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The following donations were received from August 1, 2022 and August 31, 2022.

Monetary Donations:

Date Amount Received From Description of Donation Specific Department or Purpose
08/01/22 10.00$         Marjorie Paroli Cash Animal Control
08/02/22 100.00$       Dr. Kendall Jones Cash Animal Control
08/03/22 5.00$           Pamela Lewis Cash Animal Control
08/06/22 3.00$           Karen Berkowitz Cash Animal Control
08/10/22 50.00$         Layne Berdar Cash Animal Control
08/10/22 20.00$         Phillip Wilson Cash Animal Control
08/11/22 40.00$         Holly Casillas Cash Animal Control
08/23/22 20.00$         Jean Camache Cash Animal Control
08/24/22 100.00$       Gail Vecker Cash Animal Control

08/24/22 500.00$       Alamo Market & Processing
S.O. Received Donation Check 6/23/22, Donation Form 
Turned into Auditor's Office 8/24/22 Sheriff's Office

08/26/22 20.00$         Robert & Kathleen Kunz In Memory of MaryAnn Pankratz EMS
08/29/22 20.00$         David Perez Cash Animal Control

Date Received From Description of Donation Specific Department or Purpose

Kendall County, Texas
Donation List for Commissioners Court September 12, 2022.

Pursuant to LGC 81.032, the commissioners court may accept a gift, grant, donation, bequest, or devise of money or other property on behalf of the county, 
including a donation under Chapter 26, Government Code, for the purpose of performing a function conferred by law on the county or a county officer.

Other Donations:





 

 
TEL:  830  997  3348           EMAIL: info@nb-cpa.com 
P.O. Box 874  ⋅  512 S Adams Street, Fredericksburg, TX 78624 
MEMBER AMERICAN INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS & TEXAS SOCIETY OF CPAs 

 
                   NEFFENDORF & BLOCKER, P.C. 

 

 

August 31, 2022 

To the Honorable Judge 
    and County Commissioners  
Kendall County 
Boerne, Texas 78006 

We are pleased to confirm our understanding of the services we are to provide for Kendall County, Texas for the 
year ended September 30, 2022. 

Audit Scope and Objectives 
We will audit the financial statements of the governmental activities, each major fund, and the aggregate remaining 
fund information, including the disclosures, which collectively comprise the basic financial statements, of Kendall 
County, Texas as of and for the year ended September 30, 2022. Accounting standards generally accepted in the 
United States of America (GAAP) provide for certain required supplementary information (RSI), such as 
management’s discussion and analysis (MD&A), to supplement Kendall County Texas’ basic financial statements. 
Such information, although not a part of the basic financial statements, is required by the Governmental Accounting 
Standards Board who considers it to be an essential part of financial reporting for placing the basic financial 
statements in an appropriate operational, economic, or historical context. As part of our engagement, we will apply 
certain limited procedures to Kendall County, Texas’ RSI in accordance with auditing standards generally accepted 
in the United States of America (GAAS). These limited procedures will consist of inquiries of management regarding 
the methods of preparing the information and comparing the information for consistency with management’s 
responses to our inquiries, the basic financial statements, and other knowledge we obtained during our audit of the 
basic financial statements. We will not express an opinion or provide any assurance on the information because 
the limited procedures do not provide us with sufficient appropriate evidence to express an opinion or provide any 
assurance. The following RSI is required by GAAP and will be subjected to certain limited procedures, but will not 
be audited:  

1) Management’s Discussion and Analysis. 

2) Budgetary Comparison Schedule- General Fund. 

3) Budgetary Comparison Schedule- Road and Bridge Fund. 

4) Schedule of Changes in Net Pension Liability and Related Ratios- TCDRS. 

5) Schedule of Employer Contributions- TCDRS. 

We have also been engaged to report on supplementary information other than RSI that accompanies Kendall 
County, Texas’ financial statements. We will subject the following supplementary information to the auditing 
procedures applied in our audit of the financial statements and certain additional procedures, including comparing 
and reconciling such information directly to the underlying accounting and other records used to prepare the 
financial statements or to the financial statements themselves, and other additional procedures in accordance with 
GAAS, and we will provide an opinion on it in relation to the financial statements as a whole in a report combined 
with our auditor’s report on the financial statements.  

1) Schedule of expenditures of federal awards. 

2) Combining Balance Sheet- Nonmajor Governmental Funds. 

3) Combining Statement of Revenues, Expenditures and Changes in Fund Balance- Nonmajor Governmental 
Funds 



 

 

4) Combining Statement of Fiduciary Net Position- Private Purpose Trust Funds 

5) Combining Statement of Additions, Deductions and Changes in Net Position- Private Purpose Trust Funds 

6) Combing Statement of Fiduciary Net Position- Custodial Funds 

7) Combining Statement of Additions, Deductions and Changes in Net Position- Custodial Funds. 

The objectives of our audit are to obtain reasonable assurance about whether the financial statements as a whole 
are free from material misstatement, whether due to fraud or error, and issue an auditor’s report that includes our 
opinions about whether your financial statements are fairly presented, in all material respects, in conformity with 
GAAP,  and report on the fairness of the supplementary information referred to in the second paragraph when 
considered in relation to the financial statements as a whole. Reasonable assurance is a high level of assurance 
but is not absolute assurance and therefore is not a guarantee that an audit conducted in accordance with GAAS 
and Government Auditing Standards will always detect a material misstatement when it exists. Misstatements, 
including omissions, can arise from fraud or error and are considered material if there is a substantial likelihood that, 
individually or in the aggregate, they would influence the judgment of a reasonable user made based on the financial 
statements. The objectives also include reporting on: 

• Internal control over financial reporting and compliance with provisions of laws, regulations, contracts, and 
award agreements, noncompliance with which could have a material effect on the financial statements in 
accordance with Government Auditing Standards. 

• Internal control over compliance related to major programs and an opinion (or disclaimer of opinion) on 
compliance with federal statutes, regulations, and the terms and conditions of federal awards that could 
have a direct and material effect on each major program in accordance with the Single Audit Act 
Amendments of 1996 and Title 2 U.S. Code of Federal Regulations (CFR) Part 200, Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance). 

Auditor’s Responsibilities for the Audit of the Financial Statements and Single Audit  
We will conduct our audit in accordance with GAAS; the standards for financial audits contained in Government 
Auditing Standards, issued by the Comptroller General of the United States; the Single Audit Act Amendments of 
1996; and the provisions of the Uniform Guidance, and will include tests of accounting records, a determination of 
major program(s) in accordance with Uniform Guidance, and other procedures we consider necessary to enable us 
to express such opinions. As part of an audit in accordance with GAAS and Government Auditing Standards, we 
exercise professional judgment and maintain professional skepticism throughout the audit. 

We will evaluate the appropriateness of accounting policies used and the reasonableness of significant accounting 
estimates made by management. We will also evaluate the overall presentation of the financial statements, 
including the disclosures, and determine whether the financial statements represent the underlying transactions 
and events in a manner that achieves fair presentation. We will plan and perform the audit to obtain reasonable 
assurance about whether the financial statements are free of material misstatement, whether from (1) errors, (2) 
fraudulent financial reporting, (3) misappropriation of assets, or (4) violations of laws or governmental regulations 
that are attributable to the government or to acts by management or employees acting on behalf of the government. 
Because the determination of waste and abuse is subjective, Government Auditing Standards do not expect 
auditors to perform specific procedures to detect waste or abuse in financial audits nor do they expect auditors to 
provide reasonable assurance of detecting waste or abuse. 

