AGENDA
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY
COMMITTEE MEETING
TUESDAY, JULY 5, 2016
CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS
C. ELLEN CONNALLY COUNCIL CHAMBERS - 4" FLOOR
10:00 AM

. CALLTO ORDER

ROLL CALL

PUBLIC COMMENT RELATED TO THE AGENDA

. APPROVAL OF MINUTES FROM THE JUNE 7, 2016 MEETING

MATTERS REFERRED TO COMMITTEE

a) R2016-0104: A Resolution confirming the County Executive’s
appointment of Terry Allan to serve as Co-Chair on the Cuyahoga

Regional HIV Health Services Planning Council for an unexpired term

ending 6/30/2018, and declaring the necessity that this Resolution
become immediately effective.

b) R2016-0105: A Resolution confirming the County Executive’s

appointment of David Marquard to serve on the District One Public
Works Integrating Committee for an unexpired term ending 6/21/2018;
confirming the appointment of Christopher George to serve as alternate
to David Marquard; confirming the appointment of Nichole English to
serve as alternate to Michael W. Dever; and declaring the necessity that

this Resolution become immediately effective.

c) R2016-0117: A Resolution adopting various changes to the Cuyahoga
County Non-bargaining Classification Plan, and declaring the necessity

that this Resolution become immediately effective.
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6. MISCELLANEOUS BUSINESS
7. OTHER PUBLIC COMMENT

8. ADJOURNMENT

*Complimentary parking for the public is available in the attached garage at 900
Prospect. A skywalk extends from the garage to provide additional entry to the Council
Chambers from the 5th floor parking level of the garage. Please see the Clerk to obtain a
complimentary parking pass.

**Council Chambers is equipped with a hearing assistance system. If needed, please see
the Clerk to obtain a receiver.
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MINUTES
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY
COMMITTEE MEETING
TUESDAY, JUNE 7, 2016
CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS
C. ELLEN CONNALLY COUNCIL CHAMBERS — 4™ FLOOR
10:00 AM

1. CALLTO ORDER

Chairwoman Conwell called the meeting to order at 10:03 a.m.

2. ROLL CALL

Ms. Conwell asked Assistant Deputy Clerk Culek to call the roll. Committee
members Conwell, Germana and Miller were in attendance and a quorum was
determined. Committee members Gallagher and Brown entered the meeting
shortly after the roll call was taken.

3. PUBLIC COMMENT RELATED TO THE AGENDA

No public comments were given.

4. APPROVAL OF MINUTES FROM THE MAY 3, 2016 MEETING

A motion was made by Mr. Miller, seconded by Mr. Germana and approved by
unanimous vote to approve the minutes from the May 3, 2016 meeting.

5. MATTERS REFERRED TO COMMITTEE
a) R2016-0082: A Resolution adopting various changes to the Cuyahoga

County Non-bargaining Classification Plan, and declaring the necessity
that this Resolution become immediately effective.

Page 10f3

Page 3 of 57



Mr. Joseph Nanni, Chief of Staff, and Mr. Albert Bouchahine, Manager of
Classification and Compensation for the Personnel Review Commission, addressed
the Committee regarding Resolution No. R2016-0082. Discussion ensued.

Committee members asked questions of Mr. Nanni and Mr. Bouchahine pertaining
to the item, which they answered accordingly.

Ms. Conwell introduced a proposed substitute to Resolution No. R2016-0082.
Discussion ensued.

A motion was then made by Mr. Germana, seconded by Mr. Miller and approved
by unanimous vote to accept the proposed substitute [See Exhibit A].

On a motion by Mr. Germana with a second by Mr. Miller, Resolution No. R2016-
0082 was considered and approved by unanimous vote to be referred to the full
Council agenda with a recommendation for passage under second reading
suspension of the rules, as substituted.

b) R2016-0099: A Resolution confirming the County Executive’s
appointment of various individuals to serve on the Cuyahoga
Community College Board of Trustees for the term 6/23/2016 -
6/22/2021, and declaring the necessity that this Resolution become
immediately effective:

1) Reverend Cory Jenkins
2) Geralyn Presti

Mr. Chris Glassburn, Senior Policy Advisor, addressed the Committee regarding
Resolution No. R2016-0099. Discussion ensued.

Committee members asked questions of Mr. Glassburn pertaining to the item,
which he answered accordingly.

Reverend Cory Jenkins and Ms. Geralyn Presti addressed the Committee regarding
their nomination to serve on the Cuyahoga Community College Board of Trustees.
Discussion ensued.

Committee members asked questions of Rev. Jenkins and Ms. Presti pertaining to
their experience, expertise and qualifications, which they answered accordingly.

On a motion by Ms. Conwell with a second by Mr. Miller, Resolution No. R2016-
0099 was considered and approved by unanimous vote to be referred to the full
Council agenda with a recommendation for passage under second reading
suspension of the rules.
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6. MISCELLANEOUS BUSINESS

Mr. Glassburn provided the Committee with an update regarding upcoming board
appointments.

7. OTHER PUBLIC COMMENT

Ms. Anita Jackson and Ms. Laureen Beach addressed the Committee regarding
obtaining a site for the Judge Perry B. Jackson memorial.

8. ADJOURNMENT

With no further business to discuss, Chairwoman Conwell adjourned the meeting
at 11:00 a.m., without objection.
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EXHIBIT A

County Council of Cuyahoga County, Ohio

Resolution No. R2016-0082

Sponsored by: Councilmember A Resolution adopting various changes to

Conwell on behalf of Cuyahoga the Cuyahoga County Non-bargaining

County Personnel Review Classification Plan, and declaring the

Commission necessity that this Resolution become
immediately effective.

