AGENDA
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY
COMMITTEE MEETING
TUESDAY, MAY 16, 2017
CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS
C. ELLEN CONNALLY COUNCIL CHAMBERS - 4" FLOOR
10:00 AM

1. CALLTO ORDER
2. ROLL CALL
3. PUBLIC COMMENT RELATED TO THE AGENDA
4. APPROVAL OF MINUTES FROM THE MAY 2, 2017 MEETING
5. MATTERS REFERRED TO COMMITTEE
a) R2017-0085: A Resolution adopting various changes to the Cuyahoga
County Non-bargaining Classification Plan, and declaring the necessity
that this Resolution become immediately effective.
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, MAY 2, 2017
CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS
C. ELLEN CONNALLY COUNCIL CHAMBERS — 4™ FLOOR
10:00 AM

1. CALLTO ORDER

Councilwoman Brown called the meeting to order at 10:07 a.m.

2. ROLL CALL

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

3. PUBLIC COMMENT RELATED TO THE AGENDA

There were no public comments given.

4. APPROVAL OF MINUTES FROM THE APRIL 4, 2017 MEETING

A motion was made by Mr. Miller, seconded by Mr. Gallagher and approved by
unanimous vote to approve the minutes from the April 4, 2017 meeting.

5. MATTERS REFERRED TO COMMITTEE
a) R2017-0065: 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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Mr. Albert Bouchahine, Manager of Classification and Compensation for the
Personnel Review Commission, addressed the Committee regarding Resolution No.
R2017-0065. Discussion ensued.

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

On a motion by Ms. Brown with a second by Mr. Jones, Resolution No. R2017-0065
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.

6. MISCELLANEOUS BUSINESS

There was no miscellaneous business.

7. OTHER PUBLIC COMMENT

There were no public comments given.

8. ADJOURNMENT

With no further business to discuss, Chairwoman Brown adjourned the meeting at
10:13 a.m., without objection.
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County Council of Cuyahoga County, Ohio

Resolution No. R2017-0085

Sponsored by: Councilmember A Resolution adopting various changes to

Brown 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 (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 Cuyahoga County 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 May 3, 2017, the Cuyahoga County Personnel Review
Commission met and recommended the classification changes (attached hereto as
Exhibits A through FF) 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 Revised Classifications:

Exhibit A: Class Title: Chief Section Facilities Manager
Class Number: 1063113
Pay Grade: 17
*Revised education/experience requirements; essential job
functions to better reflect the current duties; changed name from
Chief Section Architect to better reflect essential job functions.

Exhibit B: Class Title:  Clinical Coordinator
Class Number: 1056331
Pay Grade: 12
*Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.

Exhibit C: Class Title:  Data Control Technician
Class Number: 1011221
Pay Grade: 4
* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.

Exhibit D: Class Title:  Employment Contract Negotiator/Evaluator
Class Number: 1014122
Pay Grade: 8
* The essential job functions have been updated to better reflect
the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of
time for essential functions. Pay grade increased by one level from
PG 7 to PG 8.

Exhibit E: Class Title:  Identification Technician
Class Number: 1023101
Pay Grade: 4
* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.
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Exhibit F:

Exhibit G:

Exhibit H:

Exhibit I:

Exhibit J:

Exhibit K:

Class Title:  Investigation Supervisor

Class Number: 1022123

Pay Grade: 11

* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.

Class Title:  Justice System Advocate

Class Number: 1056531

Pay Grade: 7

* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.

Class Title:  Program Officer Administrator

Class Number: 1052415

Pay Grade: 14

* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.

Class Title:  Records Manager Administrator

Class Number: 1052224

Pay Grade: 11

* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.

Class Title:  Senior Administrative Secretary

Class Number: 1013312

Pay Grade: 7

* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.

Class Title:  Senior Examiner

Class Number: 1055122

Pay Grade: 7

* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
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characteristics, FLSA status and percentages of time for essential
functions.

Exhibit L: Class Title:  Chief Dog Warden
Class Number: 1022432
Pay Grade: 9
* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, changed name from Senior Kennel Operations
Supervisor to align with Ohio Revised Code; FLSA status and
percentages of time for essential functions; pay grade increased
from 810 9.

Exhibit M:  Class Title:  Senior Mailroom Supervisor
Class Number: 1011614
Pay Grade: 7
* Revised essential job functions to better reflect current duties;
updated specification to new format to include distinguishing
characteristics, FLSA status and percentages of time for essential
functions.

Exhibit N: Class Title:  Senior Records Management Administrator
Class Number: 1052225
Pay Grade: 12
* Revised essential job functions to better reflect current duties;
Department was changed from Central Services and Human
Services to Public Works.

Exhibit O: Class Title:  Senior Records Management Officer
Class Number: 1052222
Pay Grade: 6
* Revised essential job functions to better reflect current duties;
Medical Examiner’s Office was eliminated from the Department.

Exhibit P: Class Title:  Sewer Maintenance Superintendent
Class Number: 1043123
Pay Grade: 15
* Revised to update the education/experience requirements to be in
line with Ohio EPA requirements

Exhibit Q: Class Title:  Social Program Administrator 1
Class Number: 1056312
Pay Grade: 11
* Revised to update the Department to include Sheriff’s
Department.
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Exhibit R: Class Title:  Social Program Administrator 2
Class Number: 1056313
Pay Grade: 13
*The request was made to update the Department to include the
Sheriff’s Department.

Proposed Deleted Classification:

Exhibit S: Class Title:  Senior Financial System Administrator
Class Number: 1055142
Pay Grade: 15

Exhibit T: Class Title:  Airport Field Supervisor
Class Number: 1042314
Pay Grade: 10

Exhibit U: Class Title:  Architect 1
Class Number: 1063112
Pay Grade: 9

Exhibit V: Class Title:  Building Inspector
Class Number: 1021111
Pay Grade: 6

Exhibit W:  Class Title:  Fire Safety Inspector
Class Number: 1022211
Pay Grade: 5

Exhibit X: Class Title:  Groundskeeper
Class Number: 1042211
Pay Grade: 3

Exhibit Y: Class Title:  Help Desk Technician
Class Number: 1053151
Pay Grade: 7

Exhibit Z: Class Title:  Licensed Practical Nurse
Class Number: 1032111
Pay Grade: 5

Exhibit AA: Class Title:  Purchasing Administrator

Class Number: 1053514
Pay Grade: 5
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Exhibit BB: Class Title:  Sanitary Engineer
Class Number: 1063421
Pay Grade: 18

Exhibit CC: Class Title:  Senior Employment Service Specialist
Class Number: 1014612
Pay Grade: 4

Exhibit DD: Class Title:  Social Service Worker 4
Class Number: 1056251
Pay Grade: 8

Proposed New Classifications:

Exhibit EE:  Class Title:  Manager, Witness/Victim Services
Class Number: 1056533
Pay Grade: 15

Exhibit FF:  Class Title:  Manager, Mediation
Class Number: 1062553
Pay Grade: 16

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. Itis 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:
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Nays:

County Council President Date
County Executive Date
Clerk of Council Date

First Reading/Referred to Committee: May 9, 2017
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal

’ 20_
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EXHIBIT A

' CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Chief Section Facilities Manager - Class Number: | 1063113

FLSA: Exempt : Pay Grade: 17
Dept: Public Works ' :

Classification Function . : :

The purpose of this classification is to plan, organize, manage, and control the Facilities section in the
Public Works Department. Responsibilities include directing the application of sound architectural and
engineering principles in the preparation of plans, reports, and the improvement of buildings and other
County facilities by coordinating the internal and external design, construction, and manufacturing
efforts associated with the proposed improvement that addresses fhe end user's needs.

i

Distinguishing Characteristics ' ﬁi
This is a senior management classification with responsi s
section of the Public Works Department, under general d e tion™
soiution of operational, technical, administrative andzthan
engineering, and facilities design. The employad ¥
Public Works Administrators to discuss plans, giadpa
identified concems. The incumbent exercises dist] Bp
organizational issues and to ensure that assigned™asi ities greh dia, timely and efficient
manner. : Tah -

js class requires the analysis and
oblems related to architecture,
eeiponsult and collaborate with
vesgapd to present soiutions to

Alé

Essential Job Functions E
" The following duties are normal for thigie if B 850 are not to be construed as
exclusive orall-inclusivqm%h&%ﬁguties [ 4=h .

58

, .
N

4 40% +/- 10%
i LLinctions in compliance with State and local laws,
fements; irfgbnjunction with the Department Administrators,
jactvasis %?cedures, and staffing plans; designs and
cts; advises the Director of Public Works on

» Plans, organizes, dif
* regulations, and

it

' | o -, - 25% +- 10%
 Supervises thigassigned segiian; ass"fﬁnﬁs and reviews work; recommends hiring, promotions,
discharges, ari xéﬂy*gisciplinary ons; documents misconduct, assesses staffing requirements;
evaluates ’traininéﬂ%‘%ds an rovides instruction; evaluates performance; establishes and
promotes employeezé rale R

resolution as appropria

Sl

_ _ 25% +/- 10%

» Evaluates project progress and prioritizes work assignments; evaluates consultants for new
projects; observes and inspects field projects under construction; develops solutions to project
problems; observes field conditions of proposed projects.

