.

Routine Personnel Actions - Pages 2 - 17.

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)
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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

November 25, 2014



Hurhan Resources Management

700 Lavaca, 4th Floor ® P.O.Box 1748 ® Austin, Texas 78701 @ (512) 854-9165

MEMORANDUM

DATE: November 3

VIA: )( xecutfve, ning & Budget Office

FROM: Debbie Maynor, Director of Human Resources @YVI
Todd Osburn, Compensation Manager ‘;'%O_

SUBJECT:  Proposed New Job Classification

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

Visiting Judge

After a review of Internal Revenue Service actions in other Texas counties, the County Auditor has
decided that Visiting Judges who serve Travis County courts should become County employees rather
than independent contractors. Starting January 1, 2015 all Visiting Judges that serve in Travis County
courts will become temporary employees. In order to pay Visiting Judges for their services, it will be
necessary to process them as County employees. To do this, it is necessary to have a job description
approved by Commissioners Court and a valid job number.

Visiting Judges will be non-classified employees, meaning the job is not included in any of the
established pay grades. Instead, Visiting Judges will continue to be paid the established rate based on
the number of hours worked. The rate of pay will be unaffected by the implementation of this job
description and county employee status.

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

JOB TITLE: Visiting Judge

JOB CODE: XOXOXXXXXX FLSA STATUS: Non-Exempt
PAY GRADE: NCF01 LAST REVISED: 11/25/2014
JOB SUMMARY:

Hears cases in the area(s) which are germane to the Court where serving. Manages court personnel and regulates the
docket and court proceedings for specified courts.

DISTINGUISHING CHARACTERISTICS:
Visiting Judges are considered temporary employees of the County and serve on an as-needed basis.

DUTIES AND RESPONSIBILITIES:
¢ Regulates proceedings in every hearing before specified court.

e May require production of evidence upon matters embraced in order of reference, including production of books,
papers, vouchers, documents, and other applicable writings. May rule upon admissibility of evidence. May put
witnesses under oath. May examine witnesses under oath and may call parties to action and examine under oath.
Upon request, shall make record of evidence offered and excluded in same manner as provided for court setting in
trial of case.

¢ Conducts research on legal issues necessary to decide case.

e Manages appointment and payment of attorneys for indigent respondents.
¢ Regulates docketing and court procedures for specified court.

e Supervises and gives direction to court personnel.

e Performs other duties specified in order of reference.

MINIMUM REQUIREMENTS:
Education and Experience:

Must meet the educational and experience requirements for Judge of the court where serving. Generally, the following
requirements must be met:

United States Citizen;

Resident of Texas;

Licensed to practice law in Texas;

Served as practicing attorney or Judge for four years;
Minimum of 25 years of age.

To serve as a Justice of the Peace, a visiting judge is not required to be a practicing attorney or Judge. They are
required to complete a 40 hour course on relevant duties when first appointed and complete a similar 20 hour course
each subsequent year.

Knowledge, Skills, and Abilities:
Knowledge of:

e Constitutional, statutory and case law in relevant field of law.
e laws and rules relating to judicial procedures and rules of evidence in relevant field of law.
s Principles of court management and record keeping.
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TRAVIS COUNTY JOB DESCRIPTION

JOB TITLE: Visiting Judge

JOB CODE: XXXXXXXX FLSA STATUS: Non-Exempt
PAY GRADE: NCFO01 LAST REVISED: 11/25/2014

MINIMUM REQUIREMENTS: (Cont.)

Skill in:

e  Written and oral communication.

e Managing court personnel.

¢ Efficiently managing a court docket.
¢ Performing legal research.

Ability to:

Plan, direct, and coordinate the work activities of professional staff.

Work independently.

Exercise sound judgment and make proper decisions.

Perform in a stressful environment, while maintaining a professional manner.

Make appropriate and effective public presentations.

Establish and maintain effective working relationships with County employees and officials, representatives of law

enforcement agencies, governmental agencies, private sector agencies and organizations, outside attroneys, court
personnel, and the general public.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

Physical requirements include lifting/carrying 5-10 Ibs. occasionally; visual acuity, speech and hearing; hand and eye
coordination and manual dexterity necessary to operate a computer keyboard and basic office equipment. Subject to
sitting, standing, walking, reaching and handling to perform the essential functions.

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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