Because of the inherent limitations of an audit, combined with the inherent limitations of internal control, and 
because we will not perform a detailed examination of all transactions, there is an unavoidable risk that some 
material misstatements or noncompliance may not be detected by us, even though the audit is properly planned 
and performed in accordance with GAAS and Government Auditing Standards. In addition, an audit is not designed 
to detect immaterial misstatements or violations of laws or governmental regulations that do not have a direct and 
material effect on the financial statements or on major programs. However, we will inform the appropriate level of 
management of any material errors, any fraudulent financial reporting, or misappropriation of assets that come to 
our attention. We will also inform the appropriate level of management of any violations of laws or governmental 
regulations that come to our attention, unless clearly inconsequential.  We will include such matters in the reports 
required for a Single Audit. Our responsibility as auditors is limited to the period covered by our audit and does not 
extend to any later periods for which we are not engaged as auditors.  

We will also conclude, based on the audit evidence obtained, whether there are conditions or events, considered 
in the aggregate, that raise substantial doubt about the government’s ability to continue as a going concern for a 
reasonable period of time. 



 

 

Our procedures will include tests of documentary evidence supporting the transactions recorded in the accounts, 
tests of the physical existence of inventories, and direct confirmation of receivables and certain assets and liabilities 
by correspondence with selected individuals, funding sources, creditors, and financial institutions.  We will also 
request written representations from your attorneys as part of the engagement.  

We may, from time to time and depending on the circumstances, use third-party service providers in serving your 
account. We may share confidential information about you with these service providers but remain committed to 
maintaining the confidentiality and security of your information. Accordingly, we maintain internal policies, 
procedures, and safeguards to protect the confidentiality of your personal information. In addition, we will secure 
confidentiality agreements with all service providers to maintain the confidentiality of your information and we will 
take reasonable precautions to determine that they have appropriate procedures in place to prevent the 
unauthorized release of your confidential information to others. In the event that we are unable to secure an 
appropriate confidentiality agreement, you will be asked to provide your consent prior to the sharing of your 
confidential information with the third-party service provider. Furthermore, we will remain responsible for the work 
provided by any such third-party service providers.  

Our audit of financial statements does not relieve you of your responsibilities.  

Audit Procedures—Internal Control  
We will obtain an understanding of the government and its environment, including internal control relevant to the 
audit, sufficient to identify and assess the risks of material misstatement of the financial statements, whether due 
to error or fraud, and to design and perform audit procedures responsive to those risks and obtain evidence that is 
sufficient and appropriate to provide a basis for our opinions. The risk of not detecting a material misstatement 
resulting from fraud is higher than for one resulting from error, as fraud may involve collusion, forgery, intentional 
omissions, misrepresentation, or the override of internal control. Tests of controls may be performed to test the 
effectiveness of certain controls that we consider relevant to preventing and detecting errors and fraud that are 
material to the financial statements and to preventing and detecting misstatements resulting from illegal acts and 
other noncompliance matters that have a direct and material effect on the financial statements. Our tests, if 
performed, will be less in scope than would be necessary to render an opinion on internal control and, accordingly, 
no opinion will be expressed in our report on internal control issued pursuant to Government Auditing Standards. 

As required by the Uniform Guidance, we will perform tests of controls over compliance to evaluate the effectiveness 
of the design and operation of controls that we consider relevant to preventing or detecting material noncompliance 
with compliance requirements applicable to each major federal award program. However, our tests will be less in 
scope than would be necessary to render an opinion on those controls and, accordingly, no opinion will be 
expressed in our report on internal control issued pursuant to the Uniform Guidance. 

An audit is not designed to provide assurance on internal control or to identify significant deficiencies or material 
weaknesses. Accordingly, we will express no such opinion. However, during the audit, we will communicate to 
management and those charged with governance internal control related matters that are required to be 
communicated under AICPA professional standards, Government Auditing Standards, and the Uniform Guidance.  

Audit Procedures—Compliance  
As part of obtaining reasonable assurance about whether the financial statements are free of material misstatement, 
we will perform tests of Kendall County, Texas’ compliance with provisions of applicable laws, regulations, contracts, 
and agreements, including grant agreements. However, the objective of those procedures will not be to provide an 
opinion on overall compliance, and we will not express such an opinion in our report on compliance issued pursuant 
to Government Auditing Standards. 

The Uniform Guidance requires that we also plan and perform the audit to obtain reasonable assurance about 
whether the auditee has complied with federal statutes, regulations, and the terms and conditions of federal awards 
applicable to major programs. Our procedures will consist of tests of transactions and other applicable procedures 
described in the OMB Compliance Supplement for the types of compliance requirements that could have a direct 
and material effect on each of Kendall County, Texas’ major programs. For federal programs that are included in 
the Compliance Supplement, our compliance and internal control procedures will relate to the compliance 
requirements that the Compliance Supplement identifies as being subject to audit. The purpose of these procedures 
will be to express an opinion on Kendall County, Texas’ compliance with requirements applicable to each of its 
major programs in our report on compliance issued pursuant to the Uniform Guidance. 

Other Services  



 

 

We will also assist in preparing the financial statements, schedule of expenditures of federal awards, and related 
notes of Kendall County, Texas’ in conformity with accounting principles generally accepted in the United States of 
America and the Uniform Guidance based on information provided by you. These nonaudit services do not 
constitute an audit under Government Auditing Standards and such services will not be conducted in accordance 
with Government Auditing Standards. We will perform the services in accordance with applicable professional 
standards. The other services are limited to the financial statements, schedule of expenditures of federal awards, 
and related notes services previously defined. We, in our sole professional judgment, reserve the right to refuse to 
perform any procedure or take any action that could be construed as assuming management responsibilities. 

You agree to assume all management responsibilities for the financial statements, schedule of expenditures of 
federal awards, and related notes, and any other nonaudit services we provide. You will be required to acknowledge 
in the management representation letter our assistance with preparation of the financial statements, the schedule 
of expenditures of federal awards, and related notes and that you have reviewed and approved the financial 
statements, the schedule of expenditures of federal awards, and related notes prior to their issuance and have 
accepted responsibility for them. Further, you agree to oversee the nonaudit services by designating an individual, 
preferably from senior management, with suitable skill, knowledge, or experience; evaluate the adequacy and 
results of those services; and accept responsibility for them. 

Responsibilities of Management for the Financial Statements and Single Audit  
Our audit will be conducted on the basis that you acknowledge and understand your responsibility for (1) designing, 
implementing, establishing, and maintaining effective internal controls relevant to the preparation and fair 
presentation of financial statements that are free from material misstatement, whether due to fraud or error, 
including internal controls over federal awards, and for evaluating and monitoring ongoing activities to help ensure 
that appropriate goals and objectives are met; (2) following laws and regulations; (3) ensuring that there is 
reasonable assurance that government programs are administered in compliance with compliance requirements; 
and (4) ensuring that management and financial information is reliable and properly reported. Management is also 
responsible for implementing systems designed to achieve compliance with applicable laws, regulations, contracts, 
and grant agreements. You are also responsible for the selection and application of accounting principles; for the 
preparation and fair presentation of the financial statements, schedule of expenditures of federal awards, and all 
accompanying information in conformity with accounting principles generally accepted in the United States of 
America;  and for compliance with applicable laws and regulations (including federal statutes), rules, and the 
provisions of contracts and grant agreements (including award agreements). Your responsibilities also include 
identifying significant contractor relationships in which the contractor has responsibility for program compliance and 
for the accuracy and completeness of that information. 