~ ' 10% +/- 5%
_* Reviews all incoming and outgoing correspondence; drafts letters to respend to correspondence;

responds to inquiries from other public agencies; serves on various committees; attends and
conducts mestings. oo
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Chief Section Faclities Manager
Minimum Training and Experience ﬁequlred to Perform Esséntial Job Functions

. A ‘Bachelor's Degree in architecture, engineering or a related field with eight (8) years previous
experience, including one year of supervisory experience. ‘

Additional Requirements
License as a professional architect or professional engineer with the State of Ohio.
M ihim_um Physical and Mental Abilities Required to Perform Essential Job Functions

Physfcal Requirements

» Ability to operate a variety of automated. office machines includirig computers and peripheral
equipment.. )

Supetrvisory Resi)onsibilmgs

» Ability to assign, review, plan and coordinate the work of other employess and fo maintain
standards. ' :

. Abili;cy to provide instruction to other employees and to act on employee probléms.
«  Ability fo prepare employee performance evaluations.

»  Ability to recommend the discipline or discharge of employees.

«  Ability to recommend the transfer, promotion or salary increase of other employees.

Mathematical Ability

i

¢ Ability to understana and apply college level algebha, geometry, 'éalculus and statistics.
Language 'Ablllty.& Interpersonal Communication

*  Ability to perform mid to high level data analysis requiring managing .of data and people deciding -
the time, sequence of operations or events within the context of a process, system or -
organization.  Involves determining the necessity for revising goals, objectives, policies, -
procedures or functions based on the analysis of data/information and includes performance
reviews pertinent to such objectives, functions and requirements. . .

. Ability to comprehend a variety of informational documents including project'plans, project work
schedules, timesheets, leave requests, various functional reports, legislative agreements, data

and invoices.

.+ Ability to comprehend a variety of reference books and manuals including architectural design T
manuals, departmental and County personnel policy manual, reference manuals, Ohio Revised

" Code, contracts, and codes. |
» Ability to prepare memos, performance appraisals, corréspondence, agreements, contracts, )
plans, estimates, requests for proposal, and .other job related documents using prescribed format .
and conforming to all rules of punctuation, grammar, diction and style. . :

» Ability to supervise and counsel employees, convince and influsnce others, to record and deliver
information, to explain procedures, to follow instructions.
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Chief Section Facilities Manager

. AbiIit_y»to manage the .work of other employees, to 'counsel'and advise administrators, to convince
and influencg others, to record and deliver information, to explain procedures, and to foliow
instructions, - : ' -

& Ability to use and interpret architectural, legal, construction and accounting terminology and -
language. ‘ .

» Ability to communicate \}vitﬁ staff, chiefs of other sections, consultants, vendors, departmental
employees, and administrators, . :

Environmental Adaptability

o Work is typically performed in an office environment and in the field.

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 disabillties and encourages bath
prospective employess and incumbents fo discuss potential accommodations with the empioyer.
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EXHIBIT B

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Clinical Coordinator . ' Class Number: | 1056331
FLSA: Exempt ._ | Pay Grade: 12 -
Dept: | Health and Human Services :

Classification Function ‘ : . '
The purpose of this classification is to manage all aspects of the administration of the Multisystemic
Therapy (MST) program and supervise Multisystemic Therapists in the provision of clinical social

. services and ensure adherence to the MST principles and the MST analytic process.

" Distinguishing Characteristics _ oy
This is a management leve! classification with responsibllity fa ina
administration of the MST program and supervising Multisyg eib :
social services. incumbents work within a framework of e& nedigegulations, policies, and
procedures and are expected to utilize judgment in :

bincumbents In this classification

p.?

exercise discretion in following and ensuring adhergdgito protocol, cedures, laws and regulations
in the performance of duties. e ﬁg?“%ff&
Essential Job Functions : ,@3&% 4, ' 3@%‘ :
S Y A
The following duties are normal for assification jf6se are not fo bg% nstrued as
- exclusive or all-inclusive. Other dutigh: ;¥ be requiredidnd assigned
L T
o : E}‘ e, ki 80% +/- 10%
* Supervises MST Therapista:and other staff; Aifo ensUrgyork completion and
'~ - maintenance of standgtdsEpIanR, assigns Sl revieis QI]?, ondttts individual and group
supervision with st 3 eyiows all cligntidses weskfiPand provides feedback to MST -
Therapists; attends s&&8) ) ot with stg For observation and support; reviews taped
sessions for each MST “Wjérapi iews MST{[erapists’ cllent records for accuracy and »
completenggsunroyi aflhg! iituction; eygiuates employee performance; assists staff in
creating £ gé&fgmg)r Goal achievement; reviews correspondence

il PRI _’ MEeRK > i .
sent qgtily’staff; co Utigts, staff mjge ) Fespgls to employee questions, concerns and

toyee | rpquests andl time sheels; recommends personnel actions
itk dransteg;discipline or discharge.

I i
, i K - -
' ' I%‘B'Es,ﬁ ' ég%g . ‘ . ' o 30% +/- 10%
» . Manages admin étr;% ion of tl&%—,KMultlsystemlc Therapy program; analyzes, assesses and
- reports program andith apist@jﬁiggome data; consults with DCFS staff to assist with connecting
fg%ﬁﬂﬂe services; reviews and assigns referrals; communicates -
[F X

youth and families to'¥

with clients and social grs to determine appropriateness of program criteria for families;
coordinates referrals and completes reports; maintains client information and data in the MST
website; tracks referrals and client outcomes; develops and maintains working relationships -
with community stakeholders; promotes the MST program; fils in for staff as needed; remains
on call 24/7 to assist staff as necessary; completes a supervisor development plan and works

toward goal achievement.

o 10% +/~ 5%

» Performs related administrative responsibilities; prepares various reports, records and other
documents; responds to emails and phone calls; attends various trainings and mestings;
prepares and reviews documents related to payroll, time sheets, requests for leave and
overtime; generates and reviews mileage reports; approves purchase requests; prepares
employee on-call schedule. : ' . -

FBPOEEIALE
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Clinical Coordinator

Minimum Training and Experience Req'uired to Perform Essential Job Functions

Master's degree in social work, counselmg or related field with six (6) years of social work or
oounsellng experlence; or any equivalent combination of tralnlng and expenenoe

Must hold License of Independent Socual Worker (LISW) or Llcense of Professwnal Clinical
Counselor (LPCC) in the State of Ohio. License must be maintained throughout the life of
employment,

Valid Ohio driver license, proof of automabille Insurance, end areliable vehicle: .

' Additional Requlremonts for all levels

" No special license or certnﬁcatlon is required.

Minimum Physlcal and Mental Abilities Required to Perform Essentlal Job Functions

Physical Requirements

Mathematical Ability

Language Ability & Interpersonal Communication

- Protective Factors surveys, clinician development plans, client records correspondence, memos,

Ability to operate a variety of automated office machines including computer and copier.

Supervisory Responslbiﬁties

Ability to assign, review, plan and coordinate the work of .other. employees and to maintain

~ standards.

Ability to provide instruction and training to other employees.
Ability to solve and act on employee problems.
Ability to recommend the tfansfer, selection, evaluating, or promotion of amployees.

Ability to recommend and act on the discipline or discharge of employees.

Ability to add subtract, mu!tlply, divide and calculate decimals and percentages, and perform -
routlne statistics. .

Requires the ability to perform mid to high level data analysis requiring managing of data and
people deciding the time, sequence of operations or events within the context of a process, system
or organization. Involves determining the.necessity for revising goals, objectives, policies,
procedures or functions based on the analysis of datafifformation and includes performance

reviews pertinent to such objectives, functions and requlrements
Ability to comprehend a vanety of informational documents |nclud|ng program data, TAM surveys,

attendance records and other reports and records

Ab|l1ty to comprehend a variety of reference books and manuals including Multisystemic Therapy

* Pragram Guidelines, social work reference books, and Personnel Policies and Procedures Manual. "
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Clinical Coordinator

_* Ability to prepare weekly case summaries; monthly program reports, referrals, billing reports,
expense reports, performance evaluations, correspondence and other job related documents using
prescribed format and conforming to all rules of punctuation, grammar, diction and style.

¢. Ability to manage and superviée others, to convince and influence others, to record and deliver -
" information, to explain procedures, to follow instructions. :

» Ability to use and interpret counseling and medicai terminology and language.

* Abifity to communicate effectively with supervisor, co-Workers, social workers; clients, families,
community providers and partners, Court staff, consultants, and other County employees.

Environmental Adaptability
o Workis typically performed in an office environment and in dients' homes.

s Work may involve exposure to temperature or weather extremes, wetness, humidity, smoke, dust,
animals, disease, bodily fiuids, violence and traffic hazards. .