WHEREAS, Section 9.03 of the Charter of Cuyahoga County states that the
Cuyahoga County Personnel Review Commission shall administer a clear,
countywide classification and salary administration system for technical, specialist,
administrative and clerical functions with a limited number of broad pay ranges
within each classification; and

WHEREAS, Section 2.10 of the Cuyahoga County Personnel Policies and
Procedures Manual (Ordinances No. 02011-0015 and 02011-0028) states that the
employment of all classified County employees is subject to the provisions of the
Ohio Revised Code, the Ohio Administrative Code, the Cuyahoga County
Administrative Rules and the Policies and Procedures Manual; and

WHEREAS, the Personnel Review Commission submitted several proposed
changes to the Cuyahoga County Non-Bargaining Classification Plan; and

WHEREAS, the Personnel Review Commission considered this matter and has
undergone significant review, evaluation and modification of such submitted changes
to the Cuyahoga County Non-Bargaining Classification Plan; and

WHEREAS, on April 20, 2016, the Personnel Review Commission met and
recommended the classification changes (attached hereto as Exhibits A through Z),
and recommended to County Council the formal adoption and implementation of the
attached changes; and

WHEREAS, it is necessary that this Resolution become immediately effective in
order that critical services provided by Cuyahoga County can continue and to provide
for the usual, daily operation of a County entity.

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF
CUYAHOGA COUNTY, OHIO:

SECTION 1. That the Cuyahoga County Council hereby adopts the following
changes to the Cuyahoga County Non-bargaining Classification Plan:
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New Classifications: (See Attached Classification Specifications)

Exhibit A:

Exhibit B:

Exhibit C:

Exhibit D:

Exhibit E:

Exhibit F:

Exhibit G:

Exhibit H:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Communications/9-1-1 Planner
1062441
9

Emergency Management Specialist
1062421
8

Emergency Management Supervisor
1062422
13

Forensic Scientist 3 — Drug Chemistry
1071252
12

Forensic Scientist 1 — Firearms & Toolmarks
1071281
10

Hazardous Materials (HazMat) Coordinator
1062412
10

Quality Assurance Supervisor
1062432
10

Wellness Coordinator
1053671
11

Proposed Revised Classifications:

Exhibit I:

Class Title:

Number:

Pay Grade:

9-1-1 Coordinator
1062451
7

*Revised essential job functions to reflect the current duties.
Updated spec to new format to include distinguishing
characteristics, FLSA status, and percentages of time for essential
functions. The pay grade changed from 7 to 8.
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Exhibit J:

Exhibit K:

Exhibit L:

Exhibit M:

Exhibit N:

Exhibit O:

Class Title:  CECOMS Operations Supervisor

Number: 1041311

Pay Grade: 9

*Revised essential job functions to reflect the current duties.
Updated spec to new format to include distinguishing
characteristics, FLSA status, and percentages of time for essential
functions.

Class Title:  Development Housing Specialist

Number: 1055221

Pay Grade: 8

*Revised essential job functions to reflect the current duties.
Updated spec to new format to include distinguishing
characteristics, FLSA status, and percentages of time for essential
functions.

Class Title:  Emergency Operations Supervisor

Number: 1062432

Pay Grade: 10

*Revised pay grade from 10 to 11 and changed title to Senior
CECOMS Operations Supervisor.

Class Title: ~ Emergency Services Administrator

Number: 1062435

Pay Grade: 16

*Changed title to CECOMS Manager and changed pay grade from
16 to 17.

Class Title:  Environmental Specialist

Number: 1062411

Pay Grade: 6

*The essential job functions have been updated to better reflect the
current duties. Updated spec to new format to include
distinguishing characteristics, FLSA status, and percentages of
time for essential functions. The pay grade changed from 6 to 5.

Class Title:  GIS Analyst

Number: 1053192

Pay Grade: 9B

*The classification’s essential job functions and minimum
requirements have been revised to better reflect the current job
duties. The pay grade increased from 9B to 10B.

3
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Exhibit P:

Exhibit Q:

Exhibit R:

Exhibit S:

Exhibit T:

Class Title:  GIS Planning and Development Manager
Number: 1053193

Pay Grade: 17B

*Classification number changed from 1053193 to 1053194 to
accommodate for a new classification.

Class Title:  GIS Specialist

Number: 1053191

Pay Grade: 7

*The essential job functions and minimum requirement have been
revised to better reflect the current job duties. The pay grade is
changing from pay grade 7 to 7B.

Class Title:  Kennel Manager

Number: 1022433

Pay Grade: 13

*The classification title is changing to Animal Shelter
Administrator. The essential job functions have been updated.
Updated spec to new format to include distinguishing
characteristics, FLSA status, and percentages of time for essential
functions. The pay grade is increasing from 13 to 15.

Class Title:  Kennel Operations Supervisor

Number: 1022431

Pay Grade: 7

*The classification title is changing to Animal Shelter Medical
Supervisor to better reflect the current duties. The essential job
functions have been updated to better reflect the current duties.
Updated spec to new format to include distinguishing
characteristics, FLSA status, and percentages of time for essential
functions.

Class Title:  Parking Facility Manager

Number: 1042422

Pay Grade: 10

*The essential job functions have been updated to better reflect the
current duties. Updated spec to new format to include
distinguishing characteristics, FLSA status, and percentages of
time for essential functions.

