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AGENDA : MINUTES VOL. B7, pg.582
VOL. 87, pg.491

of the

WILLIAMSON COUNTY DEVELOPMENT DISTRICT NO. 1

TEMPORARY BOARD OF DIRECTORS REGULAR MEETING

March 18, 1957

THE STATE OF TEXAS 3

COUNTY OF WILLIAMSON ) ( BE IT REMEMBERED that at 1:30 p.m. on this the
18th day of March A.D., 1937, there wag begun and holden a REGULAR SESSION of
the Temporary Board of Directors of the Williamson County Development
District No. 1 of Williamson County, Texas, the following members being
present, to-wit:

REESE BLINCOCE
NORM BRAY
RANDALIL GRIMES
THOMAS C. NIELSON

AGENDA ITEM # 1 March 18, 1597

Call Reqular Sesggion to order,

The Regular Sesgion was called to order at 1:30 p.m..

AGENDA ITEM # 2 March 18, 1997

Rell call.

Roll call was answered by Mr. Blincoe, Mr. Bray, Mr. Grimes and Mr. Nielson
with Mr. Dixon absent from the meeting.

AGENDA ITEM 4 3 March 18, 1997

Organizational matterg: Execution of Bends, Cath of Office, Election of
Officers, Degidgqnation of Digtrict Office, Hiring of Digtrict’s attcorney,
getting next meeting date, other organizational matters.

The following officers were elected:

President: Randall Grimes
Vice-President: Thomas C. Nielson
Secretary: Reese Blincoe

Statements of Appointed Officials and Bonds were executed by the newly
elected officers before the meeting. The Statements of Appointed Officials
were transmitted to the office of the Secretary of State. The Directors then
who were given their oath of office.

The District Cffice was designated as Suite 201, -Williamson County
Courthouse, 710 South Main Street, Georgetown, Texas 78626.

Attorney Charles Crossfield of Brown, McCarroll, Sheets & Crogssfield, was
hired as attorney for the District.

The next meeting was scheduled for 6 p.m. on April 2, 1997, in the Williamscn
County Commissioners Courtroom in the Williamson County Courthouse.
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AGENDA ITEM # 4 March 18, 1997 VOL. 87, pg.583

Congider Crder calling an election to be held on May 3, 1997, within the
boundaries of Williamson County Development District No. 1 to confirm the
creation of the district and to adopt a sales and uses tax to be used for the
promotion and development of tourism.

An order was approved calling an election to be held on May 3, 1997, within
the boundaries of Williamson County Development District Ne. 1 to confirm the
creation of the district and to adopt a sales and use tax tc be used for the
promotion and development of tourism.

AGENDA ITEM # & March 18, 1997 VOL. 87, pg.583

Consgider appointment of presiding judges and alternate judges for election to
be held on May 3, 1997.

Greg Hall was appointed Presiding Judge with Betty Hall as Alternate
Presiding Judge zt the polling place of Route 9, Box 109 H, Georgetown, Texas
78626 .

Greg Hall was appeinted as Presiding Judge of the early voting ballot board
which was created. -

Betty Hall shall serve as the early voting clerk which wvoting shall be
conducted by perscnal appearance and by wail to address of polling place.
Early voting shall be conducted from April 14 through April 29, 1997, from
4:00 p.m. to 7:00 p.m. on each day except Saturdays, Sundays and legal state
holidays.

At the election, the following proposition shall be submitted to the
qualified voters in accordance with applicable law, to read as provided

below: .
)95
PROPOSITION NO. 1

The creation of Williamson County Development District No. 1 and the
adepticon of a proposed local sales and use tax rate of cne-half (1/2) of
one percent to be used for the promotion and development of tourism.

The ballots will allow the voters to vote "FOR" or "AGAINST" the proposition.

