
 
Office of The Honorable José R. Rodríguez 

100 N. Ochoa St., Suite A, El Paso, TX 79901 
 
Senator José R. Rodríguez is seeking motivated social workers to handle Senate District 29's constituent 
services operations. The Constituent Affairs representative will be responsible for establishing, maintaining, 
and improving relations between the office of the Senator and his constituents, which primarily includes 
responding to constituent inquiries involving governmental agencies. In addition, the Constituent Affairs 
representative will work in close collaboration with the District Director to generate community outreach 
initiatives throughout the district, which extends from El Paso to the Big Bend region (El Paso, Hudspeth, 
Culberson, Jeff Davis, and Presidio Counties). A priority for the Constituent Affairs representative will be to 
establish relationships with constituents in the Senator's newly opened Mission Valley office located in 
Fabens, TX. Accordingly, the Constituent Affairs representative will be expected to work in the Fabens office 
as well as the downtown El Paso office.  
 
The preferred start date for the position is Monday January 27, 2014, in time for the Senator's annual staff 
development meeting, which will be held in Marfa, TX this year. We welcome interested candidates to apply 
to be a part of the Senator's professional team and a valuable asset to our vibrant community.  
 
Duties and Responsibilities include the following: 

 Assist constituents' requests for assistance with governmental agencies, including child support, 
workers’ compensation, health and human services cases, etc. 

 Perform highly responsible administrative functions relating to the timely and appropriate handling 
of public inquiries and requests for assistance 

o Enter preliminary information from all incoming constituent correspondence to include mail, 
fax, and phone calls into the state's Correspondence Management System (CMS) 

o Ensure prompt follow-up for constituents' requests and follow written office 
standards/guidelines for responding to requests 

o Input and maintain a list of contacts from local and governmental entities in CMS 
o Learn to use any software or computer programs afforded by the state for these purposes 

 Communicate with District Director about observed trends/reports 

 Actively promote the resources available through the office of the Senator and  facilitate contacts 
with other local and governmental entities 

 Attend and monitor governmental agency meetings and report significant activities/actions taken to 
the Senator and appropriate staff member 

 Represent the office of the Senator before elected officials and agency officials as needed and 
prepare memo of activity for Senator and appropriate staff members 

 In collaboration with District Director, assist constituents and various agencies within the district on 
regulatory and/or legislative issues related to governmental agencies and prepare memo of activity 
for Senator and appropriate staff members 

 
Credentials, Knowledge, Skills, Experience, and Abilities: 

 Must exhibit strong interpersonal management skills 

 Must be able to communicate effectively with elected officials, governmental agencies, and 
constituents 

 Microsoft Word, Excel, and Power Point proficiency is expected. 

 Spanish language is preferred but not mandatory. 
 
Please send resumes and writing samples to Andrés Durá at andres.dura@senate.state.tx.us.  

mailto:andres.dura@senate.state.tx.us