4
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Exhibit U:

Exhibit V:

Exhibit W:

Exhibit X:

Exhibit Y:

Class Title:  Printing Coordinator

Number: 1061211

Pay Grade: 7

* The essential job functions have been updated to better reflect
the current duties. Updated spec to new format to include
distinguishing characteristics, FLSA status, and percentages of
time for essential functions.

Class Title:  Forensic Pathologist 2

Number: 1071412

Pay Grade: 27

*The minimum requirements and training have been revised to
better reflect the classification.

Class Title:  Forensic Pathologist 3

Number: 1071413

Pay Grade: 28

*The minimum requirements and training have been revised to
better reflect the classification.

Class Title:  Forensic Scientist 1 - Toxicology

Number: 1071241

Pay Grade: 10

*The minimum requirements and training have been revised to
better reflect the classification.

Class Title:  Web Maintenance Technician

Number: 1011251

Pay Grade: 4B

*Based on a position audit, essential job functions were revised to
better reflect the current job duties and resulted in the pay grade
evaluation increase to 6B.

Proposed Deleted Classifications:

Exhibit Z:

Class Title:  Support Officer Supervisor
Number: 1056611
Pay Grade: 11

SECTION 2. It is necessary that this Resolution become immediately effective
for the usual daily operation of the County; the preservation of public peace, health,
or safety in the County; and any additional reasons set forth in the preamble. Provided
that this Resolution receives the affirmative vote of at least eight members of Council,
it shall take effect and be in force immediately upon the earliest occurrence of any of
the following: (1) its approval by the County Executive through signature, (2) the
expiration of the time during which it may be disapproved by the County Executive
under Section 3.10(6) of the Cuyahoga County Charter, or (3) its passage by at least

5
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eight members of Council after disapproval pursuant to Section 3.10(7) of the
Cuyahoga County Charter. Otherwise, it shall take effect and be in force from and
after the earliest period allowed by law.

SECTION 3. It is found and determined that all formal actions of this Council
relating to the adoption of this Resolution were adopted in an open meeting of the
Council, and that all deliberations of this Council and of any of its committees that
resulted in such formal action were in meetings open to the public, in compliance
with all legal requirements, including Section 121.22 of the Ohio Revised Code.

On a motion by , seconded by , the foregoing Resolution was
duly adopted.
Yeas:
Nays:
County Council Vice-President Date
County Executive Date
Clerk of Council Date

First Reading/Referred to Committee: April 26, 2016
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal CC022
June 14, 2016

6
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County Council of Cuyahoga County, Ohio

Resolution No. R2016-0104

Sponsored by: County Executive A Resolution confirming the County
Budish Executive’s appointment of Terry Allan to
serve as Co-Chair on the Cuyahoga
Regional HIV Health Services Planning
Council for an unexpired term ending
6/30/2018, and declaring the necessity that
this  Resolution become immediately
effective.

WHEREAS, the goal of the Cuyahoga Regional HIV Health Services Planning
Council is to identify HIV positive individuals and to link them into appropriate care
and living situations to improve health outcomes comprised of Transitional Grant
Area of Ashtabula, Cuyahoga, Geauga, Lake, Lorain and Medina Counties; and

WHEREAS, the Membership and Outreach committee of the Cuyahoga Regional
HIV Health Services Planning Council recommend the nominees based on satisfying
the Membership guidelines as outlined in the 2009 Ryan White Treatment Extension
Act, Section 2602, matching Membership positions that were needed on the Planning
Council, and those who acknowledged the time requirements for membership; and

WHEREAS, the Regional HIV Health Services Planning Council is a 40 member
body serving staggered terms; and

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards and
Commissions, states that “[w]hen general law or any agreement with another public
agency or court order provides for appointment of members of a special board or
commission or other agency by the board of county commissioners, such appointment
shall be made by the County Executive, subject to confirmation by the Council;” and

WHEREAS, the County Executive Armond Budish has nominated Terry Allan to
serve as Co-Chair on the Cuyahoga Regional HIV Health Services Planning Council
for an unexpired term ending 6/30/2018; and

WHEREAS, this Council by a vote of at least eight (8) members determines that
it is necessary that this Resolution become immediately effective in order that Charter
requirements can be complied with and critical services provided by Cuyahoga
County can continue, and to provide for the usual, daily operation of a County Board.

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF
CUYAHOGA COUNTY, OHIO:
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SECTION 1. The Cuyahoga County Council hereby confirms the County
Executive’s appointment of Terry Allan to serve as Co-Chair on the Cuyahoga
Regional HIV Health Services Planning Council for an unexpired term ending
6/30/2018.

SECTION 2. It is necessary that this Resolution become immediately effective
for the usual daily operation of the County; the preservation of public peace, health,
or safety in the County; and any additional reasons set forth in the preamble. Provided
that this Resolution receives the affirmative vote of eight members of Council, this
Resolution shall become immediately effective.

SECTION 3. Itis found and determined that all formal actions of this Council
concerning and relating to the adoption of this Resolution were adopted in an open
meeting of the Council, and that all deliberations of this Council and of any of its
committees that resulted in such formal action were in meetings open to the public, in
compliance with all legal requirements, including Section 121.22 of the Ohio Revised
Code.