< Clerk copy here >
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AN ORDER CALLING AN ELECTION FOR SUBMISSION TO THE
VOTERS OF A PROPOSITION RELATING TO THE CREATION OF
WILLIAMSON COUNTY DEVELOPMENT DISTRICT NO. I AND
AUTHORIZING A SALES AND USE TAX TO BE USED FOR THE
PROMOTION AND DEVELOPMENT OF TOURISM,

WHEREAS, on the 11th day of February, 1997, the

Commissioners Court of Williamson County, Texas, received a
Petition requesting the formaticn of the Williamson County
Development District No. 1 pursuant to the provisions cf Section
312.601 through 312.640, Texas Tax Code (the "“Act”); and

WHEREAS, the Commissioners Court of Williamsen County
received and accepted said Petiticn; and

WHEREAS, a public hearing regarding the creation of the
Williamson County Development District No. 1 was held, after giving
proper notice as required by Section 312.608 of the Act, at 11:00
a.m. on the 18th day of March, 1997, in the Commissioners Courtroom
on the 2nd floor of the Williamson County Courthouse, 800 Austin
Avenue, Georgetown, Texas, at which hearing interested persons were
invited tc appear before the Court and offer testimony on the
sufficiency of the Petition and whether or not the District should
be created; and

WHEREAS, after the said hearing the Commissioners Court
entered an order creating the District upon finding that the
Petition conformed to the requirements of Section 312.6055 of the
Act, and that the creation of the DRistrict and the proposed project
was feasible and necessary and would serve the public purpose of
attracting visitors and tourists tc the County; and

WHEREAS, upon granting the Petition, the Commissioners Court
appointed the following individuals tec serve as Temporary Directors
of Williamson County Development District No. 1: Reese Blinko, Norm
Bray, Tom Nellson, Randy Grimes, and Mark Dixon; and

WHEREAS, said Temporary Directors of Williamseon County
Development District No. 1 held a reqular meeting on the 18th day
of March at 1:30 p.m.; and

WHEREAS, pursuant to Section 312. 613 of the BAct, the

Temporary Directors are required to submit the proposed creation of
the District and adoption of the sales and use tax to the gualified
voters within the proposed District for their approval at an
election held for that purpose; and

P UIRDCLNDH WPD/ a)
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WHEREAS, the creation of the District and adopticn of the

sales and use tax promotes the economic welfare of the citizens of
the State and Williamson County by providing incentives for the
location and development of projects that attract visitors and
tourists and that result in employment and ecconomic activity
{collectively “tourism”); and

WHEREAS, should the creation of the District and the levy of

the sales and use tax be approved by the voters of the District,
the District intends to apply such sales and use tax to various
projects as authorized by the Act in order to attract tourism,
including the possible issuance of bonds or other cobligaticns; and

WHEREAS, pursuant to Section 312.613 of the Act, the

Temporary Directors have determined that May 3, 1997, is the
appropriate date for holding the election regarding the creation of
Williamscon County Development District No. 1 and the adoption of a
proposed sales and use tax rate of ¥ of one percent to be used for
the promotion and development of tourism; Now Therefcre,

BE IT ORDERED BY THE TEMPORARY DIRECTORS OF THE
WILLIAMSON COUNTY DEVELOPMENT DISTRICT NO. 1, THAT:

I.

1. An election shall be held on May 3, 1997, between the
hours of 7:00 A.M. and 7:00 P.M., within the boundaries of the
Williamson County Development District No. 1, at the polling place
and with the electicn officers as follows:

BRt. 9, Box 10% H, Georgetown, Texas 78626 (Directions:
Beginning at the point at which County Rcad 116 intersects with the
east frontage road of Interstate Highway 35, proceed east on
County Road 116 for approximately 2/10 of one (1} mile; then turn
left (north) on private road; then proceed to the end of the
private road; polling place is the two-story, white stone house on
the right side at the end of the road)

Presiding Judge: Greg Hall
Alternate Presiding Judge: Betty Hall
2. The Presiding Judge shall appoint not less than two

qualified election clerks to serve and assist in conducting the
election; provided that if the Presiding Judge actually serves as
expected, the Alternate Presiding Judge shall be one of such
clerks.