Cuyahoga County is an Equal Qpportunily Employer. In compliance with the Americans with Disablliﬁes Abt,
the County will provide reasonabla accommodations to qualified indlviduals with disabilities and encourages both
prospsctive employees and incumbents to discuss potential accommodations with the employer;

CloRdiDATES
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EXHIBIL ©

CUYAHOGAA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Data Control Technician S Class Number: | 1011221
FLSA: Non-Exempt B . | Pay Grade: - | 4
.| Dept: Heaith and Human Services - :

Classification Function _ . T -
The purpose of this classification is to process, verify, document, and distribute data in state and
county computer systems, -

Distinguishing Characteristics
This Is an entry-level classification that works under the general YpBrvision of the Data Processing
Supervisor and is responsible for processing, verifying, documeniify and distributing data in state and
county computer systems. The employee works within a frafiiark of policies, procedures and
regulations. The incumbent ensures that activities are performed in a timely manner and according to
policies, procedures and related regulations W i '

I3t
K
b,

S

ik

ese are ‘ﬁ% be construed as

ssigned. mﬁb ‘ -
i -

80% +/~ 10%

hs track of current caseworkers;

Seetions, cagfy,assistance, and Prevention,
and dogiiments PRC payments, utility

¢ in#state and county computer

3 iipdates provider Gateway data;

retrieves food stampific e s information to align invoice

Essential Job Funcﬂons

» Updates data in county and state
verifies utility payments,
Retention, and Contingepey:|

] 15% +- 10%
‘ Helils yireports ytes various county reports to administrators,
midhagers, superviggls, empigyees, center managers, team coordinators, and payment

: Bgar'll"f'lel'lt as ‘.":7: goprfa.ﬁ. ' .

0 5% +/- 2%

S,
» Performs relatedqdministrativeltlities; prepares various reports, records and other documents;
%‘é Gells; attends various trainings and meetings; imprints County

responds to email§tfig, phong &
Auditor and JFS Directiis sit

Sigf ures on Relief Orders/Emergency Vouchers; keeps record of

Minimum Training and Experlence Required to Perform Esséntial Job Functions

High school diploma or equivalent and one (1) year of computer operations or data processing
experience; or any equivalent combination of training and experience. '

Additional Requirements for all levals

No special license or certification is required.
[T a7
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Data Control Techniclan

Minimum Physical and Mental Abilities Required to Perform Essentlal Job Functions

Physical Requirements

Ability to operate a variety of automated office machines including computer and copier.

Ability to crouch, bend, twist, lift up to 50ibs., and push or pull up to 100ibs.

Mathematical Ability -

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

Language Ability & Interpersonal Communication

Requires the ability to perfofm basic level of data a'nalysis in&:!Uding the abiiity to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines. and/er 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 relevant County and State )

computer reports, daily warrants, relief orders and other reports and records.

Ability to comprehend a variety of refsrence books and manuals including Personnel Policies and
Procedures Manual.

Ability to prébare relief order log, spreadsheet of reports recelved/distributed, correspondence and A

other job relatéd documents using prescribed format and conforming to all rules-of punctuation,
grammar, diction and style. o .

Ability to record and deliver information, to maintain confidentiality of restricted information, to
explain procedures, and to follow instructions. .

Ability to communicate effectively with immediate supervisors, ooworkérs, other County personnel
and the general public.

Environmental Adaptability

"« Work is typically performed in an office environment.

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

e
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EXHIBIT D

- CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION |

Class Title: | Employment Contract Negotiator/Evaluator Class Number: | 1014631
FLSA: Exempt ' Pay Grade: 8- :
Dept: Health and Human Services . ' )

Classification Function - A :
The purpose of this classification is to provide fiscal control and contract management of federal and -
state monies disseminated to secure employment and fraining services. ‘ : -

. Distinguishing Characteristics N
This is a journey level ciassification that works under the generaj

Services Manager and is responsible for providing fiscal contyg

and state monies disseminated to secure employment and 4@ J

within a framework of policies, procedures and regulatiorigsiifietiidumbent ensures that activities are

performed in a timely rmanner and according to pollci%_ ggrécadures agg related regulations.

W,

pervision of the Work First
d contract management of federal
9 services. The employee works

Essential Job Functions

. A U
» Provides fiscal control and contract mai

secure employment ang.¢
work; reviews sou

. 45% +/-10%

[0, state monies disseminated to
drendments and statements of

g, coordinates invoice verification

BRBTING . cONt 452 3 reviews profit and non-profit

P fund expéhditures; develops and issues
gial and state regulations. :

Y

- e 35% +/-10% . -
it new and existing service providers; reviews

process, reviews organizations’ budgets

Stiignt of monitoring activities, program ‘budgets, fund

ament; ni8 fors reimbursement of fund expenditures; writes and

\ s year-end and participant close-out reporis; obtains and -
dimance data; reviews monitoring reports and audits; compares '
Eanducts costiprice analysis.

ain
IBISEIY

Ifi 10% +-5%

e Creates and collects dd¢umentation to submit transactions within County electronic
management system for procurement; updates and adheres to changes made to the
procurement process. :

10% +/- 5% .
* Performs related administrative responsibilities; prepares various reports, records and other .-
documents; responds to emails and phone calls; attends various trainings and meetings; compiles
and maintains records of all back-up data; attends meetings and conferences regarding contract

issues. . . o

Riohiaas DATE
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Employment Contract Negotiator/Evaluator

Minimum Training and Experiénce Required to Perform Essential Job Functions

Bachelor's degree in business, finance, accounting br_related degree with three (3) years of
accounting, finance, or'related experience; or any equivalent combination of training and experience.

Additional Requirements for all levels

No special license or certification is required.

Minimum Physical and Menital Abilities Required to Perform Essential Job Functions

. Physical Requirements

Ability to operate a varlety of automated office machines including computer and copier.

Mathematical Ability

Ability to add, subtract, muitiply, divide and' ¢alqulate decimals and percentages, and perform
routine statistics. ' '

Langﬁage Ability & Interpersonal Cqmmunication

Requires the ability to perforn mid to high level data analysig requiring managing of data and
people deciding the time, sequence of operations or events within the context of a process, systsm
or organization. Involves determining the necessity for revising goals, objectives, policies,
procedures or functions based on the analysis of datafinformation and includes performance
reviews pertinent to stich objectives, functions and requirements.

Ability to comprehend a variety of informational documents incIuding financial ‘statements, vendor
documents, Financial Accounting and Management Information System ‘(FAMIS) reports, Provider
proposals, invoices, budgets, correspondence, reports and recards.

Ability to comprehend -a variety of reference books and manuals including government auditing
standards, FAMIS system manuals, and Personnel Policies and Procedures Manual. _

Ability to prepare contract evaluations, invoice tracking reports, budget spreadsheets, projected
expense reports,. utilization reports, funds transfer letters, contracts, correspondence and other job
related documents in accepted format and conforming to all rules of punctuation, grammar, diction

and style.

Ability to cdnvince and influence others, o record and deliver information, to explain procedures, to
foliow instructions. :

Ability to use and interpret accounting and basic legal terminology and language.

Ability to comrunicate with supervisors, coworkers, Providers, Law Department, Office of
Procurement and other County employees. :

Environmental Adaptability '

Work is typically berformed in an office environment.
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Employment Contract Negotiator/Evaluator

Cuyahoga 'Cquhty s an Equal Opportunity Employsr.  In compliance with the Americans with Disabilities Act, .
the Coun_ty will provide reasonable accommodations to quelified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodalions with the employer.
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EXHIBIT E

- CUYAHOGA COUNTY CLASSIFICATION .SPECIFICATION

Class Title: | identification Technician . Class Number: | 1023101
FLSA:; Non-Exempt ) .| Pay Grade: 4
Dept: Sheriff's Department K

Classification Functii_m : | . -

The purpose of this classification is to coordinate the daily operations of the Photo Identification .
Badges for the Cuyahoga County government, contracted vendors, attorneys, and Elected Officials
employees. .

Dlétinguishing Characteristics S .
This is ar entry level clerical/administrative classification. Employees at this level work under a well-
defined framework of policies and procedures. Positions in this class initially receive immediate

supervision, progressing to general supervision as the incumbents become able to work independently -

to perform the full range of duties associated with this class. Assignments are limited in scope,
contain fairly routine tasks, and are performed within a procedural framework established by higher
level employees.

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. - \

: S . 40% +/- 10%

+ Coordinates the daily operations of the Photo Identification Badges for the Cuyahoga County
govemment, contracted vendors, attorneys, and Elected Officials employees; utilizes -
computerized identification system including a digital camera and a special printer to produce
identification badges and security level ‘access; maintains accuracy of database; performs
regular maintenance cleaning of hardware; schedules vendor service of identification system;
performs data file maintenance; backe-up system; collects fees_for lost, stolen, damaged ID
badges.

. 20% +/~ 10%
* Maintains design templates for ID badges and supply storage of identification offices; stocks and
distributes supplies; inventories office supplies and purchased supplies pertaining to the
identification system. .