On a motion by , seconded by , the foregoing Resolution was
duly adopted.
Yeas:
Nays:
County Council President Date
Clerk of Council Date

First Reading/Referred to Committee: June 14, 2016
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
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County Council of Cuyahoga County, Ohio

Resolution No. R2016-0105

Sponsored by: County Executive A Resolution confirming the County
Budish Executive’s  appointment of  David
Marquard to serve on the District One
Public Works Integrating Committee for an
unexpired term  ending  6/21/2018;
confirming the appointment of Christopher
George to serve as alternate to David
Marquard; confirming the appointment of
Nichole English to serve as alternate to
Michael W. Dever; and declaring the
necessity that this Resolution become
immediately effective.

WHEREAS, the District One Public Works Integrating Committee (DOPWIC)
of Cuyahoga County evaluates capital improvement projects submitted by its local
subdivisions using a project selection criteria based on criteria listed in the Ohio
Revised Code Section 164; and

WHEREAS, the District One Public Works Integrating Committee seeks to
preserve the functional integrity of existing infrastructure in Cuyahoga County, and
uses the allocations of funds to improve public health and safety while enhancing
economic development and overall wellness for the County; and

WHEREAS, pursuant to the Ohio Revised Code Section 164.04, the District
One Public Works Integrating Committee is composed of seven members who
represent both the public and private sectors; and

WHEREAS, the Cuyahoga County Charter Section 6.04 entitled, Special Boards
and Commissions states that “[w]hen general law or any agreement with another
public agency or court order provides for appointment of members of a special board
or commission or other agency by the board of county commissioners, such
appointment shall be made by the County Executive, subject to confirmation by the
Council;” and

WHEREAS, County Executive Budish has nominated David Marquard to serve

on the District One Public Works Integrating Committee for an unexpired term
ending 6/21/2018; and
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WHEREAS, County Executive Budish has nominated Christopher George to
serve on the District One Public Works Integrating Committee as alternate to David
Marquard; and

WHEREAS, on June 9, 2015, the Cuyahoga County Council adopted Resolution
No. R2015-0101 confirming the appointment of Michael W. Dever to serve on the
District One Public Works Integrating Committee for the term 6/22/2015 - 6/21/2018;
and

WHEREAS, County Executive Budish has nominated Nichole English to serve
on the District One Public Works Integrating Committee as alternate to Michael W.
Dever; and

WHEREAS, this Council by a vote of at least eight (8) members determines that
it is necessary that this Resolution become immediately effective in order that Charter
requirements can be complied with and critical services provided by Cuyahoga
County can continue, and to provide for the usual, daily operation of a County Board.

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF
CUYAHOGA COUNTY, OHIO:

SECTION 1. That the Cuyahoga County Council hereby confirms the County
Executive’s appointment of David Marquard to serve on the District One Public
Works Integrating Committee for an unexpired term ending 6/21/2018.

SECTION 2. That the Cuyahoga County Council hereby confirms the County
Executive’s appointment of Christopher George to serve on the District One Public
Works Integrating Committee as alternate to David Marquard.

SECTION 3. That the Cuyahoga County Council hereby confirms the County
Executive’s appointment of Nichole English to serve on the District One Public
Works Integrating Committee as alternate to Michael W. Dever.

SECTION 4. It is necessary that this Resolution become immediately effective
for the usual daily operation of the County and the reasons set forth in the preamble.
Provided that this Resolution receives the affirmative vote of at least eight members
of Council, it shall take effect and be in force immediately upon the earliest
occurrence of any of the following: (1) its approval by the County Executive through
signature, (2) the expiration of the time during which it may be disapproved by the
County Executive under Section 3.10(6) of the Cuyahoga County Charter, or (3) its
passage by at least eight members of Council after disapproval pursuant to Section
3.10(7) of the Cuyahoga County Charter. Otherwise, it shall take effect and be in
force from and after the earliest period allowed by law.

SECTION 5. It is found and determined that all formal actions of this Council
concerning and relating to the adoption of this Resolution were adopted in an open
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meeting of the Council, and that all deliberations of this Council and of any of its
committees that resulted in such formal action were in meetings open to the public, in
compliance with all legal requirements, including Section 121.22 of the Ohio Revised
Code.

On a motion by , seconded by , the foregoing Resolution was
duly adopted.
Yeas:
Nays:
County Council President Date
Clerk of Council Date

First Reading/Referred to Committee: June 14, 2016
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
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County Council of Cuyahoga County, Ohio

Resolution No. R2016-0117

Sponsored by: Councilmember A Resolution adopting various changes to

Conwell on behalf of Cuyahoga the Cuyahoga County Non-bargaining

County Personnel Review Classification Plan, and declaring the

Commission necessity that this Resolution become
immediately effective.

WHEREAS, Section 9.03 of the Charter of Cuyahoga County states that the
Cuyahoga County Personnel Review Commission shall administer a clear,
countywide classification and salary administration system for technical, specialist,
administrative and clerical functions with a limited number of broad pay ranges
within each classification; and,

WHEREAS, Section 2.01 of the Cuyahoga County Personnel Policies and
Procedures Manual (Ordinance Nos. 02011-0015 and 02011-0028) states that the
employment of all classified County employees is subject to the provisions of the
Ohio Revised Code, the Ohio Administrative Code, the Cuyahoga County
Administrative Rules and the Policies and Procedures Manual; and

WHEREAS, the Personnel Review Commission submitted several proposed
changes to the Cuyahoga County Non-bargaining Classification Plan; and

WHEREAS, the Personnel Review Commission considered this matter and has
undergone significant review, evaluation and modification of such submitted changes
to the Cuyahoga County Non-bargaining Classification Plan; and

WHEREAS, on 6/15/2016, the Personnel Review Commission met and
recommended the classification changes (attached hereto as Exhibits A through J) and
recommends to County Council the formal adoption and implementation of the
attached changes; and

WHEREAS, it is necessary that this Resolution become immediately effective in
order that critical services provided by Cuyahoga County can continue and to provide
for the usual, daily operation of a County entity.