3. Early wvoting shall be c¢onducted by personal appearance

and by mail at Rt. 9§, Box 109 H, Georgetown, Texas 78626
(Directions: Beginning at the point at which County Recad 116

YO
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intersects with the east frontage road of Interstate Highway 35,
proceed east on County Road 116 for approximately 9/10 of cne (1)
mile; then turn left (north} on private road; then prcceed to the
end of the private road; polling place 1is the two-story, white
stone house on the right side at the end of the road}, and during
the period early voting 1is required or permitted by law, being
April 14, 1997 through April 29, 1997, the hcurs designated for
early voting by personal appearance shall be from 4:00 P.M. to 7:00
P.M. on each day except Saturdays, Sundays, and legal state
holidays; and the early veoting clerks shall keep the early wvoting
place open during such hours for early voting by perscnal
appearance. Betty Hall shall serve as the early voting clerk and
shall appoint additicnal clerks as necessary to assist in early
voting.

q. BAn early voting ballot board 1s hereby created to process
early wvoting results, and Greg Hall 1s hereby appcinted the
presiding judge of the board. The presiding judge shall appoint at
least two other members of the board.

5. All resident, qualified electors of the proposed
Williamson County Development District No. 1 shall be entitled to
vote at the election.

6. Notice of this election shall be given by twice
pubklishing a substantial copy of the electicon order in a newspaper
with general circulation in Williamscon Ceounty, Texas, the dates of
publicaticn to be the same day in each of two successive weeks,
with the first publication occurring before the 14th day before the
date cof the election, but not before the 30th day before the date
of the electicn. Notice of this electicn must alsc be given hy
posting, not later than the 21st day before the date of the
election, a substantial copy of this order on the bulletin becard
used for posting notices c¢f the meetings of the governing body of
the Williamson County Development District No. 1.

7. At the election, the following proposition shall be
submitted to the qualified wvoters in accordance with applicable
law, toc read as provided below:

PROPOSITION NO. 1

The creation of Williamson County Development District
No. 1 and the adoption of a proposed local sales and use
tax rate of one-half (¥) of one percent to be used for
the promotion and development of tourism.

8. The official ballcots for this election shall be prepared
so as to permit the qualified electors to vote “FOR” or “AGAINST”
the propositicn, said ballects to contain such provisions, markings,

198
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and language as required by law, and with such proposition to be
expressed substantially as follows:

PROPOSITION NO. 1

FOR { ) THE CREATION OF WILLIAMSON COUNTY DEVELOPMENT
DISTRICT NC. 1 AND THE ADOPTION OF A PROPOSED LCCAL
SALES AND USE TAX RATE OF ONE-HALF (}) OF ONE
PERCENT TC BE USED FOR THE PROMOTION  AND
DEVELOPMENT OF TOURISM.

AGAINST )

5. In all respects the electicn shall be conducted in
accordance with the Texas Electicn Ccde and Chapter 312, Subchapter

D, Texas Tax Code. c

Fe-as st (.. .~"5 , President
Temporary Board of Directors
Williamson County Development
District No. 1

ATTEST:

— e
AN G
VoS (31, Aco€ , Secretary
Temporary Board of Directors
Williamson County Development
District No. 1

)99
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AGENDA _TTEM # 7 March 18, 1997

| *

New Buginess

The next meeting will begin at 6 p.m. on 2pril 2, 1997, in the Williamson
County Commisgioners Courtroom.

AGENDA ITEM § 8 March 18, 1997

| *

Temporary Directorg’ comments.

There were no comments from the temporary directors.

AGENDA ITEM # 9 March 18, 1997 *

Adjournment

THE TEMPORARY BQOARD OF DIRECTORS MEETING OF THE WILLIAMSON COUNTY DEVELOPMENT
DISTRICT NO. 1 ADJOURNED AT 2:40 P.M. ON MARCH 18, 1957,

10
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#%% See Action taken on Agenda Item #12 on March 18, 1997, in Volume 87, page 532

WILLIAMSON COUNTY BID FORM
vo 0087-:::989
The undersigned hereby submits its sealed BID for itoms to be purchased by

Willlamson County, Texas for the 1997 fiscal year. The bidder understands and
agrees that it is_bound by all of the bid conditions set out on page 3 of this bid

packet

NAME OF BIDDER: . Evins Temporaries

Mailing Address: 3 West Anderscn Lane
I50-95b61

Telophone: (.} City; "ustIn stte _~__zip. 1077

BID
{Add additional shests if necessary)

ITEM UNIT PRICE

Se e Ptechec

LIMITATIONS
(Add additional sheets if necessary)
[Unissa this space !a fillad out to the contrary, the undersigned undersiands and agress that thie Bid ks %o be considersd on a

Ilcw-Alem basie for any or all county departments and gecgraphic aress with no limitation on quantiiies avallable, ard it the
prices quoted are firm from the dats of the BID cpening untll September 30, 1997 ]

Signature: te of BID; _3-11-97

Nama and Title of Signer:
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POSITION DESCRIPTION

Parforms routine clerical work which is standardized and can be sasily lsamed on the job inchuding, but
not limite< to checking, sorting, filing, and making photocoples. May opersia standar office machines or
equipment for which no previous iraining s required.