10% +/--5%

* Provides identification support for Human Resources and Communications Department;
creates, distributes, and maintains employee and visitor badges; respond to public inquiries
from dasignated Public Information Officers; coordinates authorized access rights for all badge
holders; answers employee inquires; responds to staff requests; deactivate and destroy all’

County ID badges. :

. : 10% +/- 6%
» Produces non-routine documents and forms; prepares typed or printed copy -of letters and
memoranda; prepares computerized records, logs, and monthly reports; maintains manual and

electroniq filing system. - ‘

: _ 20% +/- 10%
" Performs related administrative duties; provides identification services to outside; provides
support accessing, processing, monitoring and destroying classifled documents; answer and

respond to ID Unit telephone number. o
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Identification Techniclan

Minlmum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent with one year of clerical experience; or any equivalent combination -
of training and experience. :

.Va‘lid Ohib driver IicenSe, proof of automobile insurance, and a reliable vehicle.
Additional Requirements for ali levels
‘ No special license or certification is required.
- Minimum ﬁhyslcal and Mental Abilities Required té Perform Essential Job Functions
Physical Requirements
» Ability to operate a variety of automated office machines iﬁcludlng computer and copier.
o  Ability to lift up to 30 pounds ‘.
Mathematical Ability
. Ability-to add, subtract, multiply, divide and cal¢ulate decimals and pércentéges.
Languagé Ability & Interpersonal Communication |
Abillity to perform basic level of data analysis including the ability to review, classify, categorizé,
prioritize and/or reference data, statutes and/or guidslines.and/or group, rank, investigate and -

problem solve. Requires discretion in determining and referencing such to established
standards to recognize interactive effects and relationships,

s Ability to comprehend and preparé a variety of informational documents including drafts of
documents, portfolio of departmental photos, activity reports on card reader usage, invoices,
letters, memoranda, Council resolutions and other reports and records.

. ‘Ability to comprehend a variety of reference books, drawings and manuals, Ohio Revised
Code, personnel action forms, BC| background checks, and computer manuals. -

» Ability to prepare identification badges, letters, memoranda, and other job related documenfs
using prescribed format and conforming to all rules of punctuation, grammar, diction and style.

« - Ability to record and deliver information, to explain procedures, to follow instructions.

¢ Ability to communidate effectively with managers, supervisors, elected officials, and other
County employees and the general public. ’

Environmental Adaptability

« Workis typically performed in an office environment.

Cuyahoga County Is an Equal Opportunity E’mployar. In compliance with the Americans with Disabliities Act,
the County will provide reasonable accommodations to quaiified individuals with disabilitles and encourages both
prospective employses and Incumbents to discuss potentlal accommodations with the employer, ‘ S
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EXHIBIT F

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Investigation Supsrvisor Class Number: | 1022123
FLSA: Exempt . Pay Grade: 11
Dept: Health and Human Services . -

CIassmcatlon Function
The purpose of this classification is to supervise investigators and conduct |nvest|gat:ons to ensure
integrity in the execution of Cuyahoga County public assistance programs.

Distinguishing Characterlsﬂcs
This is a supervisory-level classification that is responsible for sydigfisi
!nvestlgatlve Ass1stants in conductlng pubhc assustance prografiiii

regulations in the performance of dutles
Essential Job Functions

The following duties are normal for this cla \{ .- These ar’a" t to be construed as
exclusive or all-inclusive. Other duties may be e | E@;ﬁsslgnw . .
i z !x

Gl S8+ 10%
g procedures pertaining to specific
Al vlews cases to ensure that
lileted; recovers overpayments
& ?ho and other documents to
fment liaison with other public and
ififies in tdfiand administrative hearings as
i’ﬁs tax mtercept program; reviews claims

q

4* set Program (TOP); processes bankruptcy

approprlate calculations, collectlons, oi{a“
from various sources; r.t. , Si
determine eligibility aggigert Vi
private agencles pravia

ey
identifi ed on the tax intéfge

claims mg%ﬁ%ﬁ ens
40% +/~ 10%

‘Siﬁ’ I
. Supe:vg%si Investigtator'@E : d : t;ve Ass ants direcls staff to ensure work completlon
and mainl@hance of sta ;
ployi

;and Federal regulations.

}s; p- ik . asslgns and reviews work; provides training and
- instruction; kates em 1 arfor gt [ace, conducts staff meetings; responds to employee
questions, con gms and profis

ams, approves ‘employee leave requests and time sheets;
SHp ludlng selection, promotlon transfer d:sclphne or discharge,

recommends per

AR 16% +- 10%

e Performs related admin StEVE responsibilities; prepares various related reports, records, and-
other documents; respondso emails and phone calls; attends various trainings and meetings;
‘prepares monthly prod uctivity report; prepares reports for use in the avaluation and prosecution
of fraud cases; prepares, reviews, and sends reports to the State; provides service fo members

" of the public and other agencies by responding fo requests for information, service or
appropriate referral; attends quarterly state fraud control meetings.

Minimum Tra”i'ning and Exberienca Required to Perform Essential Job Functions

» Bachelor's dagree in busmess administration, criminal jUSthe or a related field, and three (3) years -
of public assistance eligibility determination or investigations experience; or any equivalent
combination of training and experience.

‘¢ Valid Ohio driver license, proof of automoblle Insurarice, and a rellable vehicle.
PropGSE BATE

Page 24 of 130



Investigation Supervisor

Additional Requirements for all levels

No special license or certification is required.

Minimum Physical and Mental Abllitles Requlred to Perform Essentlal Job Functions

Physical Requirements

Ability to operate a vanety of automated offlce machmes including computer and oopler

Supervisory ResponSIbllltles

.Ability to assign, review, plan and coordmate the work of other employees and {o mamtaln

standards.

Ability to provide instruction and training to other employees.

Ability to solve and act on erhployee problems -

Ability to recommend the transfer, eelection, evaluation, or promotion of other employees,

Ability to recommend and act on the discipline or discharge of other employees.

Mathematical Ability

Ability' to add, subtract, multiply, divide, calculate decimals and percentages, and perform
routme statistics.

Language Ability & Interpersonal Communication

Requires the ability to perform mid level data analysis including the ability to audit, deduce,
assess, conclude and appraise. Requires discretion in determining and referencing such to
establlshed criterla to define consequences and develop altematives.

Ability to comprehend a variety of informational documents including payroli documents, claims
management reports, subpoenas, investigation reports, prosecution reports, wage verification
reports, notices, and other reports and records

Ability to comprehend a variety of reference books and manuals including Ohio Revised Code,
Personnel Policy and ‘Procedures Manual,- CJFS Manual, Publlc Assistance Manual, Cash

~ Assistance Manual, and ethics policies.

Ability to prepare monthly reports, subpoenas performance evaluatlons correspondence,
memos, and other job related documents using prescribed format and conforming to all rules of

punctuation, grammar dlction and style.

Ability to supervise and oounsel employees, to persuade and influence others, to record and
deliver information, to explain procedures, maintain confidentiality of restricted information, and

to follow lnstructions

Ability to use and interpret accounting, human resources, and related legal terminofogy and
Ianguage
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Investlgatioh-Supervisor

* - Abllity-to communicate effectively with imm ediate supervisor, subordinates, co-workers, clients,
case targets, witnesses, families, other county departments, other County employees, Court
‘perso'nnel, law enforcement personnel, and the general public.

Environmental Adaptability

) Wprk is typically performed in an office environmeﬁt and In clients’ homes.

Cuyahoga Counly Is an Equal Opportunity Employer. In compliance with the Americans with Disabilitios Act,
the County will provide reasonable accommodations to qualified Individuals with disabilities and encourages both
_ prospective_employses and incumbenls to discuss potential accommodations with the employer. ~

VigHosenBALE
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EXHIBIT G

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Justice Systém Advocate Class Number: | 1056531
FLSA: Exempt . Pay Grade: 7
{ Dept: - Public Safety and Justice Services '

Classification Functlon ¥ |
The purpose of this classification is to provide comprehensive advocacy services for crime victims and
function as criminal justice liaison for crime victims and witnesses.