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF
CUYAHOGA COUNTY, OHIO:

SECTION 1. That the Cuyahoga County Council hereby adopts the following
changes to the Cuyahoga County Non-bargaining Classification Plan:
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Modification of the following Classifications: (See Attached Classification
Specifications)

Proposed Deleted Classifications:

Exhibit A: Class Title:  Account Technician
Class Number: 1013213
Pay Grade: 5
Exhibit B: Class Title: ~ Administrative Clerk
Class Number: 1011121
Pay Grade: 3
Exhibit C: Class Title: ~ Commercial/Industrial Appraiser
Number: 1057201
Pay Grade: 10
Exhibit D: Class Title:  Data Collector
Number: 1057101
Pay Grade: 5
Exhibit E: Class Title:  Inspector
Number: 1055161
Pay Grade: 5
Exhibit F: Class Title:  Microfilm Technician
Number: 1011142
Pay Grade: 3
Exhibit G: Class Title:  Residential/Agricultural Appraiser
Number: 1057202
Pay Grade: 8
Exhibit H: Class Title: ~ Scanning Reviewer
Number: 1011141
Pay Grade: 1
Exhibit I: Class Title: ~ Senior Commercial/Industrial Appraiser
Number: 1057202
Pay Grade: 11
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Exhibit J: Class Title:  Senior Residential/Agricultural Appraiser
Number: 1057103
Pay Grade: 9

SECTION 2. It is necessary that this Resolution become immediately effective
for the usual daily operation of the County; the preservation of public peace, health,
or safety in the County; and any additional reasons set forth in the preamble. Provided
that this Resolution receives the affirmative vote of at least eight members of Council,
it shall take effect and be in force immediately upon the earliest occurrence of any of
the following: (1) its approval by the County Executive through signature, (2) the
expiration of the time during which it may be disapproved by the County Executive
under Section 3.10(6) of the Cuyahoga County Charter, or (3) its passage by at least
eight members of Council after disapproval pursuant to Section 3.10(7) of the
Cuyahoga County Charter. Otherwise, it shall take effect and be in force from and
after the earliest period allowed by law.

SECTION 3. It is found and determined that all formal actions of this Council
relating to the adoption of this Resolution were adopted in an open meeting of the
Council, and that all deliberations of this Council and of any of its committees that
resulted in such formal action were in meetings open to the public, in compliance
with all legal requirements, including Section 121.22 of the Ohio Revised Code.

On a motion by , seconded by , the foregoing Resolution was
duly adopted.
Yeas:
Nays:
County Council President Date
County Executive Date
Clerk of Council Date

First Reading/Referred to Committee: June 28, 2016
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
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Senior Commercial/Industrial 1057202
Appraiser

11 Fiscal Office

Senior Residential/Agricultural 1057103
Appraiser

9 Fiscal Office

cc:  Deborah Southerington, Commissioner
Robert Wolff, Commissioner
Rebecca Kopcienski, PRC Director
Armond Budish, County Executive
Douglas Dykes, Chief Talent Officer
Holly Woods, Dir. of HR Benefits and Compensation
Melissa Foldesi, Compensation Manager
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Joseph Nanni, Council Chief of Staff
Kelli Neale, Program Officer 4
Jeanne Schmotzer, Clerk of Council
Melinda Burt, Law Department
Kristen Moore, Paralegal

Robert Triozzi, Law Director
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EXHIBIT A
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Accounting Technician . 1013213

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma supplemented with business vocational training with three (3) years experience in
bookkeeping or clerical accounting; or an equivalent combination of education, training, and experience.

Additional Requirements

No licenses or corticated required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

e Ability to operate a variety of automated office machines including computers and peripheral
equipment.

Supervisory Responsibilities

No supervisory requirements.

Mathematical Ability

+  Ability to add, subtract, multiply, and divide.

Language Ability & Interpersonal Communication

¢ Requires the ability to perform basic level of data analysis including the ability to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank,
investigate and problem solve. Requires discretion in determining and referencing such to
established standards to recognize interactive effects and relationships.

e  Ability to comprehend a variety of informational documents including reports generated by the
computer system, vouchers, tax settlement vouchers, financial statements, and revenue receipts.

o Ability to comprehend a variety of reference books and manuals including computer software
manual and policies and procedure manuals.

o Ability to prepare vouchers, reports, journal entries and other job related documents using
prescribed format and conforming to all rules of punctuation, grammar, diction and style.

¢ Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department.

» Ability to use and interpret accounting terminology and language.

« Ability to communicate with vendors, co-workers, supervisors, and employees and managers of
other departments.

© Archer Company
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Accounting Technician 1013213

Environmental Adaptability

» Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.

© Archer Company
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Ciass Title: | Administrative Clerk Class Number: 1011121
FLSA: Non - Exempt Pay Grade: 3
Dept: Fiscal Office

Classification Function

The purpose of this classification is to perform a variety of general clerical work in support of the
organizational unit to which assigned; to provide word processing and data entry support; and to
provide general information and assistance to staff and the public.