You are also responsible for making drafts of financial statements, schedule of expenditures of federal awards, all 
financial records, and related information available to us and for the accuracy and completeness of that information 
(including information from outside of the general and subsidiary ledgers). You are also responsible for providing 
us with (1) access to all information of which you are aware that is relevant to the preparation and fair presentation 
of the financial statements, such as records, documentation, identification of all related parties and all related-party 
relationships and transactions, and other matters; (2) access to personnel, accounts, books, records, supporting 
documentation, and other information as needed to perform an audit under the Uniform Guidance; (3) additional 
information that we may request for the purpose of the audit; and (4) unrestricted access to persons within the 
government from whom we determine it necessary to obtain audit evidence.  At the conclusion of our audit, we will 
require certain written representations from you about the financial statements; schedule of expenditures of federal 
awards; federal award programs; compliance with laws, regulations, contracts, and grant agreements; and related 
matters. 

Your responsibilities include adjusting the financial statements to correct material misstatements and confirming to 
us in the management representation letter that the effects of any uncorrected misstatements aggregated by us 
during the current engagement and pertaining to the latest period presented are immaterial, both individually and 
in the aggregate, to the financial statements of each opinion unit taken as a whole. 

You are responsible for the design and implementation of programs and controls to prevent and detect fraud, and 
for informing us about all known or suspected fraud affecting the government involving (1) management, (2) 
employees who have significant roles in internal control, and (3) others where the fraud could have a material effect 
on the financial statements. Your responsibilities include informing us of your knowledge of any allegations of fraud 
or suspected fraud affecting the government received in communications from employees, former employees, 
grantors, regulators, or others. In addition, you are responsible for identifying and ensuring that the government 
complies with applicable laws, regulations, contracts, agreements, and grants. You are also responsible for taking 
timely and appropriate steps to remedy fraud and noncompliance with provisions of laws, regulations, contracts, 



 

 

and grant agreements that we report. Additionally, as required by the Uniform Guidance, it is management’s 
responsibility to evaluate and monitor noncompliance with federal statutes, regulations, and the terms and 
conditions of federal awards; take prompt action when instances of noncompliance are identified including 
noncompliance identified in audit findings; promptly follow up and take corrective action on reported audit findings; 
and prepare a summary schedule of prior audit findings and a separate corrective action plan.  

You are responsible for identifying all federal awards received and understanding and complying with the 
compliance requirements and for the preparation of the schedule of expenditures of federal awards (including notes 
and noncash assistance received, and COVID-19-related concepts, such as lost revenues, if applicable) in 
conformity with the Uniform Guidance. You agree to include our report on the schedule of expenditures of federal 
awards in any document that contains, and indicates that we have reported on, the schedule of expenditures of 
federal awards. You also agree to include the audited financial statements with any presentation of the schedule of 
expenditures of federal awards that includes our report thereon. Your responsibilities include acknowledging to us 
in the written representation letter that (1) you are responsible for presentation of the schedule of expenditures of 
federal awards in accordance with the Uniform Guidance; (2) you believe the schedule of expenditures of federal 
awards, including its form and content, is stated fairly in accordance with the Uniform Guidance; (3) the methods of 
measurement or presentation have not changed from those used in the prior period (or, if they have changed, the 
reasons for such changes); and (4) you have disclosed to us any significant assumptions or interpretations 
underlying the measurement or presentation of the schedule of expenditures of federal awards. 

You are also responsible for the preparation of the other supplementary information, which we have been engaged 
to report on, in conformity with U.S. generally accepted accounting principles (GAAP). You agree to include our 
report on the supplementary information in any document that contains, and indicates that we have reported on, 
the supplementary information. You also agree to include the audited financial statements with any presentation of 
the supplementary information that includes our report thereon. Your responsibilities include acknowledging to us 
in the written representation letter that (1) you are responsible for presentation of the supplementary information in 
accordance with GAAP; (2) you believe the supplementary information, including its form and content, is fairly 
presented in accordance with GAAP; (3) the methods of measurement or presentation have not changed from those 
used in the prior period (or, if they have changed, the reasons for such changes); and (4) you have disclosed to us 
any significant assumptions or interpretations underlying the measurement or presentation of the supplementary 
information.  

Management is responsible for establishing and maintaining a process for tracking the status of audit findings and 
recommendations. Management is also responsible for identifying and providing report copies of previous financial 
audits, attestation engagements, performance audits, or other studies related to the objectives discussed in the 
Audit Scope and Objectives section of this letter. This responsibility includes relaying to us corrective actions taken 
to address significant findings and recommendations resulting from those audits, attestation engagements, 
performance audits, or studies. You are also responsible for providing management’s views on our current findings, 
conclusions, and recommendations, as well as your planned corrective actions for the report, and for the timing and 
format for providing that information.  

Engagement Administration, Fees, and Other  
We understand that your employees will prepare all cash, accounts receivable, or other confirmations we request 
and will locate any documents selected by us for testing.  

At the conclusion of the engagement, we will complete the appropriate sections of the Data Collection Form that 
summarizes our audit findings. It is management’s responsibility to electronically submit the reporting package 
(including financial statements, schedule of expenditures of federal awards, summary schedule of prior audit 
findings, auditor’s reports, and corrective action plan) along with the Data Collection Form to the federal audit 
clearinghouse. We will coordinate with you the electronic submission and certification. The Data Collection Form 
and the reporting package must be submitted within the earlier of 30 calendar days after receipt of the auditor’s 
reports or nine months after the end of the audit period. 

We will provide copies of our reports to the County; however, management is responsible for distribution of the 
reports and the financial statements. Unless restricted by law or regulation, or containing privileged and confidential 
information, copies of our reports are to be made available for public inspection. 

The audit documentation for this engagement is the property of Neffendorf & Blocker, P.C. and constitutes 
confidential information. However, subject to applicable laws and regulations, audit documentation and appropriate 
individuals will be made available upon request and in a timely manner to a regulator or its designee, a federal 
agency providing direct or indirect funding, or the U.S. Government Accountability Office for purposes of a quality 
review of the audit, to resolve audit findings, or to carry out oversight responsibilities. We will notify you of any such 



 

 

request. If requested, access to such audit documentation will be provided under the supervision of Neffendorf & 
Blocker, P.C. personnel. Furthermore, upon request, we may provide copies of selected audit documentation to the 
aforementioned parties. These parties may intend, or decide, to distribute the copies or information contained 
therein to others, including other governmental agencies.  

The audit documentation for this engagement will be retained for a minimum of five years after the report release 
date or for any additional period requested by the regulator. If we are aware that a federal awarding agency, pass-
through entity, or auditee is contesting an audit finding, we will contact the party(ies) contesting the audit finding for 
guidance prior to destroying the audit documentation. 

Hayley Blocker is the engagement partner and is responsible for supervising the engagement and signing the 
reports or authorizing another individual to sign them.   

Our fee for these services will be at our standard hourly rates plus out-of-pocket costs (such as report reproduction, 
word processing, postage, travel, copies, telephone, etc.) except that we agree that our gross fee, including 
expenses, will not exceed $27,500. Our standard hourly rates vary according to the degree of responsibility involved 
and the experience level of the personnel assigned to your audit. The above fee is based on anticipated cooperation 
from your personnel and the assumption that unexpected circumstances will not be encountered during the 
engagement. If significant additional time is necessary, we will keep you informed of any problems we encounter 
and our fees will be adjusted accordingly. 