Perforrms o variety of routing typing and clerical duties using efectric or ¢lectronic typswritars. May
involva racaptionist duties, meking photocopies, filng, and other clerical duties as assigned. May vae
computer tarminat for information retrieval and occasional or incidental data entry. Typing not required.

Performs reaponsible secretarial work. Act with authority on office mansgement; reviews and allocstes
mail; answass camespondencs not requidng attertion of the superviscr, prepdnes correspondence,
intaroffice forms, requisitions, and similar papers. May keep personnel, statistical or other special
racords, May transcriba from a Dictaphone. May use computer tarminal for information retrieval and
occasional or incidental date antry. Requires typing at 50-55 words par minke.

Performns routine, rapetitive, and exacting work In the operation of a tslephone switchboard. Places,
answors, and transfers local and long distanca cails. Ssrves as receplionist, directing visitors and
answaring teiaphones. No typing required.

Sorts and routes Incoming meil Zip sort mail guickly and accurataly. May operate snvelops siuffer or
labafing machine. May requirs (Mting of boxes weighing 20-25 Ibs. Wl be spacified an job order.

Ships, receives, stores, and issusa squipment, matesials, and supph ; maintaing -y vds and
praparas routine reports. May parform general work In warehouse or other arva including moving
equipment, boxea, or furniture. May raquire Lusing ladders to pull cable and #fting up to 40 Ibe. Wil be
specified on job order.

Performs complex clerical and technical work In compling and presenting deta. (nvolves gathering, and
compiling data for use (n planning and carrying out programs.  Gathers information from reports and other
sources; combinas, tabulates and edits for accuracy. Makes computations of parcentage comparisons or
contrasts as necsasary. May operate tabulating or reproducing equipment May operate computer
terminal fo enter and retrieve data. Requires some knowledge of standand statlstical procedurss and
techniques. The typist requires abilty to type numbers and text from plain copy accurately at a speed of
45-50 words per minute. Wil be specified on job order

Parforms complex clerical and adverced bookkeeping wark in mecounting and fiscal racords keeping.
Work Involves classilying accounting docurnants, posting journals, repisters or ladgers; belancing
individual accounts. May usa computar terminal for entry and retrieval of information.

Performs compiex clerical and varied and difficult bookkeeping work applying accepted procedures to the
preparation and maintenence of accounting records. Invoives classifying and hand or machine posting
accounting documents, balancing individus! account records at the and of the accounting periods, and
preparing relatad clerical reports. Usas offics machines such as a calculator, adding machine, or
computar temminal.

Parforms comyplex clerical work involving nput to, and ostput from, ADP squipment and checking for
correcineas and sccuracy. Checks incoming documents for cormeciness of coding, form. and contant.
May code data items on source documents, using pradetermined coding system. Cperates computer
tarminal for sairy and retrieval of information.

Parforms moutine word processing assignments such as using standardized formuts to produce
correspondencs, repaits, tables, and other docurnents. Performa work in accordance with apecific
instructions. Opscates standard keyboards, funclion keys, visual display siations, storage function
controis and other slements of word processing equipment. Prafer training or experience in using word
processing 5.1 or 6.0,

Dativers paper lowsls and tollet tiezue to all restrooms. Cleans break rocsn tables and counter tops.