Distinguishing Characteristics

This is a journey-level clerical classification. Employees at this level receive only occasional instruction
or assistance as new or unusual situations arise and are expected to become fully aware of operating
procedures and policies of the work unit. This class works under a well defined framework of policies

and procedures

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as

exclusive or all-inclusive. Other duties may be required and assigned.

: 30% +/- 10%
. Assists and responds to requests for information from staff and the public in person or by phone,

provides basic information on department and assigned program policies and procedures;
assists in the registration of participants in assigned County sponsored programs; issues,
receives types and processes various applications, reports, permits, licenses and other forms;

collects and processes fees and charges.

20% +/- 10%

. Types, enters, records, proofreads and processes a variety of documents including general
correspondence, reports, memos and statistical charts from rough draft, Dictaphone recordings

or verbal instruction; may compose routine correspondence.

20% +/- 10%

. Performs various clerical duties on a computer which may include data processing, entering data
into a spreadsheet or database program; may perform routine system back-up duties; runs

computer reports as requested; processes department reports.

10% +/- 10%

. Maintains a variety of statistical records; checks and tabulates statistical data; prepares routine

statistical reports.
20% +/- 10%

. Performs a wide variety of routine clerical work including sorting, filing, copying, billing, verifying,

recording information on records and sending delinquent notices when necessary.

EXHIBIT B
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Administrative Clerk

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma with two (2) years experience including public contact, or an equivalent
combination of education, training, and experience.

Additional Requirements

No licenses or corticated required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

Ability to operate a variety of automated office machines including computers and peripheral
equipment.

Supervisory Responsibilities

No supervisory requirements.

Mathematical Ability

Ability to add, subtract, multiply, and divide.

Language Ability & Interpersonal Communication

Requires the ability to perform basic level of data analysis including the ability to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank,
investigate and problem solve. Requires discretion in determining and referencing such to
established standards to recognize interactive effects and relationships.

Ability to comprehend a variety of informational documents including emails, forms, reports,
memos and correspondence.

Ability to comprehend a variety of reference books and manuals including computer software
manual and policies and procedure manuals.

Ability to prepare vouchers, reports, data entry and other job related documents using prescribed
format and conforming to all rules of punctuation, grammar, diction and style.

Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department.

Ability to use and interpret general administrative terminology and language.

Ability to communicate with vendors, co-workers, supervisors, and employees and managers of
other departments.

© Archer Company Proposed August 2011
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Administrative Clerk

Environmental Adaptability

*  Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents fo discuss potential accommodations with the employer.
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Commercial/Industrial Appraiser

» Ability to communicate with taxpayers, co-workers, supervisors, property owners, brokers, and
property managers, and attorneys.

Environmental Adaptability

o Work is often performed in the field where employees may be subject to hot and cold weather,
fumes, odors, dust and foud noises.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Data Collector Class Number: 1057101
FLSA: Non - Exempt Pay Grade: 5
Dept: Fiscal Office - Auditor

Classification Function
The purpose of this classification is to assist in the development of an opinion of the value of real
property by which taxes can be assessed.

Distinguishing Characteristics

This is the journey level classification, working under general supervision within a framework of well
defined policies, procedures, and regulations. Incumbents independently perform daily assignments,
often outside of proximity of their supervisor. Incumbents are expected to become fully aware of
operating procedures and policies.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.

70% +/- 20%

. Collects and verifies information pertaining to a real property improvement in the field; adds or
removes real property value based on building permits; measures improvements or the dwelling
for square footage; performs sketching of a residential home or changes sketch; verifies or
changes land use code; determines percentage of real property completion; determines
characteristics, construction quality and condition of new dwellings; conducts interior inspection if
necessary; interacts with municipal building departments and taxpayers; interacts with police
departments to inform them of appraisal activities.

30% +/- 10%
. Conducts sales verifications; conducts parcel accounting, performs data entry; answers phone
for real property value questions; reconciles mileage and expenses; routes next day’s work.
Minimum Training and Experience Required to Perform Essential Job Functions
High school diploma supplemented with vocational school/coursework in real estate appraisal courses
with two (2) years experience requiring public contact; or an eguivalent combination of education,
training, and experience.

Additional Requirements

No additional requirements.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

+ Ability to operate a variety of automated office machines including computers and peripheral
equipment.and conduct physically collect measurements of dwellings.

EXHIBIT D
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Data Collector

Supervisory Responsibilities

No supervisory requirements.

Mathematical Ability

Ability to add, subtract, multiply, divide and calculate decimals and percentages.

Language Ability & Interpersonal Communication

Requires the ability to perform basic level of data analysis including the ability to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank,
investigate and problem solve. Requires discretion in determining and referencing such to
established standards to recognize interactive effects and relationships.

Ability to comprehend a variety of informational documents including a building permits, Graphic
User Interface (GUI), sales verification reports, and plat maps.

Ability to comprehend a variety of reference books and manuals including plat maps, conversion
tables, new construction manual, GUI and blueprints.

Ability to prepare weekly activity reports, mileage reports, new construction sheets, office permits
and other job related documents using prescribed format and conforming to all rules of
punctuation, grammar, diction and style.

Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department.

Ability to use and interpret real estate appraisal terminology and language.

Ability to communicate with co-workers, supervisor, other County employees, taxpayers,
municipal building officials and the general public.

Environmental Adaptability

Work is often performed in the field where employees may be subject to hot and cold weather,
fumes, odors, dust and loud noises.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.

© Archer Company
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Inspector Class Number: 1055161
FLSA: Non - Exempt Pay Grade: 5
Dept: Fiscal Office - Auditor

Classification Function
The purpose of this classification is to verify the accuracy of transactions involving a count, weight, or
measure of products sold to the general public; to maintain related records.