In the event we are requested or authorized by the County or are required by any government regulation, subpoena, 
or other legal process to produce our documents or our personnel as witness with respect to our engagement for 
the County, the County shall, reimburse us for our professional time and expenses, as well as the fees and expenses 
of our legal counsel, incurred in responding to such requests. Any public request for documents, records or reports 
shall be forwarded to the County for proper response pursuant to the Texas Public Information Act. 

In a legal action in which the firm or its partners are not the defendants, we shall also be entitled to fees at $400.00 
per hour and reimbursements for testimony if we are subpoenaed as a witness in subsequent litigation by third 
parties and such testimony involves the work we performed pursuant to this agreement. If we are ordered by a state 
or federal judge to permit the subsequent inspection and/or reproduction of files, records and other documents 
relating to work performed by us pursuant to this agreement, then you agree that we may comply with these orders 
without prior notice to you. 

Reporting 
We will issue written reports upon completion of our Single Audit. Our reports will be addressed to the Honorable 
Judge and County Commissioners of Kendall County, Texas. Circumstances may arise in which our report may 
differ from its expected form and content based on the results of our audit. Depending on the nature of these 
circumstances, it may be necessary for us to modify our opinions, add a separate section, or add an emphasis-of-
matter or other-matter paragraph to our auditor’s report, or if necessary, withdraw from this engagement. If our 
opinions are other than unmodified, we will discuss the reasons with you in advance. If, for any reason, we are 
unable to complete the audit or are unable to form or have not formed opinions, we may decline to express opinions 
or issue reports, or we may withdraw from this engagement.  

The Government Auditing Standards report on internal control over financial reporting and on compliance and other 
matters will state that (1) the purpose of the report is solely to describe the scope of testing of internal control and 
compliance and the results of that testing, and not to provide an opinion on the effectiveness of the entity’s internal 
control or on compliance, and (2) the report is an integral part of an audit performed in accordance with Government 
Auditing Standards in considering the entity’s internal control and compliance. The Uniform Guidance report on 
internal control over compliance will state that the purpose of the report on internal control over compliance is solely 
to describe the scope of testing of internal control over compliance and the results of that testing based on the 
requirements of the Uniform Guidance. Both reports will state that the report is not suitable for any other purpose.  

We appreciate the opportunity to be of service to Kendall County, Texas and believe this letter accurately 
summarizes the significant terms of our engagement. If you have any questions, please let us know. If you agree 
with the terms of our engagement as described in this letter, please sign the attached copy and return it to us.  

 

Very truly yours, 

Neffendorf & Blocker, P.C. 
NEFFENDORF & BLOCKER, P.C. 



 

 

RESPONSE: 

This letter correctly sets forth the understanding of Kendall County, Texas.  

Management signature:    
Title:    
Date:    
Governance signature:    
Title:    
Date:    
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KENDALL COUNTY JOB CLASSIFICATION 

GENERAL COUNSEL  
 

Department: General Counsel           FLSA: Exempt 
Report to: Commissioner Court                         Work Status: Full time 
Date Approved:              EEO Category: Professional 

 
 

GENERAL SUMMARY 
 
Apppointed by the Commissioners Court, and under general supervision of the County 
Judge and Commissioners, the purpose of the position is to serve as legal counsel to 
the Commissioners Court. Persons in this classification are responsible for providing 
legal advice and opinions to the Commissioners Court and other duties as assigned by 
the Court. 
 
ESSENTIAL FUNCTIONS  
              
Functions as primary legal counsel to the County Judge, Commissioners Court and County 
Departments. 
 
Provides legal counsel to elected officials when requested. 
 
Serves as probate staff attorney for County Judge upon request. 
 
Renders oral and written legal opinions to the County Judge and Commissioners on matters 
relating to the operation of county government. 
 
Renders legal decisions to the County Judge and Commissioners that have countywide, and/or 
long-term implications. 
 
Assists the County Judge’s office in the preparation of notices of meetings of the 
Commissioners Court, the agenda for meetings and other public notices as required. 
 
Attends regular and special meetings of the Commissioners Court as directed to provide legal 
advice and clarify County policy. 
 
Assists the County Judge’s office in the preparation of minutes and/or certified agendas of the 
meetings of the Commissioners Court. 
 
Drafts county orders and resolutions. 
 
Drafts or reviews deeds, easements, rights-of-way, releases, contracts and other legal 
instruments that involve the county. 
 
Remains informed of state and federal legislation and judicial decisions that might impact 
county government. 
Conducts legal research as needed. 
 



General Counsel Class Speficiation 
KENDALL COUNTY 
 
As directed, attends meetings with County officials, employees, representatives of other 
governmental units, businesses, and/or the public. 
 
Represents County in land purchases, sales and leases. 
 
Serves on committees responsible for drafting and amending County personnel policies and 
development rules. 
 
Functions as liaison with legal personnel at the Attorney General’s office, the Texas Association 
of Counties and legal departments of other offices concerning civil matters. 
 
Prepares and monitors the Office of General Counsel’s annual budget. 
 
Supervises any assigned personnel including instructing, assigning, reviewing and planning the 
work of others; monitoring work standards; coordinating operations; allocating personnel and 
equipment; and recommending employee hiring, transfers, promotions, and salary increases; 
reviews personnel complaints and takes appropriate action; follows disciplinary procedures as 
needed for individual personnel including counseling, evaluation, and dismissal. 
 
Provides for continuing education for any assigned staff. 
 
Monitors the work of any outside attorneys hired by or provided for the County other than the 
Criminal District Attorney and attorneys assigned to that department. 
 
Represents or assists in the representation of the County in all civil legal matters. 
 
Performs other duties as assigned. 
            

Education and/or Experience 
 

• Requires Juris Doctorate degree from an accredited law school. 
• Requires five years legal experience with three years experience working with 

governmental entities. 
• Ten years legal experience, with five years experience working with governmental 

entities preferred.  
 
      Certificates, Licenses, Registrations 
 
• State of Texas licensed attorney.   
• Ability to maintain continuing education requirements of the State Bar  of Texas. 
• Current Texas drivers license. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
Knowledge of: 
 

• Federal and State court decisions that affect Texas counties. 
• Federal, state, and local laws and protocols related to Commissioners Court. 
• State laws that relate to the operation of Texas counties including laws relating to 

competitive bidding, open meetings, public information and ethics. 
• The general legal limitations of Texas counties and governmental entities in general. 



General Counsel Class Speficiation 
KENDALL COUNTY 
 

• Laws and regulations relating to the employment of public employees. 
• County orders, policies and procedures. 
• Speak English 
• Office procedures and equipment. 

 
Ability to: 

• Read, understand, interpret, explain to others and follow federal and state laws and 
regulations related to Texas counties and the Commissioners Court. 

• Read, understand, interpret, explain to others and follow County orders, policies, 
procedures, and other legal documents. 

• Read, understand, interpret and explain to others local ordinances and codes. 
• Prepare, organize and maintain legal records. 
• Establish and maintain effective working relationships with the members of the 

Commissioners Court, other elected officials, county department heads and county 
employees. 

• Negotiate with others in an amicable maner and resolve disputes.   
• Prepare and follow departmental budget. 
• Operate standard office equipment, such as computers, calculators, and telephones. 
• Supervise any assigned employees and provide evaluation and counseling in regards 

to performance of job duties. 
• Exercise judgment, decisiveness, and creativity required in stressful situations.  
• Communicate verbally and in writing so as to allow comprehension by others. 
• Follow safe work practices including workplace safety policies and procedures.  

 
Physical Demands          
 
While performing the duties of this job, the employee is regularly required to: 

• Lift and/or move objects weighing up to 25 pounds.   
 

