
HRRM Form 3441  
Harris County, TX (03/01/2023)                

POSITION MANAGEMENT REQUEST FORM 

Business Unit Name:  __________________________________________________  Business Unit Number: _____________________  

Function Check 
Applicable Comments 

Position Update May require Commissioners Court approval 
Position Reclassification May require Commissioners Court approval 
New Position Request Requires Commissioners Court approval 
Is computer usage < 25%?  Yes  No Does not require annual Cybersecurity training if “Yes” 

Proposed Effective Date _________________________ 
Date must be the beginning of a pay period.  For requests requiring Commissioners 
Court approval, the earliest effective date will be the first pay period after approval. 

Grant Effective Date  From: ________________________         To: ____________________________ 

Current  
Use “Pos_List_File” (PCN Download) to complete all fields 

Proposed 
Complete all fields for a new position or change appropriate field(s) for 

existing position.  
Number of Positions 

Position Title Position Title (30 Spaces Maximum) 
Job Code Number Job Code Number 
Job Code Description Job Code Description 
Position Number Position Number (HRRM Use Only) 
Company (CS, FC, HC, JV or PA) Company (CS, FC, HC, JV or PA) 
Business Unit Business Unit 
Home Department ID Number Home Department ID Number 
Location Location 
Full Time, Part Time or Temporary  Full Time, Part Time or Temporary  
Budgeted Hours Budgeted Hours 
Salary Range Maximum Salary Range Maximum 
FLSA Code FLSA Code 
Reports To Position Number Reports To Position Number 
Fund Code Fund Code 
Funding Department ID Number Funding Department ID Number 
Account (Same for all Business Units) 510010 Account (Same for all Business Units) 510010 
Business Unit PC (Projects or Grants only) Business Unit PC (Projects or Grants only) 
Project/Grant (Projects or Grants only) Project/Grant (Projects or Grants only)  
Activity ID (Projects or Grants only) Activity ID (Projects or Grants only) 

SECTION I – TYPE OF REQUEST

SECTION II – REASON FOR REQUEST

SECTION IV – POSITION DATA 

SECTION III – PROPOSED EFFECTIVE DATE

_________________________________________________________       __________________________________ 
Business Unit Approval (Business Unit Head or Designee)   Date 
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HARRIS COUNTY JOB DESCRIPTION 

Job Title: 
 

Job Code: 
 

Department: 
 

 

Creation Date: 
 

 

FLSA Status: 
 

Revision Date:  

 
 
General Summary 
 
 
 
 
 
 
 
 
 
 
Duties & Responsibilities                                                                                        % of Time Spent 
                                                                                                                                     (5% or Greater)
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

glosmith
Underline

glosmith
Sticky Note
Accepted set by glosmith

glosmith
Sticky Note
None set by glosmith



 
 

Page | 2                                                                                                                                           Human Resources ϧ Risk Management 
January 1, 2019 

 

Knowledge, Skills and Abilities 
 
 
 
 
 
 
 

 
 
Work Environment 
 
 
 
 
 
 
 
Physical Demands 
 
 
 
 
 
 
 
 
 
Position Type and Typical Hours of Work 
 
 
 
 
 
 
 
 
 
Required Education / Experience  
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Other Duties 

Reporting Relationships 

Equal Opportunity Statement 

Harris County is an Equal Opportunity Employer and is committed to providing equal employment 
opportunities to all employees and applicants without regard to race, color, religion, sex, national 
origin, age, pregnancy, disability, genetic information, sexual orientation, gender identity or any other 
protected class in accordance with applicable federal and state laws.   

Job Description Approval 

This Job Description has been approved by the appropriate levels of management. 

Manager: _____________________________________________       Date: _______________________ 

HR Representative: _____________________________________ Date: _______________________ 

Employee signature below constitutes employee’s understanding of the requirements, essential duties and 
responsibilities of the position. 

Employee: ____________________________________________ Date: _______________________ 
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	Manager: 
	Date: 
	HR Representative: 
	Date_2: 
	Employee: 
	Date_3: 
	Job Code: 
	Job Title: Peer Support Specialist
	Creation Date: 
	Dept Name: ACCESS
	Revision Date: 
	FLSA Status: [Select]
	General Summary: Under the supervision of the Cohort Manager and Senior Program Manager, this role involves helping individuals navigate recovery from substance use disorders (SUD), offering support, education, and connections to critical resources that empower long-term wellness and recovery.
	% of Time Spent on Each: 30%


25%



25%



10%


10%
	Knowledge, Skills, & Abilities: -Proficient in the use of laptop, tablet, and cellphone along with Microsoft Office Suite software
-Understanding of and compassionate, non-judgmental attitude toward substance use disorders, harm reduction strategies, and mental health care
-Strong communication and interpersonal skills, with the ability to engage clients and collaborate with community partners
-Ability to work independently and as part of a multidisciplinary team, maintaining confidentiality and adhering to professional ethical standards
	Work Environment: This position may be required to work outside of normal business hours (evenings and weekends) and in various settings, including participants' homes, community outreach locations, and office environments. Travel will be required for outreach efforts, transporting and meeting with participants, as well as training.
	Physical Demands: Frequently required to sit or stand, use manual dexterity, speak, listen, hear, and write. Ability to walk 30-40 blocks or more on a regular basis. May occasionally lift and move up to 25 pounds and occasionally lift to 50 pounds.