Distinguishing Characteristics -
This is an erifry level classification with responsibility for providi i
Incumbents work within a framework of established regulationgi
expected to use judgment in performing work. dit

_ Essqntial Job Functions

The following dutles are normal for this cla ' ation, :
exclusive or all-inclusive. Other duties may quired and assign

» Provides comprehensive advocacys
including major trials and domesti& G
immediate crisis intervention with irigllyidti,
personal awareness and safety plan; pfatides th
and compensation programs: m
victims for shelter, lags
various paperwork gfilldppli
receives referrals; ansjyar

’

_aitHEl E" i,
e Functio @%’%ﬁﬁ%
: infom%?- T about t

A€ arings, bonds, i
for courtg .hedures; acceiibani
felony and“fjisdemeanor ¢iges;

pletes intake with victims; provides
agnassists victims -in developing a

figiding victims' rights, protections,
. relateitgithe victim's situation; refers

Additioi¥liEivices; aSsists victims in completing
s assists't " i#s obtaiRijifiprotection orders; provides and
& -.'_ ’\

" Hind g .- b s %;% .

oelizftaison T -'Ade'§l-ktims and witnesses; provides general

inaf’ 2| gce systett %govldes information on court updates, -court

anphy, probation,” and parole; prepares victims and witnesses

e iel, supports victim during court appearances for both

Adihs available in courtroom to assist victims and

30% +- 10%

witnesses; comntai: detectiveé’,;.lice officers, and prosecistors about case information and to
prepare for trialis ?nds_ me,gs with the prosecutors and victims; consuits with court

language interpretdf&iiy
to courts and parole b

ge barriers exist; assists victims with submitting statemerits
up on past criminal cases. - . :

. : 30% +/- 10%

o Performs related administrative duties; maintains records of individual services; prepares court
dockets for advocates; writes letters on behalf of the victims; documents interactions with
victims; prepares and maintains logs, charts, statistics, reports, summaries, case files, and data
systems; researches court cases; networks with other service agencies; answers phone calls;
participates in collaborative programs.- and community servicss; provides public information to
individuals and community organizations. » '

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in Social Work, Criminal Justice, Psychology, Sociology or related field with one (1)

year of criminal justice system or social work experience which may include related internship

experience; or any equivalent combination of training and experience.
' PRt mATE
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Justice System Advocate

‘ Additional Requirements for all levels

- No special license or certification is required.
Minimum Physloal and Mental Abllities Required to Perform Essential Job Functions
Physical Requlrements
* Ability to operate a variety of automafred office machines includihg computer and copier.
Mathematical Ability |

| « Ability to add, subtract, multiply, divide and calculats decimals and percentages.

' Language Abllw & Interpersonal Communication |

 Ability to.comprehend a variety of informational documents including referral forms, police
reports, court files and records, indictments, letters to/from victims, correspondence and other

reports and records.

o Abillty to comprehend a variety of reference books and manuals including log books, victims’ of -
crimes rights, victim focused assistance, confidentiality. laws, Personnel Policies and
Procedures Manual, and the Ohio Revised Code.

o Ability to prepare court summaries, referral forms, progress and status reports, Temporary
Protection Order Paperwork, case files, case management sheet, Civil Protection Order
Petition, appointment letters, safety plan, case service notes, correspondence and other job
related documents using prescribed format and conforming to all ruies of punciuation,
grammar, diction and style. :

» Ability to listen to and advocate for others, to convince and influence others, to record and
(deliver information, to explain procedures and to follow instructions.

o Ability to use and interpret medical, counseling, and fegal tern;ﬂnology and language.

e Ability to communicate with victims, victim's families, judges, other court staff, probation and
- parole officers, prosecutors, police, detectives, other social service alencres co—workers

supervisors and the general public.

" Environmental Adaptabllity

. Work is typically performed in an office environment and courtroom setting, but may involve
limited field work in the victim's home or hospital setting.

¢ Work may involve exposure to violence.

Cuyahoga County Is an Equal Opportunily Employer. - In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employess and incumbents to discuss polential accommodations with the employer

Proposed DATE
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EXHIBIT H

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Program Officer Administrator. o Class Number: | 1052415
FLSA: . Exempt ' Pay Grade: 14
Dept: Health and Human Servuces :

Classification Function

The purpose of this classification is to manage focused studles or projects in the County Work First
Services Unit in the Department of Job and Family Services. Stugitig and projects results in the
development and implementation.of new/improved County sen{i'g éﬁ%nd/or programs.

Dlstlngurshlng Characteristics Al

This is a senior management level classification with re Pé g |I|t rforming and-overseeing the
-l T¢laes. This class works under

elop, implement, and |

evaluate new and existing programs. i lﬁh
Sl K/ o '

Essential Job Functions Wi & @f ) F%i%ﬁ :

. il 2t gp .

The following duties are normal ‘%%TQ These are not.fo be construed as:

exclusive or all-inclusive, Other dutie re assigned

s, ‘l?lii- 30% +/- 10%

o Develops dlfferent op r‘ ! @T@gﬂﬁ " sys , policies and/or procedures;
researches new legigia| ' é’nges,g_ i xlstlng operations, policies and/or
procedures; makes%‘ g to lings and*fhakes recommendations for new
operations, systems, | é li51 o ,,ovement policies and/or procedures; develops
plans for implep e ptlon including resource and time estimates;
implementg It |ance develops request for proposal reviews
proposais SGOT programlng ,

l@ i,
g ig

lgg} i 20% +/- 10%
. Researcheéﬁ alyzes and 1 ates"‘o%*‘ ing operations, systems, policies and/or procedures to
identify areas™ %rnprovemen Jenhanc ent; researches background information to understand:
current practice .«,}, gd related' iigsues; conducts program needs analysis; compiles results of

research data and " opportunities to improve resource uiilization and productivity;
researches and cont 3 gys to determine best practices; makes recommendations for

S Weonducts program analysis to ensure compliance with State and
Federal Procurement Reg Hiations; determines program effectiveness i |n attaining goals; coordinates

collection of data, -

- - 20% +/- 10%

» Supervises staff (must include a Program Officer 4); plans and schedules work; provides job
training and instruction; maintains standards; reviews and approves employee leave request,

ovaluates employee performance; acts upon drsclplrnary actions,
5% +- 2%

* Manages special studies or projects; provides internal consulting and analytical suppert for special
projects; researches using literature, employment data and gap analysis to determine the best

practices; recommends funding for special projects.

PIOBGSIOATE
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Program Officer Administrator

5% +/- 2%

+ Researches, analyzes and evaluates information to. determine impact and/or feasibility of proposed
changes in program operations, systems, policies and/or procedures; analyzes proposed changes
under the current conditions and influencing environments to identify impact; .evaluates impact of
proposed changes to determine feasibility of implementation. '

: 20% +/- 10%.
s Performs administrative tasks in connection with above functrons and tasks; attends meetings and
seminars related to program issues; maintains related documentation and records write contracts;
process invoices; approve payments and report monthly utilization; prepare correspondence and’
performance reports; develop and disseminate marketing and outreach materials; provide internal
and external training on programs and services.

Minimum Training and Experience Required to Perform Essential Job Funttions
Master's Degree in public admlnlstratlon social service adminlstratlon, or related field with three (3)

years of program management, grant management, or social service delivery systems experience; or
any equivalent combination of tralnlng and expenence which provides equrvalent knowledge skills and

abllltles

Additional Requirements for all levels

No special ficense or certification is required.

Minimum Physical and Mental Abilities Required to PerfOnn Essential Job Functions
Data Utilization ' | |

e Ability to operete a variety of computer software including Microsoft Word, Microsoft Excel, Microsoft
Access, and Microsoft PowerPoint,

Physical Requirements

. Ability to operate a variety of automated office machines including computer and copier.

Supervisory Responsibilities

o Ability to assign, review, plan and coordlnate the work of other employees and to .maintain -
standards. : :
Ability to provide Instruction and training to other employees.

Ability to solve and act on employee problems.

Ability to recommend the transfer, selection, evaluating, or promotlon of employees. .
Ability to recommend and act on the discipline or discharge of employees. -

Mathematical Ablllty

s Ability to add, subtract, multiply, divide, calculate decimals and percentages, apply the principles of
routine statistics, apply algebraic formulas and mterpret advanced statrstrcs

Proposed DATE

Page 30 of 130



Program Officer Administrator

Language Ability & Interpersonal Communication

Requires the ability to perform mid-leve| data analysis including the ability to audit, deduce, assess,
conclude and appraise. Requires discretion in determining and referencing such to established
criteria fo define consequences and develop alternatives. ‘

-Ability to comprehend a variety of informational documents including reports (i.e. - performanée

reports, weekly program utilization reports, incident reports, statistical reports), billing invoices, case
file review resdilts, policies and procedures, business intelligence information, and other reports and

-records. ,

Abifity to comprehend a variety of reference books and manuals including Code of F,ederaf'_

Regulations, Ohio Administrative Code, Ohio Revised Code, Policies and Procedures Manual,
Deficit Reduction Act, Civil Rights Act, National Voter Registration Act, \Workforce Innovation and

Opportunity Act, County Procurement Guidelines, OMB Circulars, State Guidance Letters, Pubic

Administration Manual (PAM), and software manuals.

Ability to prepare statistical reports, reports (i.e. — performance reports, utilization reports, year-end
reports), charts, requests for proposals, project plans, presentations, implementation work plans,
correspondence, Ad Hoc Reports, and other job related documents using préscribed format and
conforming to-all rules of punctuation, grammar, diction and style.

Ability to manage the work of other employees, to counsel and advise administrators, to convince
and influence others, to record and deliver information, to explain procedures, to follow instructions.

Ability to use and Inierpret marketing, legal, and basic 'accounﬁng terminology and Ianguage.

Ability to commfmicate with managers, supervisors, other County employees, agency staff,
community groups, clients, contract providers, ODJFS staff, and other govemments.

Environmental Adaptability

Work is typically performed inan office environment.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disablilties Aét, ‘the
County will provide reasonable accommodations to quaiified Individuals with disabilities and encourages both
prospective employees and incumbents to discuss potentlaf accommodations with the employer.