Performs basic level computar support work in collecting data from a production anvironment and
organizing it imo a structure that faciiitates its sfficlant use. Perfarma tenminal operation in storing data
alements in an an-iine and off-ine status. Croates racords and files; accesses, retrisves, and
rnanipulates data in the form of production reports o Information. Communicaies proceesed informatic n

oftwars to by uned will he apacifind on ordy

Evins Temporaries
2013 W Anderson Lane
Austin TX 78757
512-454-9561

1a2
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HOME QFFICE ‘-... Horme Office: A_ustir‘l
Evins Personnel Consultants, Inc. %I:lzg ;'exas ggécisﬁgelo
Telephone (512) 454-9561 L
FFI:X (51(2) 4)83-91-91 \"” Killeen San Marcos
2013 West Anderson Lane Lubbock Temple
Austin, Texas 78757 eV| ns Tyler

PERSONNEL CONSULTANTS

REFERENCES

Lydia Sanchez

Texas Department of Human Services
P.0. Box 149030

MC 431-W

Austin, TX 78714-9030

Phone: 438-3695

Pat Hamilton
DDS-HRM

6101 E. Oltorf
Austin, TX 78741
Phone: 437-8002

Beth Ward

Texas Department of Criminal Justice
8712 Shoal Creek

Austin, TX 78758

Phone: 706-6449

133
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WILLIANISON COUNTY BID FORM

The undorsigned hereby submits its sealed BID for items to be purchased by
Williamson County, Texas for the 1997 fiscal year. The bidder understands and

agrees that it is_bound by all of the bid condjtions set out on page 3 of this bid

packet.

NAME OF BIDDER: MANPOWER INTERNATIONAL
2000 s. IH 35, Ste Q3

Mailing Addrass:
Telophone: (512 255-3395 _ City: Round Rock State Tx  Zip_73681

BID
{Add additional sheets if necessary)
ITEM UNIT PRICE
SEE ATTACHED,
LIMITATIONS

{Add additional sheets if necessary)

[Uniess this space Is filled out i the contrary, the undersigned understands and aprees that this Bid Is to bs considared on a
lowi-item basis for any or ail coundy departmants and geagraphic areas with no limitation on quantities available, and thal the

prices quoted are Tirm from the dale of the BID opaning until September 30, 1937.]
BEill rates are quoted based on availability of temporary emploveesg.

Manpower International can not quarantee availability of all positions
Manpower will notify Williamson County within 1 hour as

to availability of requeshed emplovees

at all times.

L. i G
Signature: /_ 1 i oot )¢ . DateofBID: _ /10797
V |

Name and Title of Sigher:_Jennifer Beck, Branch Manager
THIS 15 REQUIRED. The signar represents that hefshe has the authorily to bind the bidder by this signature.

PQ NOT SIGN OR SUBMIT THIS FORM
WITHOUT READING PAGE 3

MANPOWER INTERNATIONAL



POSITION TITLE

POSITION DESCRIPTION

RATE PER HOUR

Geanorat Clerk

Parfoniis routing clerical work which is standardized and can be ensdy learned on the job including, but
nat limited to checking, sortwg. filing, and making pholocopies. May operate standard office machines or
equipment for which no previcus training is required.

$9.36

Clerk Typist

Performs a variety of routine typing and clerical duties using electric o stectronic typewriters. May
iwolve receptioniat duties, making photocopies, fling, and other clorical duties as assigned. May use
compuier terminal for information nelieval and oocasionsl of incidental data antry. Typing nol mguited.

£10.08

Secretary

Perfonne responsible secreiarisl work.  Act with suthority on offios management; roviews and aflocates
mail; answars cormespondence not mequiring attention of the supervisor, prapares CoTesp )
imeroflice forms, requialions, snd similar papers. May keep persornat, statistical or other special
records. May transcribe from a Dictaphone. May usé computer lerrinal for Infermation retrieval and
occasional or incidental data entry. Requires typing at 50-55 words per minvbe.

$£12.24

Swichboard
Opes/Recep.

Performs rautine, repetitive, and axacting work in the operation of & tslephona switchboard. Places,
answers, ard transfers kocal and long distance calls. Serves as receptionist, dirscting vistors snd
snywering telephones. No typing reqguired,

$10.08

Mail Clerk

Sorts end raules mcorming mad, Zip sort mall quickly and accuratety. May operate emvelops stuffer or
Iabeling machine. May requirs litting of boxss weighing 20-25 ies. Wil be specified on job ordes.

$9.36

Stock CleddLL
Indusirial Laborer

Ships, mceives, stores, and issues equipment, materials, and supplies; maintains necessary records and
prepares routing reports. May perform general work in warghouss or other srea including moving
squipmant, boxas, or furniture. May require using ladders to puf cable and lifting up to 40 bs. WF! be
spacifind on job prfer.

