CITY OF EL PASO, TEXAS
DEPARTMENT HEAD’S SUMMARY REQUEST FOR COUNCIL ACTION (RCA)

DEPARTMENT: Community Development

AGENDA DATE: 04/26/05
CONTACT PERSON/PHONE: Community and Human Development, Robert Salinas, (915) 541-4643

DISTRICT(S) AFFECTED: N/A
SUBJECT:
APPROVE: Provisional Appointment
BACKGROUND / DISCUSSION:

Request to fill the provisional appointment for Secretary II currently an eligible list does not presently exist and it is
going through the requisition process.

PRIOR COUNCIL ACTION:

N/A

AMOUNT AND SOURCE OF FUNDING:

Already budgeted for FY/05.

Fund Source: 75%-71150047-10039-71000-G7130CD0002-501000
12.5%-71150005-05176-71000-G710RSSTAT-501000
12.5%-71150005-05172-71000-G7105FGFEDR-501000

BOARD / COMMISSION ACTION:
Enter appropriate comments or N/A

N/A

*******************REQUIRED AUTHORIZATION********************
LEGAL: (ifrequired) _LM_ FINANCE: (if required)
OTHER:

(Example: if RCA is initiated by Purchasing, client department should sign also)
Information copy to appropriate Deputy City Manager

APPROVED FOR AGENDA:

CITY MANAGER: DATE:




MEMORANDUM

TO: Terry Bond, Director of Human Resources

FROM: Robert A Salinas, Director 20A
Community and Human Development

SUBJECT: Provisional Appointment of Secretary |l

DATE: April 5, 2005

| would like to request the provisional appointmen i SRS -

position of Secretary 1l in the Department of Comnilu'nity and Human

Development, Aging Sefvices Division. <N
W

A Secretary Il eligible list does not presently exist and it is going through the .y
requisition process. It is important that the position be filled provisionally in order W
for the Aging Services Division to have a central secretarial Contact.%’
would be responsible for entering the Aging Services Division payroll and"
processing any payroll documents. would additionally approve any payment
documents, which includes numerous FGP stipends: process travel requests;

account number changes; competency increases; performance evaluation
documents; and any other secretarial duties as required.

This position is in the current budget and is 100% grant funded. Funds are
available in:

75% - Dept. ID 71150047, Fund 10039, Class 71000, o
Grant G7130CD0002, Account 501000; APR 705 dian

12.5% - Dept. ID 71150005, Fund 05176, Class 71000,
Grant G7105RSSTAT, Account 501000:

12.5% - Dept. ID 71150005, Fund 05172,Class 71000,
Grant G7105FGFEDR, Account 501000.

Please let me know if you need any further information. RECEI‘VEB
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