Distinguishing Characteristics
This is the journey level classification, working under general supervision within a framework of well
defined policies, procedures, and regulations. Incumbents independently perform daily assignments,
often outside of proximity of their supervisor. iIncumbents are expected to become fully aware of

operating procedures and policies. This class requires extensive public contact in enforcement of laws
and regulations.

Essential Job Functions

The following duties are normal for this classification.

These are not to be construed as

exclusive or all-inclusive. Other duties may be required and assigned.

60% +/- 20%
Tests scales including computing, spring, counter, platform, jeweler, prescription, and point of
sales scales for accuracy, correctness, and appropriate electrical/mechanical functions; scans
products to determine price accuracy of prices; tests digital computing scales to include checking
interface with other electronic cashiering equipment; tests balances for sensitivity requirements
and shift error; tests graduate and linear measures; verifies tare weights; inspects and tests other
mechanical and electronic scales; accepts or rejects scales based on outcome of testing.

20% +/- 10%
Tests retail service station petroleum dispensers to determine accuracy; inspects hose condition
and device functioning; test diesel fast-flow meters; tests for suppressed values; test
effectiveness of anti-drain valve; and checks money value computations; tests vehicle tank
meters and other mechanical and electronic liquid measuring devices; accepts or rejects
dispensers based on outcome of testing.

10% +/- 5%
Investigates consumer complaints and takes action to resolve the complaint; completes forms
and write reports.

10% +/- 5%
Informs business owners/managers and/or device operators of applicable laws, specifications
and tolerances; informs them of outcome of inspection and test, and of action required to correct
devices not meeting specifications or tolerances.

EXHIBIT E
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Inspector

Environmental Adaptability

+  Work is often performed in the field where employees may be subject to hot and cold weather,
fumes, odors, dust and loud noises.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Microfilm Technician Class Number: 1011142
FLSA: Non - Exempt Pay Grade: 3
Dept: Fiscal Office - Recorder

Classification Function
The purpose of this classification is to scan, archive and organize deeds, mortgages, legal documents
and special projects.

Distinguishing Characteristics

This is an entry level clerical classification with responsibility for performing activities in the Microfilm
unit of the Fiscal Office. This class works under general supervision from the unit manager, and is
responsible for performing duties in a timely and accurate manner. The employee works within a
framework of well defined regulations, policies, and procedures.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.

55% +/- 10%
Develops microfiim to provide accessible public record of recorded documents; transfers
documents recorded each day for computer database to microfilm; reviews image quality;
transfers documents images from main computer to archive writer.

30% +/- 10%
Completes special projects requested by other departments to archive records from computer
databases.

: 15% +/- 5%
Segments documents on film by date; maintains Kodak processor for film development per ORC.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma with two (2) years experience in bookkeeping or clerical accounting, or an
equivalent combination of education, training, and experience.

Additional Requirements

No licenses or certifications required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

+  Ability to operate a variety of automated office machines including computers, scanners, Archive
Film Kodak Writer and peripheral equipment.

Supervisory Responsibilities EXHIBIT F
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Microfilm Technician

No supervisory requirements.

Mathematical Ability

Ability to add, subtract, multiply, and divide.

Language Ability & Interpersonal Communication

Requires the ability to perform basic level of data analysis including the ability to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank,
investigate and problem solve. Requires discretion in determining and referencing such to
established standards to recognize interactive effects and relationships.

Ability to comprehend a variety of informational documents including deeds, mortgages, land
contract, liens, easements, reports and images.

Ability to comprehend a variety of reference books and manuals including Kodak processing
manual and policies and procedure manuals.

Ability to prepare microfilm, reports and other job related documents using prescribed format and
conforming to all rules of punctuation, grammar, diction and style.

Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department.

Ability to use and interpret general office and administrative terminology and language.

Ability to communicate with vendors, co-workers, supervisors, and employees and managers of
other departments.

Environmental Adaptability

Work is typically performed in an office environment.

Cuyahoga Counly is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accornmodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Residential/Agricultural Appraiser Class Number: 1057102
FLSA: Non - Exempt Pay Grade: 8
Dept: Fiscal Office - Auditor

Classification Function

The purpose of this classification is to appraise residential, condominium, and agricultural properties
for tax purposes; to be responsible for the Current Agricultural Use Value (CAUV), Agricultural District,
and the Ohio Forest Tax Law - ForestLand (OFTL) programs and correspondence; to perform
valuation for Oil and Gas Wells Mineral Rights.

Distinguishing Characteristics

This is a journey level classification with responsibiiity for performing technical activities in the Real
Estate Appraisal division in the Fiscal Office. This class works under technical and functional
oversight from a Senior Residential/Agricultural Appraiser, and is responsible for performing duties in a
timely and accurate manner. The employee works within a framework of established regulations,
policies, and procedures.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.

30% +/- 5%
. Performs annual maintenance for a variety of properties including new condominium and
conversion data collection, neighborhood maintenance, sales verification, parcel accounting,
quality control, sub-register splits and consolidations, and new construction.

2% +/- 5%
. Determines the value of residential property in the County; researches property information and
performs field inspections of new construction and major improvements to existing structures for
value determination; handles petitions to change values.