$12.56

Statistical
Chark/ Typist

Porioms ooy ey clerien) and technical work In compiting end presenting data. Involves gathesing, and
cempiling U=ta for use in planning and camying out programs. Gathers information from reports and other
sourcen: combings, tabulates and edis for accuracy. Makes compuiations of percentage Contparisons of
conlrasts as nocessary. May operate tabulaling or reproducing equipment. May operate computer
terminal o eniar and retrigve dat>. Requines some knowledpe of standard statistical procedures and
{echimiques. The typist requites rhillky to type numbers and text from plain copy @ccurately at a speed of
45-50) vrotds per minute. Will be speciflad on job order

$14.40

Accounting Clerk

Parforms complex clerical and advenced bookkewping work in accaunting snd fiscal records kesping.
Work invoivas classifying accounting documents, posting joumnals, registers or lsdgers; balancing
individual accounts. May use computar terminal far antry and refrieval of information.

$12.24

Bookkeeper

Performs complex clerical and varied and difficult bookkeeping work applying accepted procedures to the
preparstion and maintenance of accounting records. Involvas classifying and hand or miachine posting
accounting docurments, balancing indfviduat account recorde at the end of the accounting periods, and
preparing reisted clerical reporis. Uses office machines such as a caiculator, adding machine, or
compulet leminal.

$14.40

Data Entry
Operater

Performs complax charical work involving input to, and output from, ADP equipment and checking for
cofrectnens and sccuracy. Checks incoming documents for cormeciness of coding, form, and contant.
May code data items on source documents, Lsing pradetermined coding system, Operates computer
tarminal for entry and retrieval of information.

$11.52

'Word Process.
Oper.

Porforme routine word processing assignments such s using standardized formats te produce
comeaponkiance, raports, tables, and other documents  Performs work In accomdgnoe with specific
instructions. Operates standard keyboards, function keys, visual display stations. storage function
corttiots and other slements of ward processing equipment. Prefer treining or experience in using word
proomseing 5.1 or 80

$12.24

Bubiding
Custodian

Delivers paper towels and tofiet tissue to all restrooms. Cleans break room tables and counter tops.

$10.21

Boftwara
Specialist

Prranbs basic tevel computor support work in collecting data from a production savironment anc
organizing it inla a structure thal faciltales its efficient uss. Performs terminal operation in storing data
eloments in an on-lina and offine status. Crestes records end files. accesses, relrieves, and
manipulstan data in the e of production repents or information. Communicates prooessed Information

(0B el R ;

MANPOWER INTERNATIONAL

$14.40

86'13?5«,['80010"



P. 003

06/97 14:48

v 0087::::594

WILLIAMSON COUNTY BID FORM

The undersigned hereby submits its sealed BID far items to be purchased by
Williamson County, Texas for the 1997 fiscal year. The bidder understands and

agress that it is_bound by ail of the bid conditions set out on page 3 of this bid

packet.

Tocnn Al Seryves

NAME OF BIDDER:_—7Z /)
- Loraus See (U7

Mailing Address: _ it 0w
Teiephone: E)30_3722  City: Rous Rock State 7K Zp_ 73657

BID
{Add additional sheats if necessary)
ITEM UNIT PRICE
LIMITATIONS

{Add additional shaets if necessary)

[Uniess this space is fllied out to the contrary, the undersigned understands and agraes that this Bld is to be considered ona
phic arsas with no mitation on quantities available, and that the

ion-item basis for any ar all county departments and
prices quoted are firm from the dats of the BID opening until September 30, 1997.]

e —— Date of BID: _3/¢//57

Signature:__

—
T i ey

Name and Title of Signer:_Dlcace, Clece
THIS IS REQUIRED, The signer represents that hefshe has the authority to hing the didder by this signature.

DO NOT SIGN OR SUBMIT THIS FORM
WITHOUT READING PAGE 3

| %]

PUEERCALER

R T
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POSITION DESCRIPTION

P. 014

Performs routine cisncal work which is standardized and can be easily learned on the job including, but

not imited to checking, sorting, fing. and making photocopies. May operate styndard office machines or
equipment for which no previous fraining is required.