Proposed DATE
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EXHIBIT I

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: - | Records Management Administrator Class Number: [ 1052224
FLSA: Exempt , - Pay Grade: 11
Dept: All departments " : ‘

Classification Function _ :
The purpose of this classification is to manage, develop, plan, organize the collection, storage, retrieval,
distribution, and destruction of confidential client records or Ageng#
physical environment. _ %{1 s

Distinguishing Characteristics j
This is a management level classification with respon; it

collection, storage and retrieval of County historical.H
framework of policies, procedures, and local
applying policies and procedures to resolve orga
are completed in a timely and efficient manner. -

g, directing and managing the
i 5. The employee works with a

Essential Job I-functioﬁs

The following dutles are normal forifi$it L,F:g;.af.: iThese are not to be construed as

exclusive or all-inclusive. Otherdutie&%y bk ssigned. . :
« . 5,

ki
N 0 ﬁg}%@@ e 55% +/- 10%.

s Manages the systemihi olE oragh ofcof j@ggij?al client records or Agency records;
" both in the electrdié SieB| environfHaBk” controls™distribution of records; establishes

procedures for recordSih in accory ice with the Ohio Revised Codé; recommends
record retenti chedul hasadidipamineir adry trative, legal and fiscal value; obtains approval
from appy %-ces NGOG Cuiglinga Chlhty Records, the State Auditor and: the Ohio
Historicgktye ijiprovicestiadvice aneiiénsultation on records management to department
adminfgiétors, local gay thificl Ivate agencies; coordinates work with other

i ‘ 'ntjurisdictions; data collection, storage and retrieval of PC-
dihcter r%pitfon systems, computer assisted retrieval systems,

simformatioh’ managemient systsms for confidential client records;
Syklopment of PC-based systems; performs acceptance testing on
diices mail and scanned boxes; receives and sends electronic
wiftiporting and- exporting electronic images to and from County
Bhtation of records management system; designs forms for internal

Hfield questions. .

new equipment/softilis
records; transfers invgge:
agencies; coordinates i
use; process confidential &

i 35% +/- 10%

e Supervises records management supervisors, clerical supervisors, records management officers, or
similar positions to assist with record, retention, and reirieval; assigns work and reviews completed
work assignments; provides job instruction and training; evaluatss performance: reviews and
approves employee leave requests, responds to employee problems and issues; recommends
selection and promotion; recommends discipline and discharge. ‘

PISHISET DRTE
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~ Records Management Administrator

10% +/- 5%

¢ Performs related administrative duties; prepares special reports; compiles daily production reports;

~ orders supplies and equipment; prepares department statistics; manages expenditures; monitors

requests for filing space and determines if requests are cost-effective and efficient; recelves, sorts,
and distributes mall; assist and process record requests or journal entry requests.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in records.management, management information systems; or business
administration or any related field with two (2) years of records management experience; or any

equivalent combination of training and experience. - ’ t
Additional Requirements for ali levels . |

No special license or certification Is required, - _ S
Mln‘imum. Physical and Mental Abillties Required to Perform Essential Job Functions

Data Utilization |

e Ability to operate a variety of computer software including Microsoft Ward, Microsoft Excel, M-l'crosoft
PowerPoint, and various department refated software/systems. :

Physical Requireménts
. ‘_ Ability to operate a variety of aufomated office machines including computer and copier.

Supervisory Résponslbilities i

* Ability to assign, review, pian and coordinate the work of other employees and to maintain -
. standards. _ ‘

Ability to provide instruction and training to other employees

Ability to solve and act on employee problems.

Ability to recommend the transfer, selection, évaluating, or promotion of employees.

Ability to recommend and act on the discipline or discharge of employees.

11"

Mathematical Ability -

» Ability to add, subtract, multiply, divide, calculate decimals and percentages, and routine statistics
to calculate trends.
Language Ability & Interpersonal COhmuhicaﬁon -

» Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess,
conclude and appraise. Requires discretion in determining and referencing such to established =
criteria to define consequences and develop altematives. :

. Abllity to comprehend a variety of informational documents including daily and weekiy reports, time
sheets, performance evaluations, record requests, and various reports and records.

Proposed DATE
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Records Management Administrator

Ability to comprehend a variety of reference books and manuals including Personnel Policies and

Procedures Manuals, union contracts, Ohio Revised Code, Ohio Sunshine Laws Open Government -

Resource Manual, and Ohio County Records Manual.

* Ability to prepare productton reports, correspondence, performance evaiuations; overtlme request,

written reprimands, United States Postal Service Mail Receipts, and other job related documents

using prescribed format and conforming to all rules of punctuation, grammar, diction and style

* Ability to manage people and programs, to supervise employees, to convinee and mﬂuence others,
to record-and deliver information, to explain procedurss, to follow instructions.

¢ Ability to use and interpret records' management terminology and Ianguage-.

e. Ability to communicate effectwely with director, superwsors managers, vendors, consultants,
Records Commission, County Archivist, other County employees and the general public.

. Environmental Adaptability

o Work is typically performed in an office environment and record storage areas.

Cuyahoga Counly is an Equal Oppon‘unlty Employer. In compllance with the Americans with Disabliities Act, the

County will provide reasonabie accommodations fo qualified Individuals with disabilities .and encourages both -

pmspsct/ve employees and incumbents to discuss potential accommodatlons with the employer.

!

Proposed DATE
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EXHIBIT ]

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Senior Administrative Secretary ~ |Class Number: | 1013312

FLSA: Non-Exempt = ’ - Pay Grade: 7
Dept: All DepartmentsA -

'Classification Function , -

The purpose of this classification is to relieve a department director andfor deputy director of routine
and non-routine administrative functions and serve as a liaison witiffelected/appointed officials, various
" departments, general pubiic, and County staff. ;%k

Distinguishing Chéracterlsticé

- This is a Journey level classification performing Unggfgdx g%tpe Department Director and/or

Deputy Director. This class is responsible for perfo, g timely an dipurate administrative functions.
The employee works within a framework of estak ;hgr’o regulations, 'es, and procedures and is

it Isi 3
expected to use judgment in performing work. @ i ?

Essential Job Funéﬂons

. The following duties are normal fde )
" exclusive or allHnclusive. Other-duties

o 30% +/- 10%
sl noﬁ%uﬁne administrative functions;

.« Relieves a departme? d or Hputy O el
functions as the depgdiiftent degignee on V4 e mit Bisby altending meetings and assisting .
in the committee’s fir nferences&hd special events by locating site or

facility, planning rmeal&:

signatures fo poisions i directives made by the department director to

Ehng arran'ﬁzé ‘
anhd pro

ggg conference materials; collects and reviews

2 general public; maintains personnel and

¥,

'Lectedla fited officials, general public, and County staff:
: e ! préx _Hs assistance to other agencies and foliow-up.
| %ﬁs‘“ L “;gﬁ'} _ ‘ ' 30% +/- 10%
+ Performs clericatidgks; greets Ysitors; directs visitors and callers to appropriate office or personnel;
directs calls, takegfﬁ“, sage agglor responds to routine telephone inquiries; opens, screens, sort,
Shies, e‘é Htes and distributes documents; maintains office supply inventory;
prepares agendas, , and transcribes dictation. .

N : 20% +-10% -
* Performs related administrative duties; maintains calendar to arrange appointments, meetings and
conferences; deals with problems or details in place of supervisor; prepares and enters documents
into electronic agenda management systems; composes responses to correspondence and
requests for information; signs correspondence in supervisor's name as directed; gathers
information and statistics and prepares reports; coordinates meetings and appoiniments for the
director and prepares materials; attends meetings, prepares and distributes meeting materials &

prepares meeting agendas and minutes; provides media outlets, outside agencies, and general -

public with department related information; answers public inquires by phone and email.

HReEI R
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Senlor Administrative Secretary

_ 15% +/- 10%

* Produces final draft and/or final copy of documents; compose, proof, and edit annual letters,
memos, correspondence, emails, PowerPoint, vouchers, requisitions, specifications, contract
agreements and-documents; monitors, tracks and edits various documents, reports and contracts;
submits letters for proofreading and signature by director; design and construct newsletter; prepare -
and edit monthly and annual report; design executive level presentations; design promotional
material for department; prepares reports and spreadsheets regarding the various business
functions of the office; administers and co-ordinates changes to department website.

» ) . 5% +/- 2%
+ Maintains confidential filing system of the department records both electronic and manual; creates
filing system; files documents in- correct order; maintains privacy; coordinates appeal database &
docket; assigns appeals, coordinates hearings amongst all parties and maintains electronic records
(physical & audio) of hearings and evidence submiited; provides customer service to parties in
appeals and provides information on appeal procedures.

Minimum Training and Experience Required to Perform Essential Job Functions

High, school diploma or equivalent and five (5) years of secretarial/adminisfratiye experience; or any
equivalent combination of training and experience.