	Position Type and Typical Hours of Work: This is a grant funded - full time position.
Days and hours of work are typically Monday through Friday, from 8:00 am to 5:00 pm. 
Other days and hours as necessary, including weekends and evenings.
This position is required to travel across the County.


	Required Education / Experience: -High school diploma or equivalent 
-Lived experience with recovery from addiction, mental illness, poverty 
-At least one (1) year of substance use services, advocacy, mentoring, and/or education experience
-Current valid certification issued and recognized by the Texas Certification Board (TCB) as a Peer Recovery Support Specialist (PRSS), Peer Recovery Specialist (PRS), Internationally Certified Peer Recovery (ICPR), Re-Entry Peer Specialist (JI-RPS), or Recovery Support Peer Specialist (RSPS)
-Valid Texas Driver's License
	Other Duties: This Job Description is not designed to cover or contain a comprehensive listing of activities, duties, or responsibilities that are required of the employee for this position. Management may, at its discretion, assign, or reassign duties and responsibilities to this job at any time.
	Duties & Responsibilities: -Developing Personalized Recovery Goals - Work closely with clients to set achievable, personalized substance use prevention, reduction, and recovery goals, empowering clients to make positive, lasting changes in their lives.
-Harm Reduction Outreach and Collaboration - Partner with local community organizations, law enforcement, and other stakeholders to expand access to harm reduction resources and recovery services such as opioid education, overdose prevention training, and distribution of Naloxone (Narcan).
-Client Advocacy & Ongoing Support - Be a fierce advocate for participants, ensuring they receive the support needed to stay engaged in recovery. Provide ongoing encouragement, resources, and guidance to help participants overcome obstacles and thrive in their recovery journey.
-Connecting Clients to Supportive Services - Connect individuals to the right behavioral health services, social supports, and SUD treatment programs
-Mental Health & Crisis Support - Screen clients for co-occurring mental health disorders and suicide risk. When necessary, provide referrals for crisis intervention and mental health care.
	Reporting Relationships: Reports To Position: Senior Manager
Supervises Positions: None
	If the job responsibilities include working before, during or after an emergency or disaster, check here chechbox: Yes
	RESET FORM: 
	If the job responsibilities include working before, during or after an emergency or disaster, check here: If the job responsibilities include working before, during or after an emergency or disaster, check here...
	Activity ID (Projects or Grants only): 10001 
	Signed Date_af_date: 02/27/2025
	Business Unit Name: Harris County Public Health
	Business Unit Number: 275
	Check ApplicablePosition Update Check box: Off
	Check ApplicablePosition Reclassification Check box: Off
	Check ApplicableNew Position Request Check box: Yes
	Is computer usage <25% Yes Check box: Off
	Is computer usage <25% No Check box: Yes
	SECTION II  REASON FOR REQUEST: Request for one new position due to business needs.
	Proposed Effective Date_af_date: 04/19/2025
	Grant Effective From Date_af_date: 9/1/2024
	Grant Effective To Date_af_date: 8/31/2025
	Number of Positions: 1
	Position Title: 
	Existing Position: Specialist, Peer Support
	Job Code Number: 
	Job Code Number_2: 000333 
	Job Code Description: 
	Job Code Description_2: Specialist II 
	Position Number: 
	Position Number HRRM Use Only: 
	Company CS FC HC JV or PA: 
	Company CS FC HC JV or PA_2: HC
	Business Unit: 
	Business Unit_2: 27500
	Home Department ID Number: 
	Home Department ID Number_2: 27591010 
	Location: 
	Location_2: 883A000 
	Full Time Part Time or Temporary: 
	Full Time Part Time or Temporary_2: Full Time
	Budgeted Hours: 
	Budgeted Hours_2: 40.00
	Salary Range Maximum: 
	Salary Range Maximum_2: $31.11 
	FLSA Code: 
	FLSA Code_2: N 
	Reports To Position Number: 
	Reports To Position Number_2: 10025046 
	Fund Code: 
	Fund Code_2: 2601 
	Funding Department ID Number: 
	Funding Department ID Number_2: 27550220
	510010Business Unit PC Projects or Grants only: 
	510010Business Unit PC Projects or Grants only_2: PH001 
	510010ProjectGrant Projects or Grants only: 
	510010ProjectGrant Projects or Grants only_2: FY25_OD2A 
	Signed date af date: 03/20/2025