Equal Opportunity 

Kendall County will not discriminate on the basis of race, color, religion, national origin, 
sex, including lesbian, gay, bi-sexual or transgender status, age, genetic information, 
pregnancy, veteran status, disability, or any other condition or status protected by law in 
hiring, promotion, demotion, raises, termination, training, discipline, use of employee 
facilities or programs, or any other benefit, condition, or privilege of employment except 
where required by state or federal law or where a bona fide occupational qualification 
(BFOQ) exists. Employees who need an accommodation as a result of a condition or 
status protected by law should advise their Elected Official, Appointed Official, 
Department Head, or the Human Resources Department. 
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KENDALL COUNTY CLASS SPECIFICATION 
 

JUSTICE COURT CLERK 
 

Department: Justice of the Peace  FLSA: Non-exempt 
Report to: JP in Precinct     Work Status: Full time 
Date Approved:      EEO Category: Administrative Support 

 
 

GENERAL SUMMARY 

Under general supervision, the purpose of the position is to manage the clerical and 
financial operations of the Kendall County Justice Court.  Employees in this 
classification perform routine and non-routine clerical work.  Position is responsible for 
completing, processing and maintaining various court documents with a high level of 
confidentiality and processes financial records for the court including collection of fees. 

ESSENTIAL FUNCTIONS 

Prepares and processes a variety of official documents such as citations, judgments, 
warrants, summons, writs, complaints, affidavits, routine reports, subpoenas, notices, 
jury lists and form letters; maintains documentation of all records of proceedings in all 
cases; and prepares correspondence for the court. 

Maintains files for all criminal and civil records filed with the court. 

Processes civil cases including convictions, small claims, and justice claims. 

Collects and processes all monies received by the court through fines, fees, restitutions, 
and bonds; prepares bank deposits and reconciles receipts; prepares payments for 
outside agencies; and prepares the monthly financial reports. 

Greets and assists the public in person and on the telephone; explains procedures, 
instructions on court processes, and fines and forms; and responds to inquiries on case 
status and answers unusual and difficult questions regarding procedures and time 
limits. 

Reports conviction information to appropriate agencies. 

Monitors defendant compliance with court orders and implements procedures for 
defendants who violate sentence conditions. 

Attends hearings and acts as the clerk of the courtroom as required. 

Conducts research through the computer, files, and dockets. 
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Prepares and transfers appeals to the proper court. 

Maintains knowledge in legislative changes necessary to assist the public and update 
fees. 

Maintains the court calendar through scheduling of all civil, bench, and jury trials and 
also scheduling show cause and other miscellaneous hearings. 

Maintains confidentiality in regard to any and all information processed in the 
department. 

Performs other duties, special projects and tasks assigned by the department head. 

EXPERIENCE AND TRAINING 

High school diploma or GED; supplemented by one (1) to two (2) years previous 
experience or training that includes court procedures and clerical operations. 

LICENSES AND CERTIFICATIONS 

Must be able to be certified to use TCIC/TLETS (Texas Law Enforcement 
Telecommunications System) and the Texas Public Safety Reporting System. 

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

• Local, state, and federal laws 
• Court procedures and legal terminology 
• Office procedures and equipment. 
• Computer equipment. 
• Speak English. 

 

Ability to: 

• Utilize various advisory and design data and information such as court documents 
and court case files. 

• Communicate verbally and in writing so as to allow comprehension by receiving 
party. 

• Understand and exchange information with supervisors and co-workers when 
receiving assignments and instructions. 

• Communicate and interact with the general public and County personnel. 

• Follow safe work practices including workplace safety policies and procedures. 
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• Walk, stand, and sit. 

• Exert light physical work in an office environment in a mainly sedentary position. 

Equal Opportunity 

Kendall County will not discriminate on the basis of race, color, religion, national origin, 
sex, including lesbian, gay, bi-sexual or transgender status, age, genetic information, 
pregnancy, veteran status, disability, or any other condition or status protected by law 
in hiring, promotion, demotion, raises, termination, training, discipline, use of employee 
facilities or programs, or any other benefit, condition, or privilege of employment except 
where required by state or federal law or where a bona fide occupational qualification 
(BFOQ) exists. Employees who need an accommodation as a result of a condition or 
status protected by law should advise their Elected Official, Appointed Official, 
Department Head, or the Human Resources Department. 
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KENDALL COUNTY CLASS SPECIFICATION 
 

ROTATING JUSTICE COURT CLERK 
 

Department: Justice of the Peace  FLSA: Non-exempt 
Report to: JP in Precinct    Work Status: Full-time 
Date Approved:     EEO Category: Administrative Support 
______________________________________________________________________________ 

GENERAL SUMMARY 
 
Under general supervision, the purpose of the position is to manage the clerical and 
financial operations of the Kendall County Justice Court. Employees in this classification 
perform routine and non-routine clerical work. Position is responsible for completing, 
processing and maintaining various court documents with a high level of confidentiality 
and processes financial records for the court including collection of fees. 
 
This position requires rotating weekly or as needed between the Justice of the Peace 
offices.  
 
ESSENTIAL FUNCTIONS 

Prepares and processes a variety of official documents such as citations, judgments, 
warrants, summons, writs, complaints, affidavits, routine reports, subpoenas, notices, jury 
lists and form letters; maintains documentation of all records of proceedings in all cases; 
and prepares correspondence for the court. 
 
Maintains files for all criminal and civil records filed with the court. 
 
Processes civil cases including evictions, small claims, debt claims and repair and 
remedy cases. 
 
Collects and processes all monies received by the court through fines, fees, restitutions, 
and bonds. 
 
Greets and assists the public in person and on the telephone; explains procedures, 
instructions on court processes, and fines and forms; and responds to inquiries on case 
status and answers unusual and difficult questions regarding procedures and time limits. 
 
Reports conviction information to appropriate agencies. 
 
Attends hearings and acts as the clerk of the courtroom as required. 
 
Conducts research through the computer, files, and dockets. 
 
Prepares and transfers appeals to the proper court. 
 
Maintains knowledge in legislative changes necessary to assist the public and update 
fees.  
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Maintains the court calendar through scheduling of all civil, bench and jury trials and also 
scheduling show cause and other miscellaneous hearings. 
 
Maintains confidentiality in regard to any and all information processed in the department. 
 
Performs other duties, special projects and tasks as assigned by the department head. 
 
EXPERIENCE AND TRAINING 
 
High school diploma or GED; supplemented by one (1) to two (2) years previous 
experience or training that includes court procedures and clerical operations. 
 
LICENSES AND CERTIFICATIONS 
 
Must be able to be certified to use TCIC/TLETS (Texas Law Enforcement 
Telecommunications System) and the Texas Public Safety Reporting System. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Knowledge of: 
 

• Local, state and federal laws. 
• Court procedures, processes and legal terminology. 
• Office procedures and equipment. 
• Computer equipment. 
• Speak English. 

 
Ability to: 
 

• Utilize various advisory and design data and information such as court documents 
and court case files. 
 

• Communicate verbally and in writing so as to allow comprehension by receiving 
party. 
 

• Understand and exchange information with supervisors and co-workers when 
receiving assignments and instructions. 
 

• Communicate and interact with the general public and County personnel. 
 

• Follow safe work practices including workplace safety policies and procedures. 
 

• Walk, sit and stand. 
 