Additional Requirements for all levels

Nq spécial licanse or certification is required. - .

| Minimum Physical and Mental Abil_ities Requirgd to Pe;form Essential Job Functions
Data Utilization |

s Ability to operate a'variety of computer software including Microsoft Word, Microsoft Excel, Microsoft
- Qutlook, Microsoft Access, Microsoft Publisher, and Adobe Acrobat.

Physical Requirements
o Ability to operate a variety of automated office machines including computer and copler. *

Mathematical Ability

» -Ability to add, subtract, multiply, divide and calculate decirﬁals and percentages.

Language Ability & Interﬁersonal Communication
s Ability to perform basic level of data analysis including the ability to review, classify, categorize,

-prionitize and/or reference data, slatutes and/or guidelines and/or group, rank, investigate and’
problem solve. Requires discretion in defermining and referencing such to established standards to

recagnize interactive effects and relationships.

Proposed DATE
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' Senlor Administrative Secretary

¢ Ability to comprehend a variety- of informational documents including billing invoices, staff expense
report forms, budget repors, contracts, draft documents, employse performance reviews,
correspondence and other reports and records. .

¢ Ability to comprehend a variety. of reference books and manuals Indluding Personnel Policies and
Procedures Manual, computer applications manuals and office equipment manuals.

o Ability to prepare reimbursement vouchers, meéting minutes, letters, memoé,- reports {e.g.- monthly
and annual department reports), and other job refated documents using prescribed format and
conforming to all rules of punctuation, grammar, diction and style. o

. Ability to record and deliver informétion, to explain procedures, to follow instructions:

s Ability to comnﬁunidate with directors, County Council and their staff members, managerial and

. 8upervisory staff, other County employees, vendors, new media, other government agencies, and
the general public.

Environméntal Adaptability

e Workis typicalfy' performed in an office environment.

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

Proposed DATE
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EXHIBIT K

- CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

| Class Title: | Senior Examiner _ Class Number: | 1055122
| FLSA: - Non-Exempt .. _| Pay Grade: 7
Dept: Health and Human Services : :

Classification Functlon

The purpase of this classification is to assist home daycare providers pass their Iicensing inspection
and to ensurs that all daycare activities and billings are'in compliance with applicable Iaws rules and
procedures.

Distinguishing Charactoristics - - L
- This is a journey-level classification that is responsible for assidlifiehorne daycare providers pass their
licensing inspection and ensuring that all daycare activities, ~§§11mgs are in compliance with

applicable laws, rules and procedures. The incumbent ensures that work activities are performed ina

timely manner.and according to pohcres procedures and related regulatlons This class requires =~ . -

considerable public contact and Is responsible for STl fifig that client -provided with appropriate

and timely services in a tactful and dlplomat|c may )

Essential Job Functidné

g ;if ssrficatio‘%% 2 These are not to he construed as
na i U qulredagrig ssigned

© 50% +/- 10%
il com llance with applicable laws,

rules and procedur i Hagyment al'v"'- e 3 a ﬁf Jed reports-and documentation;
'determlnes if provide 2 el

(ODJFS) :.15 ‘“J
report fg,éﬁ‘l st
paymg&% reens for %ﬁ

" & x :'?r,-, .
. LW 20% - 10% .
¢ Provides in tg%‘yon and ha provr ﬁbproblems presents Question & Answer sessions for .=
‘ providers; givi anssrstance to'#hplicants durlng Type B orientations; handles manual process
to record atten Eﬁg claims igigbsence of swipe card; addresses provider complaints and
issues; makes refe’i!‘and offars technical assistance to investigations; uses databases and -
; i ystem to track payment history and provider information. .

excluslve or all-inclusive. Other duti

0

"~ 10% +/- 5%

.*» Examines and verifies that all day care activities are in compliance with applicable laws, rules
and procedures; evaluates and inspects Public Child Care Operations/Type B Providers:
consults - with prospective providers on regulatlons standards and provider technical
assistance; travels to child care sites; conducts review of provider evacuation plan, hours of : -
operation, daily activity schedules, weekly menus, medical plans, dental plans, and general . _
emergency plans; inspects provider playgrounds and equipment; identifies and monitors issues -
of non-compliance; gives examples of best practlces _ .

- PIoHosa BATE
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Senior Examiner

10% +/- 5%

-Reviews and processes applications and supplemental documents to determine complefeness
- and eligibility for licensure and compliance with governing statutes; interviews applicants to

determine readiness for licensure; conducts in-home interviews to assure licensing compliance;
provides assistance and information to providers regarding licensing requirements,

' 10% +/- 5%
Performs related administrative duties; prepares various reports, records and other documents:
prepares Child Care Licensing Information Forms (CCLIF) for interviews and visits; responds to
emails and phone calls; attends various trainings and meetings; prepares weekly calendars
and monthly mileage reports; attends childcare training sessions and workshops.

~ Minimum Training and Experience Requlired to Perform Essential Job Functions

Bachelor's degree in Business Administration, Public Administration, Sociology, Accounting or

_ related field with two (2) years of professional childcare or public administration experience; or any
.. equivalent combination of training and experience. '

Valid Ohio driver license, proof of automobile insurance, and a reliable vehicle.

Additional Reqtilrements for all levels

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physjcal Requirements

Ability to operate a variety of automated office machines including computer and copier.

. Ability fo stand and walk for a prolonged peried of time; ability to bend: and twist.

Mathematical Ability

Ability to add, subtract, multiply, divide, calculate decimals and percentages and perform"

routine statistics.

' Language Ability & Interpersonal Communication

* Requires the ability to perform mid-leve! d_ata analysis including the ability to audit, deduce,

assess, conclude and appraise. Requires discretion in determining and referencing such to
established criteria to define consequences and develop alternatives.

» Ability to comprehend a variety of informational docurﬁents including referrals, evacuation

plans, homeowner’s insurance, auto insurance, pet licenses, pet shot records, weekly menus,
daily activity schedules, medical, dental and general emergency plans, payment processing
records, client records and other reports and records.

) Abiiity to comprehend a variety of reference books and manuals including Ohio Revised Code,

ODJFS Field Guide; Type B Child Care Rules, and Personne! Policies and Procedures Manual,

* Ability to prepare Child Gare Licensing Information Forms (CCLIF), monthly adjustment reports,

licensing support interview checklist, travel logs, childcare home assessments,
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Senior Examiner

correspandence, and other job related documents using prescribed format and bonforming to
* all rules of punctuation, grammar, diction and style. '

* Ability to convince and influence others, record and dsliver information, {6 explain procedures,
maintain confidentiality of restricted information, and to follow instructions.

¢ Ability to use and interpret accounting and basic legal terminoiogy and language.

¢ Ability to communicate effectively with co-wo.rk,ers, daycare provider applicants, daycare
providers, other County employees, and the general public. : ‘ .

Environmental Adaptability _ ' -
« Work is typically performed in an office environment and in a daycare setting. '

¢ Work may involve exposure to temperéture and weather extremes, strong odors, smoks, dust, -
wetness, humidity, animals and traffic hazards. - ' - ‘ .

Cuyahoga County Is an Equal Opportunity Employer.  in compliance with the Americans with Disabilities Act,
- the County wilf provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents fo discilss potential accommodations with the employer,
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EXHIBIT L

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: { Chief Dog Warden Class Number: | 1022432
FLSA: Exempt Pay Grade; 9 '
Dept: Public Works '

Classification Function
The purpose of this classification is to enforoe and supervise the enforcement of State of Ohio laws
regulating ownership and control of animals within the County; to supervise staff at the County Animal
Shelter to ensure that the public is served, law is enforced, and animals are handled humane!y, and to

function as the “Chief County Dog Warden per O.R.C. 955.12.

D|st|ngulshlng Characteristics

This is a supervisory level classification, working under gengid
defined policies, procedures, and regulatlons Incumbentq;é
often outside of proximiity of their supervisor. Incumberts. :
operating procadures and policies. _This class requ
and control of animals, laws and regulations. 4 QEM

 Essentlal Job Functions

hese are not ﬁiae construed as

exclusive or all-inclusive. Other du g% ssigned
; 40% +- 10%
¢ Presides as Chief Cou ‘7 nty, %??es and supervises the
enforcement of State g o ontro ‘of animals within the County;

; @;‘,

investigate}
ahimals dls

2 omplamts fr o

court to assist'f ; osecuting
vicious designati® 15 af dogs b

e':v}
i

e .{ :

N,

.. animaisiy aintainSbRE!
[ 0_'-} llcensmg?
L e orw

IRing peace .m pect

mp

ofile or more dangerous cases;

perwses the impounding.of stray animals:
ngs to animal owners regarding violations;

bs,condhits dot census; enforces dangerous dog
"‘ fficers to ensure compliance with the law:

j§, wams od‘iners found in violation and issues citations;
Iblic — animal bites, animals.destroying private property,
iihumane treatment of animals; provides testimony in
glations of animal control laws; determines nulsance dangerous,

d upon all case facts.’