60% +/- 5%

. Oversees the CAUV, OFTL and Mineral rights programs; assists taxpayers; maintains paperwork
and files; appraises commercial agricultural properties and residential properties; performs data
entry and queries on the computer; reviews permit lists for oil and gas wells; mails new and
renewal applications and letters; prepares petitions, tax abstracts, reconciliations, and listings;
processes applications and approves or disapproves of same; develops forms and information
sheets; maintains schedules of deadlines and activities and develops new data and valuations

during update and re-appraisal years.
8% +/- 0%
. Communicates with builders, sales office staff, condominium associations, building departments,

taxpayers, realty offices and internet realty sites; assists with computer program development and
maintenance.

EXHIBIT G
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Residential/Agricultural Appraiser
Environmental Adaptability

»  Work may be performed in the field where employees may be subject to hot and cold weather,
fumes, odors, dust and loud noises.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Scanning Reviewer Class Number: 1011141
FLSA: Non - Exempt Pay Grade: 1
Dept: Fiscal Office

Classification Function
The purpose of this classification is to review and input previously scanned documents within the

Fiscal Office’s imaging system.

Distinguishing Characteristics

This is an entry level clerical classification with responsibility for performing activities in the Records
Management unit of the Fiscal Office. This class works under direct supervision from the unit
manager, and is responsible for performing duties in a timely and accurate manner. The employee
works within a framework of well defined regulations, policies, and procedures.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.

80% +/- 10%
Preps the documents by cropping, cleaning, rotating and straightening the images; searches and
edits documents for missing pages, page numbers and volume numbers; ensures documents

are numbered sequentially.

10% +/- 10%
Locates specific documents on CD ROM that are missing in computer system; copies missing
documents into computer system.

10% +/- 5%
Searches microfilm for errars, mistakes or missing documents that were not scanned.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma with six (6) months experience in general clerical work, or an equivalent
combination of education, training, and experience.

Additional Requirements

No licenses or certifications required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

o Ability to operate a variety of automated office machines including computers, scanners, and
peripheral equipment.

Supervisory Responsibilities
© Archer Company EXHIBIT H
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Scanning Reviewer 1011141

No supervisory requirements.

Mathematical Ability

Ability to add, subtract, multiply, and divide.

Language Ability & Interpersonal Communication

Requires the ability to perform basic level of data analysis including the ability to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank,
investigate and problem solve. Requires discretion in determining and referencing such to
established standards to recognize interactive effects and relationships.

Ability to comprehend a variety of informational documents including deeds, mortgages, land
contract, plat maps, reports and images.

Ability to comprehend a variety of reference books and manuals including Kodak processing
manual and policies and procedure manuals.

Ability to prepare documents, reports and other job related documents using prescribed format
and conforming to all rules of punctuation, grammar, diction and style.

Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department.

Ability to use and interpret general office and administrative terminology and language.

Ability to communicate with vendors, co-workers, supervisors, and employees of other
departments.

Environmental Adaptability

Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.

© Archer Company
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Senior Commercial/Industrial Appraiser

» Ability to use and interpret real estate appraisal, financial analysis and building terminology and
tanguage. .

« Ability to communicate with taxpayers, building departments, Real Property Department, non-
profit organizations, the Board of Revision, property owners and property managers, and
attorneys.

Environmental Adaptability

o Work is often performed in the field where employees may be subject to hot and cold weather,
fumes, odors, dust and loud noises.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Senior Residential/Agricultural Appraiser Class Number: 1057103
FLSA: Non - Exempt Pay Grade: 9
Dept: Fiscal Office - Auditor :

Classification Function

The purpose of this classification is to appraise more complex and high value residential,
condominium, and agricuitural properties for tax purposes; to be responsible for the Current
Agricultural Use Value (CAUV), Agricultural District, and the Ohio Forest Tax Law - ForestLand (OFTL)
programs and correspondence; to perform valuation for Oil and Gas Wells Mineral Rights.

Distinguishing Characteristics

This is an advanced journey level classification with responsibility for performing technical activities in
the Real Estate Appraisal division in the Fiscal Office. This class works under technical and functional
oversight from the Appraisal Manager Residential/Agricultural, and is responsible for performing duties
in a timely and accurate manner. The employee works within a framework of established regulations,

policies, and procedures.
Essential Job Functions

The following duties are normal for this classification. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.

30% +/- 5%

. Performs annual maintenance of more complex and high value residential and agricultural
properties including new condominium and conversion data collection, neighborhood
maintenance, sales verification, parcel accounting, quality control, sub-register splits and
consolidations, and new construction.

2% +I- 5%
. Determines the value of residential property in the County; researches property information and
performs field inspections of new construction and major improvements to existing structures for
value determination; handles petitions to change values.

60% +/- 5%

. Oversees the CAUV, OFTL and Mineral rights programs; assists taxpayers; maintains paperwork
and files; appraises commercial agricultural properties and residential properties; performs data
entry and queries on the computer; reviews permit lists for oil and gas wells; mails new and
renewal applications and letters; prepares petitions, tax abstracts, reconciliations, and listings;
processes applications and approves or disapproves of same; develops forms and information
sheets; maintains schedules of deadlines and activities and develops new data and valuations
during update and re-appraisal years.

8% +/- 0%
. Communicates with builders, sales office staff, condominium associations, building departments,

taxpayers, realty offices and internet realty sites; assists with computer program development and
maintenance.

EXHIBIT ]

© Archer Company Effective 12/06/11

Page 55 of 57



Page 56 of 57



Senior Residential/Agricultural Appraiser
Environmental Adaptability.
+  Work may be performed in the field where employees may be subject to hot and cold weather,

fumes, odors, dust and loud noises.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.
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