• Exert light physical work in an office environment in a mainly sedentary position. 
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Equal Opportunity 

Kendall County will not discriminate on the basis of race, color, religion, national origin, 
sex, including lesbian, gay, bi-sexual or transgender status, age, genetic information, 
pregnancy, veteran status, disability, or any other condition or status protected by law in 
hiring, promotion, demotion, raises, termination, training, discipline, use of employee 
facilities or programs, or any other benefit, condition, or privilege of employment except 
where required by state or federal law or where a bona fide occupational qualification 
(BFOQ) exists. Employees who need an accommodation as a result of a condition or 
status protected by law should advise their Elected Official, Appointed Official, 
Department Head, or the Human Resources Department. 
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KENDALL COUNTY CLASS SPECIFICATION 
 

PROJECT MANAGER 
 

Department: County Engineer   FLSA: Non-exempt 
Report to: Engineer    Work Status: Full-time 
Date Approved:     EEO Category: Service Maintenance? 

 
 

GENERAL SUMMARY 

Under supervision of the County Engineer, the purpose of the position is to direct 
activities, operations, and programs related to the County Engineer’s Office. Employees 
in this classification are responsible for planning, operations, construction, maintenance, 
safety, environmental compliance, floodplain management, on-site sewage facilitation, 
and developing local government codes. 

ESSENTIAL FUNCTIONS 

Provides engineering and management direction for planning, development, rules and 
regulations, national flood insurance program, floodplain management, on-site sewage 
facility, and 911 and rural addressing. 

Represents the County at state and local levels concerning activities of the Engineer’s 
Office. 

Review and process subdivision/development plats working closely with applicants from 
beginning to the end of the process. 

Discuss and provide guidance to developers, citizens, staff, etc. regarding subdivision 
and development regulations. 

Prepares notification letters, documents, correspondence, and GIS maps. 

Works with department staff to review site plans, plats, variance requests, development 
applications, lighting applications, etc. for conformity with Kendall County Development 
Rules and Regulations. 

Conducts necessary research for projects including field work, photographic 
documentation, and other project related functions. 

Assist with updates and maintenance of Kendall County Development Rules and 
Regulations. 
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EXPERIENCE AND TRAINING 

Bachelor of Science degree with five year’s previous experience or training that 
includes, civil engineering design and construction projects, roadway design and 
construction, hydraulics and hydrology, real estate development, development 
management and operations. Bachelor of Science degree may be substituted with a 
minimum of ten years’ previous experience or training that includes, civil engineering 
design and construction projects, roadway design and construction, hydraulics and 
hydrology, real estate development, development management and operations. 

LICENSES AND CERTIFICATIONS 

Possess and maintain a valid Texas driver’s license. 

Possess or obtain within nine months of employment Floodplain Manager Certification. 

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

• Engineering principles, practices and methods. 

• Development code and local, state, and federal codes. 

• Operate office equipment, including computer, copier, and facsimile machine in an 
effective and professional manner, including internet acquisition, and electronic 
communication. 

• Must be familiar and able to use Microsoft Office Word, Excel and Power Point. 

• Be familiar with and able to use engineering software such as ArcGIS, Global 
Mapper, Autocad, Microstation, HEC-RAS, HY-8, HEC-HMS, Win TR-55. 

•  Speak English 
Ability to: 

• Utilize various advisory and design data and information such as budgets, reports, 
documents and files. 

• Communicate verbally and in writing. 

• Understand and exchange information with supervisors and co-workers when 
receiving assignments and instructions. 

• Communicate and interact with the general public, departmental customers and 
various County personnel. 

• Follow safe work practices including workplace safety policies and procedures. 

• Walk, stand, and sit. 
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• Exert light physical work in an office environment in a mainly sedentary position. 

Equal Opportunity 

Kendall County will not discriminate on the basis of race, color, religion, national origin, 
sex, including lesbian, gay, bi-sexual or transgender status, age, genetic information, 
pregnancy, veteran status, disability, or any other condition or status protected by law 
in hiring, promotion, demotion, raises, termination, training, discipline, use of employee 
facilities or programs, or any other benefit, condition, or privilege of employment except 
where required by state or federal law or where a bona fide occupational qualification 
(BFOQ) exists. Employees who need an accommodation as a result of a condition or 
status protected by law should advise their Elected Official, Appointed Official, 
Department Head, or the Human Resources Department. 
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KENDALL COUNTY CLASS SPECIFICATION 
 

Human Resources Clerk I  
 

Department:  Human Resources   FLSA: Non-exempt 
Report to: Human Resources Director  Work Status: Full-time 
Date Approved:     EEO Category: Administrative Support 

 
 

GENERAL SUMMARY 

Under general supervision, the purpose of the position is to perform a variety of 
complex clerical tasks in support of the Human Resources office. Performs general 
clerical duties such as answering telephones, directing inquiries, faxing information, and 
data entry. 

ESSENTIAL FUNCTIONS 

Acts as initial reception contact for the office in relation to the public, fellow employees, 
department heads, other entities, and outside vendors. 

Performs new hire orientation, files workers’ compensation claims and provide follow 
up. 

Utilizes department-specific and county-wide systems for data access, input, and 
retrieval. 

Assist department head and staff with paperwork processing during annual open 
enrollment periods. 

Maintains a variety of files and records and releases information according to the 
County’s policies and procedures. 

Maintains confidentiality in regard to any and all information processed in the 
department. 

OTHER DUTIES/RESPONSIBILITIES 

Assists with payroll processing. 

Performs other duties, special projects and tasks as assigned by the department head. 
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EXPERIENCE AND TRAINING 

High school diploma or GED; supplemented by 1-3 years’ experience working in related 
field 

LICENSES AND CERTIFICATIONS 

No licenses or certifications are required for this position. 

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

• Office procedures and equipment 

• Computer equipment 

•  Speak English 
Ability to: 

• Utilize various advisory and design data and information such as budgets, reports, 
documents and files. 

• Communicate verbally and in writing. 

• Understand and exchange information with supervisors and co-workers when 
receiving assignments and instructions. 

• Communicate and interact with the general public, departmental customers and 
various County personnel. 

• Follow safe work practices including workplace safety policies and procedures. 

• Walk, stand, and sit. 

• Exert light physical work in an office environment in a mainly sedentary position. 

Equal Opportunity 
Kendall County will not discriminate on the basis of race, color, religion, national origin, 
sex, including lesbian, gay, bi-sexual or transgender status, age, genetic information, 
pregnancy, veteran status, disability, or any other condition or status protected by law 
in hiring, promotion, demotion, raises, termination, training, discipline, use of employee 
facilities or programs, or any other benefit, condition, or privilege of employment except 
where required by state or federal law or where a bona fide occupational qualification 
(BFOQ) exists. Employees who need an accommodation as a result of a condition or 
status protected by law should advise their Elected Official, Appointed Official, 
Department Head, or the Human Resources Department. 
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KENDALL COUNTY CLASS SPECIFICATION 
 

DEPUTY SHERIFF – SCHOOL RESOURCE OFFICER 
 

Department: Sheriff’s Office   FLSA: Non-exempt 
Report to: Sheriff      Work Status: Full-time 
Date Approved:     EEO Category: Protective Services 

 
 

GENERAL SUMMARY 

Under general supervision, the purpose of the position is to enforce laws and 
ordinances in order to maintain peace and public safety within Kendall County. Primarily 
assigned to schools within Kendall County to ensure student and staff safety at the 
school, in coordination with the Independent School District Administration and Staff.  

ESSENTIAL FUNCTIONS 

Participates in the investigation of criminal law violations occurring within Kendall 
County and the assigned school/ISD, to include but not limited to collection of evidence, 
crime information compilation, case preparation and participation in trial process. 