Performs a varisty of routine typing and clerical duties using slactric or slectronic typewriters. May
invohee recentionist duties, making photocopias, filing, and cther cierical duties as assigned. May use
gomputsr termined for information retrieval and occasional or Incidental date antry. Typing not required,

Performa reaponsible secretanial work. Act with authority on office manggement; reviews and allocates
mail; INTWArs corresponcance not requinng attention of the superviser; preparas commtpontence,
imaroffice forms, requisitions, and similar papers. May keep parsonnai, statistical or other special
reconds, May trenscnbe from a Dictaphone. May use compuiar terminst for inforrnation retrieval and
pccaslondl of incidental data antry. Requires typing at 50-55 words per minute.

Parforms routing, repetitive, and gxacting work in the oparation of 2 telephons switchhoard. Piaces,
answars, and fransfava Jocal and fong distance cails. Serves as receptionist, directing visitors and
answaring teleghones. No typing requirsd.

Sorts and routes incoming mail. Zip sort mait quickly and accurately. May operate enveiops stuffer or
laheiing machine, May require lifting of baxes weighing 20-25 ibs. Wil be specified on job arder,

Ships, receivas, stores, and issues squipment, matarials, and supplies: Maintaing necessary reconds and
prepares routine reperts. May parform gersral work in warehousa or ather area including moving
aquipment, boxes, or furniture. May mequirs using iadders to pull cable and lifting up to 40 lbs, Wi ba
spacified on job order.

Pesforms complex clerical and technical worl In compiling and presenting data. Involves gatheting, and
compiling data for use in planning and carrying out programs. Gathers information from reports and other
sources; combines, tsbutates and edits for accleacy. Makes computations of parcantage comparsons of
contrasts as necessary. May operate {abuiating or reproducing equipment. May operate computer
terminal to enter and retneve dota. Requires some knowledge of standard statistieal procedures and
technigues. The typist requinas abiity 1 typs numbers and text from plsin copy accurately at a spesd of
45-50 words per minute. Wikl be specified on job order

Peatforma complex clencal and advanced boakkeeping work in accounting and fiscal recands kesping.
Work immgives classify:ng accounting documents, posting jourmals, registers or kedgers; balancing
individual aceounts. May use compute! terminal for satry and retrievail of Information.

Purforms complex clancal and varied and difficulf bookkeaping work applying accapiad procadures (o tha
preparstion and maintenance of accounting racords. Involvas classifying and hand or machine poating
aecounting documents, balanting individual account reconds at the end of the accounting pericds, and
prepanng reiated cienical reports. Lises offica machines such as a calculator, adding machine, or
computer terminal,

Performs complex clerical work [nvoiving input to, and output from, ADP equipment and checking for
comectness and accuracy. Chacks incoming documanta for corraciness of coding, form, and content.
May cods data itema on scurcs documents, LRing predeterminad coding system. Operates computer
terminal for entry and metrieval of information.

Performs routine word processing pssignments sucn as using standardized formats to producs
cormaapondency, reparts, talriee, and othwr documents. Perfarms work I zocordance with specific
imgtructions. Operates standan keyboards, function kays, visual gisplay stations, storege function
controis and other elements of word processing aquipmaent. Prefer training or experienca in using word
processing 5.1 oy 6.0,

Deltvers paper towels and toilet lissus (o all restrooms. Clsans preak room tables and counter fops.

Parforrns basic lavel computer support werk in collecting data from a production environment and
organizing it into a structure that {acifitates its efficient use. Parforms terminai cperation in storing data
alements in an on-line and off-line status. Greates recards and fles; accesses, retrisves, and

mmpuiltea dm n the form of pmduwon ramm or mfnn-nntmn Cammumcata.-. prncusad irfermation

L
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THE FOREGOING MINUTES in Volume 87 on pages 489 through 536, inclusive had at
a Special Session of Commissioners Court of Williamson County, Texas, having
been read are hereby approved this 1st day of April, 1997.

John €. Doerfler, County Judge

ATTEST : Elaine Bizzell, Clerk County Court & Ex-officic Clerk,
Commigsicners Court, Williamson County, Texas

by:

Deputy Clerk

1UG8