Acts as the County’s liaison with the assigned school, to include but no limited to 
cooperative work with Sheriff’s Office staff, ISD staff and administration, and Juvenile 
Probation officers and Juvenile Court judges. 

Uses County-provided fleet vehicles to patrol assigned schools, County roads, parks 
and commercial and residential properties in order to preserve the peace and enforce 
pertinent Local, State and Federal laws. 

Being a visible presence during the school day in order to assist the school 
administration with general public safety services during school hours. 

Serve as an appropriate and positive role model for students.  

Responds to a variety of calls including those in difficult and dangerous situations and 
takes appropriate law enforcement action. 

Coordinates necessary law enforcement services with outside law enforcement 
agencies, school administration, County departments, District Attorney, Court 
Administration and civil and criminal judges. 
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Develops positive relations with the school district administration, teachers and 
students, the general public, fellow employees and supervisors in an effort to enhance 
the Sheriff Office’s presence in the County. 

Performs a variety of routine and complex public safety work to accomplish crime 
investigation, traffic regulation and other related law enforcement activities. 

Issues citations or warnings to violators during patrols; responds to service calls; 
investigates traffic accidents; follows up on investigations; interviews and interrogates 
witnesses, victims, and suspects; creates arrest and search warrants; serves warrants; 
processes crime scenes; testifies in court and presents cases to grand jury. 

Gathers, packages, documents, secures, and transports physical evidence to ensure 
legal chain of custody. 

Assists EMS and Fire Department with emergency calls. 

Completes and/or reviews paperwork such as logs and reports, documenting shift 
activities, offenses, and accidents; victim and suspect statements; and other related 
information; completes documents to accurately record criminal offenses. 

Prepares affidavits and serves warrants. 

Other Duties and Responsibilities 

Performs public relations duties including presentations to home owner associations, 
neighborhood watch programs and senior groups; coordinates crime stoppers; develops 
and implements the junior deputy program; attends community events to provide 
education to the public; conducts grant research for a variety of public relations 
programs. 

Responds to county building emergency alarms, calls and complaints. 

Ensures equipment is maintained and operational. 

EXPERIENCE AND TRAINING 

High school diploma or GED; supplemented by one to two years of previous experience 
or training that includes law enforcement; knowledge of criminal laws and codes. 

LICENSES AND CERTIFICATIONS 

Must possess Peace Officer license for Texas; must possess valid driver’s license. 
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KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

• Law enforcement laws and practices, criminal investigations, evidence collection, 
interrogation techniques, court proceedings, jail standards, and other legal 
processes. 

• Office procedures and equipment. 
• Computer and emergency equipment functions. 
• Speak English. 

 

Ability to: 

• Define problems, collect data, establish facts, and draw valid conclusions and 
interpret an extensive variety of technical instructions. 

• Exercise judgment, decisiveness, and creativity required in uncertain, highly 
stressful situations. 

• Communicate verbally and in writing so as to allow comprehension by receiving 
party. 

• Understand and exchange information with supervisors and co-workers when 
receiving assignments and instructions. 

• Communicate and interact with school administrators, teachers and students, 
general public, attorneys, judges, and local, state, and federal law enforcement 
officials. 

• Provide verbal direction in conformance of rules, regulations, and other 
directives. 

• Follow safe work practices including workplace safety policies and procedures. 
• Frequently required to walk, stand, sit, kneel, push, stoop, crawl, twist, reach 

above the shoulder, grasp, pull, bend repeatedly, climb stairs and ladders. 
• Operate motor vehicles, sometimes at high rates of speed. 
• Use firearms, radios, radar gun, handcuffs, leg irons, stun cuff, Taser, and first 

aid equipment. 
• Main physical ability in order to restrain offenders and perform self-defense 

tactics as needed. 
 

Equal Opportunity 

Kendall County will not discriminate on the basis of race, color, religion, national origin, 
sex, including lesbian, gay, bi-sexual or transgender status, age, genetic information, 
pregnancy, veteran status, disability, or any other condition or status protected by law in 
hiring, promotion, demotion, raises, termination, training, discipline, use of employee 
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facilities or programs, or any other benefit, condition, or privilege of employment except 
where required by state or federal law or where a bona fide occupational qualification 
(BFOQ) exists. Employees who need an accommodation as a result of a condition or 
status protected by law should advise their Elected Official, Appointed Official, Department 
Head, or the Human Resources Department. 

 



 

 
  Page  1 

KENDALL COUNTY CLASS SPECIFICATION 
 

DEPUTY SHERIFF – CANINE HANDLER 
 

Department: Sheriff’s Office   FLSA: Non-Exempt 
Report to: Sheriff     Work Status: Full time 
Date Approved:     EEO Category: Protective Services 

 
 

GENERAL SUMMARY 

Under general supervision, the purpose of the position is to enforce laws and 
ordinances in order to maintain peace and public safety within Kendall County. Position 
is responsible for patrolling the county; resolving issues arising from conflict or concerns 
of the public; assisting in investigations; providing security for the courthouse and 
performing bailiff duties.  Position is also responsible for public relations within the 
community. 

ESSENTIAL FUNCTIONS 

Ensures laws and ordinances are enforced and public peace and safety are maintained 
by performing law enforcement duties involving alleged crimes against persons or 
property; assists with patrol functions. 

Patrols the County to reduce the commission of crimes and maintain law enforcement; 
patrols streets and neighborhoods in a police vehicle; apprehends and/or arrests 
persons who violate federal, state and local laws. 

Issues citations or warnings to violators during patrols; responds to service calls; 
investigates traffic accidents; follows up on investigations; interviews and interrogates 
witnesses, victims, and suspects; creates arrest and search warrants; serves warrants; 
processes crime scenes; testifies in court and presents cases to grand jury. 

Monitors radio calls; communicates with dispatcher and responds to complaints, reports 
of criminal events, requests for law enforcement, and domestic or public disputes; 
inspects suspicious areas and buildings; responds to security alarms; performs 
surveillance for protection of schools. 

Gathers, packages, documents, secures, and transports physical evidence to ensure 
legal chain of custody. 
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Completes and/or reviews paperwork such as logs and reports, documenting shift 
activities, offenses, and accidents; victim and suspect statements; and other related 
information; complete documents to accurately record criminal offenses. 

Be available for call-out with the canine at any time. 

Provide care for the assigned canine to include providing the proper nutrition, grooming, 
training, medical care, affection and living conditions. 

Provide the required monthly canine training and maintain all required training records. 

OTHER DUTIES/RESPONSIBILITIES 

Performs public relations duties including presentations and demonstration of the 
canine to schools and civic organizations as directed by the Sheriff, Chief Deputy or 
Patrol Lieutenant. 

Ensures assigned equipment is maintained and operational at all times. 

Other duties as assigned. 

EXPERIENCE AND TRAINING 

Minimum of three years’ experience as a full-time peace officer with at least one year 
with the Kendall County Sheriff’s Office. 

Hold a TCOLE Intermediate Certification. 

Capable of a non-emergency response time of no more than 40 minutes and be 
available for call-outs at any time. 

Must be willing to attend canine and canine handler certification and recertification 
courses as required by the Kendall County Sheriff’s Office. 

LICENSES AND CERTIFICATIONS 

Must possess Peace Officer license for Texas; must possess valid driver’s license. 

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

• Law enforcement laws and practices, criminal investigations, evidence collection, 
interrogation techniques, court proceedings, and other legal processes. 

• Current industry standards, training requirements and legal requirements related 
to deployment of canine in a law enforcement setting. 
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• Office procedures and equipment 

• Computer and emergency equipment functions 

•  Speak English 
Ability to: 

• Define problems, collect data, establish facts, and draw valid conclusions and 
interpret an extensive variety of technical instructions. 

• Exercise judgment, decisiveness, and creativity required in uncertain, highly 
stressful situations. 

• Communicate verbally and in writing. 

• Understand and exchange information with supervisors and co-workers when 
receiving assignments and instructions. 

• Communicate and interact with the general public, departmental customers and 
various County personnel. 

• Follow safe work practices including workplace safety policies and procedures. 

• Prolonged periods of sitting at a desk and working on a computer, and standing, 
walking, bending and climbing at crime scenes. 

• Operate motor vehicles, sometimes at high rates of speed. 

• Use firearms, radios, radar gun, handcuffs, leg irons, stun cuff, taser, and first aid 
equipment. 

• Maintain physical ability in order to restrain offender and perform self-defense 
tactics as needed. 

Equal Opportunity 

Kendall County will not discriminate on the basis of race, color, religion, national origin, 
sex, including lesbian, gay, bi-sexual or transgender status, age, genetic information, 
pregnancy, veteran status, disability, or any other condition or status protected by law 
in hiring, promotion, demotion, raises, termination, training, discipline, use of employee 
facilities or programs, or any other benefit, condition, or privilege of employment except 
where required by state or federal law or where a bona fide occupational qualification 
(BFOQ) exists. Employees who need an accommodation as a result of a condition or 
status protected by law should advise their Elected Official, Appointed Official, 
Department Head, or the Human Resources Department. 
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KENDALL COUNTY CLASS SPECIFICATION 
 

COMMUNITY SERVICES SERGEANT - SHERIFF 
 

Department: Sheriff’s Office   FLSA: Non-Exempt 
Report to: Sheriff     Work Status: Full time 
Date Approved:     EEO Category: Protective Services 

 
 

GENERAL SUMMARY 

Under limited supervision, the purpose of the position is to oversee the community 
relations function of the Kendall County Sheriff’s Office by implementing and 
maintaining programs for the general public that fosters the relationship between the 
Sheriff’s Office and the community it serves. Perform a variety of technical duties in the 
enforcement of laws; the protection of person and property and the prevention of 
crimes. In addition, perform specialized police work, including public and community 
relations programs (Community Services), coordinate special events or projects as 
developed or assigned, and monitor and update the Sheriff’s Office social media sites, 
providing continuous updates to facilitate communication between the Sheriff’s Office 
and the public. 

ESSENTIAL FUNCTIONS 

Patrol assigned area to prevent crime and enforce laws and ordinances; respond to 
calls for service related to law enforcement and the general safety of the public; perform 
technical duties and tasks within the Sheriff’s Department to enforce applicable laws, 
codes and statutes of the State of Texas and the County of Kendall; respond to criminal 
activity and disturbances; direct and escort traffic chases and apprehend suspects; 
conduct security checks on business and residential properties. 

Serve arrest warrants; make arrests for crimes committed pursuant to penal code 
violations; perform booking procedures for new prisoners which may involve using 
handcuffs and other restraints; contact and interview witnesses to gain additional 
information. 

Operate and maintain assigned county vehicles and related equipment; patrol assigned 
geographical areas within the county to detect and prevent crime, accidents and general 
infractions of the law and any other unusual situations; investigate alarms; respond 
appropriately. 

Investigate criminal activity within the community; collect information related to crimes 
and produce cases and reports. 
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Investigate vehicular accidents; determine cause and fault; complete accident reports; 
operated radar to enforce speed limits. 

Process and book prisoners into jail; process and transport prisoners, suspects and 
other individuals; take photographs and record fingerprints as appropriate. 

Testify in court; prepare and process court reports as necessary; work with legal 
prosecution staff to prepare for testimony. 

OTHER DUTIES/RESPONSIBILITIES 

Engage in proactive policy activities with the public; provide guidance and information to 
the public on issues including safety, domestic violence, drug abuse and crime 
prevention. 

Oversee and coordinate the School Resource Officer program, monitor and update the 
Sheriff’s Office social media sites, coordinate the Citizen’s Law Enforcement Academy, 
and the Sheriff’s Office Reserve Officer Program. 

Oversee, coordinate and administer educational and development classes/programs for 
various community organizations and schools; initiate and coordinate neighborhood 
crime watch programs; and develop the Department’s Community Services program. 

Serve as department liaison with home owners associations, community and civic 
organizations; plan, organize and coordinate Community Safety Fairs; coordinate and 
plan bicycle safety rodeo with area sponsors, conduct group tours of the Sheriff’s Office; 
National Night Out activities; Halloween Safety Program for community children; and 
other special events or projects as developed or assigned. 

Perform all other duties assigned by the Sheriff or Chief Deputy. 

EXPERIENCE AND TRAINING 

High school diploma or GED; supplemented by three to five-years previous experience 
or training that includes law enforcement; knowledge of criminal laws and codes; 
knowledge of management and supervision of personnel. 

Experience and training as a Community Services Officers and/or Public Information 
Officer is preferred. 

Familiarity with Sheriff’s Office administration, crime prevention, community policing and 
youth services. 

LICENSES AND CERTIFICATIONS 
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Must possess Peace Officer license for Texas; must possess valid driver’s license. 

TCOLE Certification as a Crime Prevention Officer is preferred. 

 

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

• Texas Penal Code and Code of Criminal Procedures, criminal investigations, 
evidence collection, interrogation techniques, court proceedings, and other legal 
processes. 

• Sheriff’s Office policies, procedures and training.  

• Community Service program development and implementation. 

• Contemporary crime prevention practices. 

• Laws pertaining to the release of public information. 

• Office procedures and equipment. 

• Computer and emergency equipment functions. 

• Speak English. 
Ability to: 

• Manage workload and to effectively multitask and prioritize assignments. 

• Organize statistical information and records. 

• Define problems, collect data, establish facts, and draw valid conclusions and 
interpret an extensive variety of technical instructions. 

• Exercise judgment, decisiveness, and creativity required in uncertain, highly 
stressful situations.  

• Provide guidance assistance and/or interpretation to others on how to apply 
procedures and standards to specific situations. 

• Communicate verbally and in writing. 

• Understand and exchange information with supervisors, subordinates, and co-
workers when giving and receiving assignments and instructions. 

• Communicate and interact with general public, attorneys, judges, and local, state, 
and federal law enforcement officials. 

• Provide verbal direction to personnel in conformance of rules, regulations, and 
other directives. 
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• Follow safe work practices including workplace safety policies and procedures; 
analyze and recommend improvements to equipment and facilities. 

• Prolonged periods of sitting at a desk in front of a computer. 

• Operate a motor vehicle, sometimes at high rates of speed. 

• Use firearms, radios, radar gun, handcuffs, leg irons, stun cuff, taser, and first aid 
equipment. 

• Maintain physical ability in order to restrain offenders and perform self-defense 
tactics as needed. 

• Maintain regular and predictable attendance. 

Equal Opportunity 

Kendall County will not discriminate on the basis of race, color, religion, national origin, sex, 
including lesbian, gay, bi-sexual or transgender status, age, genetic information, pregnancy, 
veteran status, disability, or any other condition or status protected by law in hiring, promotion, 
demotion, raises, termination, training, discipline, use of employee facilities or programs, or any 
other benefit, condition, or privilege of employment except where required by state or federal 
law or where a bona fide occupational qualification (BFOQ) exists. Employees who need an 
accommodation as a result of a condition or status protected by law should advise their Elected 
Official, Appointed Official, Department Head, or the Human Resources Department. 
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