20% +-10%

Supenvises staff at the ¢ ua;“* Anumal Shelter to ensure that public is served, law is enforced,

‘and animals are handled humanely; evaluates employee performance; assigns work and

reviews completed work assignments; provides job training and instruction; preparas work
schedules; approves employee leave requests and monitors use of leave time; recommends
and |mp|ements disciplinary procedures; coaches and manages behavior and ensures all staff

conduct is appropriate; recommends selection of new employees and promotion of current
- employees. .

' : 16% +/- 10%
Performs public relations and community awareness functlons plans future advertising,
publicity, promotions, public speaking, humane education and promotion of the Animal Shelter,
prepares literature and articles for publication to promote the Animal Shelter; approves
literature, articles and public service announcements prepared by staff. develops educational
programs; distributes and makes available literature pertalnmg to animal control statutes;

: RIGHESHDATE
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Animal Shelt_er Operations Supervisor

prepares responses to customer and public inquiries and complaints regarding the Animal
Shelter operations, humane education, statistics, adoptions and health concerns regarding
adopted animals; oversees the fiow of animals in and out of the building through transfer, foster
or adoption. . " 4 : ~

16% +/- 10%

Oversees the Animal Shelter operations and the enforcement of animal control regulations;

oversees treatment of animale regarding health and temperament; plans ' euthanasia
procedures; ensures sufficient housing for animal population; determines adoptability of
impounded animals; schedules animals for euthanasia; performs euthanasia; oversees shelter
cage sterilization and cleaning. : _ :

4 - 10% +/- 5%
Performs administrative functions; reviews completed documents and receipts; balances receipts
and collected funds to ensure accuracy and legal compliance; supervises preparation and
maintenance of placement records; maintairis records of license sales: maintains records of claims
and complaints as prescribed by law; prepares operational reports. °

Minimum Training and Expérience Required to Perform Essential Job Functions

‘Vocationalftechnical training in veterinary science or animai control or law enforcement with five (5)

years of animal handiing, animal supervision, and animal welfare experience which includes one year.
of personnel supervision; or any equivalent combination of training and experience. ,

‘ Valid Ohio driyer license and proof of automobife insurance

Additional Requirements for all levels

Must obtain and maintain Ohio Euthanasia Technician Certification within & months of hiring

Minimum Physical and Mental Abilities Required to Perform Essentlal Job Functions

Physical Requirements

Ability to operate a variety of automated office machines including computer_ and copier.

| Ability to phys'ically handie and control animals during transport and véterinary procedures including

prolonged standing, walking, balancing, crouching lifting up to 50 pounds with or without assistance,
pulling, and bending.

Ability to distinguish between colors, hear alarming sounds, identify odors, and accurately describe
animals based on visual perceptions. ' . '

Ability to Ketch-pole, animal leashes and snares and grooming tools.

Supervisory Responsibilities

Ability to assign, review, plan and coordinate the work of other employees and to maintain
standards. ~

Ability to provide instruction and fraining to other employees.
Ability o solve and act on employee problems.

Ability to recommend the transfer, selection, evaluating, or promotion of employees.
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Animal Shelter Operations Supervlisor

. Abjlity to recommend and act on the discipline or discharge of employees. .
Mathematical Ability

¢ Ability to add, subtract, multiply, divide and calculate decimals and percentages, and perform
routine statisﬂcs

Language Ability & Interpersonal COmmunica,tlori

* Requires the ability to perform mid-leve! data analysis including the ability o audit, deduce,
assess, conclude and apprarse ‘Requires discrefion in determining and referencmg such to
established criteria to define consequences and develop alternatives.

e Ability to comprehend a variety of informational documents including b1|||ng invoices, animal
surgery and medical records, employee leave forms, animal impound inventory and records,
donation receipts, spay/neuter deposits, ‘adoption questionnaires, animal disposition
information, correspondence and other reports and records. ‘

: * Ability to comprehend a variety of reference books and manuals including policy and procedure
manual, Animal Shelter Operations. Manual, union contract, Breed Rescue Manual, personnel
policy manuals and the Chio Revised Coda. .

s Ability to prepare purchase orders, requisitions; Animal Shelter statistics, educational materials,
publicity materials, correspondence, and other job related documents using prescribed format
and conforming to all rules of punctuation, grammar, diction and style.

* Ability to supervise and counsel employees, to convince and influence others, o record and
deliver information, explain procedures, and follow instructions.

e Ability to use and interpret basic veterlnary, ammal control law enforcement terminology and
language.

* Ability to communicate with manager, veterinarians; employees, emergency clinic staff, media |
contacts, sales representatives, adoption customers, and the general public.

Environmentat Adaptabliity
« Workis typically performed in an animal shetter and i the feld

* Work may invelve exposure to angry or rabid animals, dust, strong odors, noise extremes,
bright/dim lights, wetness humldrly, diseases, and bodlly fluids.

o Work may be performed outdoors in varymg weather conditions and potentral exposure to
violence.

Cuyahoga Counly Is an Equal Opportunity Employer. In compllance with the Americans with Disabilitios 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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EXHIBIT M

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Glass Title: | Senior Mallroom Supervisor ' Class Number: | 1011814
FLSA: Non-Exempt : ' Pay Grade: 7
Dépt: __| Public Works '

Classlf' cation Function -

The purpose of this classification ig to direct the overall operations of multrp!e mailroom facilities and to

supervise lower level mailroom supervisors and other staff in the distribution of County mail to the
various depariments.

Or supervising lower level mailroom

Distinguishing Characteristics
This is a supervisor classification. The employee is respons
supervisors and other assigned staff .in the daily operg
overseeing distribution of County mail. Incumbents in thigigiassifei
and ensuring adherence to protocol, procedures, Ia '6' atjgns in the performance of duties.
This class requires a higher leve) of expenence tha Stipervisor class and has broader
managenal responsibiliies. i Ui :

Essentl’ai Job Functions

N, 40% +/- 10%

I maito the various depariments;
B ‘tbnanc fi; standards; plans, assigns and
i : valuates employee performance; conducts
@oncems and problems; approves employee
: ncludlng selection, promotlon transfer,

reviews work; providgsai
staff meetings; respon

discipli
“g}‘ - 30% +l- 10%
e Coording vdlops goals and objectives; evaluates delivery schedules
and revise ‘Aidll and package. pick-up times according to postal and

; 3 hages the metering of mall; responds to customer service
; ifgviews contracts with outside vendors; adds postage money to
Jdtidelivery; processes outgoing mail; maintains office supplies
(4 Tor mailroom.

delivery servnéj@
requests; operaté by
mamng machines; Sgria

!g ’ ) ’ ’ .
. 15% +-10%
o Delivers and picks up mail from various dspartments. fills in for staff when there are absences.

15% 4/~ 10%

* Performs related administrative responsibilities; prepares various reports, records and other
documents; prepares, reviews and monitors mailroom budget reporis; submits mileage reports;
responds to emails and phone calls; attends various trainings and meetings; updates postage
rates; coordinates office machine mauntenance agreements; prepares bllhngs prepares
employee work schedules.

Rigigsea: ATk
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Senior Mailroom Supervisor

Minimum Tralning and Experience Required to Perform Essential Job Functlons

» High school diploma or equivalent with five (5) years of mail processmg experrence including one
(1) yearas a superwsor, or any equivalent combination of training and experience.

¢ Valid Ohio driver license and proof of automobile insurance.

Additional Requirements for all levels

No special license or. certification is required.

Minimun_t Physical and Mental Abllttiee Required to Perform Essgntial Job Functions
Physical Requirements .

s Ability to operate a variety of automated office machines includi ing computer copier and postage
meter. :

 Ability to sit, stand and walk for extended periods of time, ability to push puil and lift up to 50
Ibs., ability to bend and twrst .

Supervisory Responsibilities.

« Ability to assign, review, plan and coordinate the work of other employees and to maintain
standards. .

» Ability to provide instruction}and training to other employees. '
¢ Ability to solve and act on employee problems.
. Ability to recommend the transfer, selection, evaluation, or promotion of employees.
. Ability to recommend and act on the discipline or 'discherga of employees. '
Mathematical Ability | |
. Abiltt'y to add, subtract, multiply, divide and calculate decimals end percentagee.
Language Ability & Interpareonel Communication
* Ability to perform basic leve! of data analysis including the abillity to review, classify, categonze
prioritize and/or reference data, statutes andfor guidelines and/or group, rank, investigate and

problem solve. Requires discretion in determining and referencing such fo established
standards to recognize interactive effects and relationships.

-+ Ability to comprehend a vanety of informational documents mcludlng telephone messages
delivery schedules, time sheets, mobile .control reports, mailing invoices, mail drop reports,
yearly budget reports, time off requests, and other reports and records,

» Ability to comprehend a variety of reference books and manuals including Personnel Pollcles
- and Procedures Manual
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Senior Mailroom Supervisor

¢+ Ability to prepare performance appraisals, purchase requisitions, correspondence, budget
reparts, weekly schedules, mileage reports, time adjustment forms, mailing guidelines, and
other job related documents using prescrlbed format and conforming to all rules of punctuation,
grammar, diction and style.

o Ability to use and interpret basic accounting terminology and language.

» Ability to supervise and counsel employees, to convince & influence others, to record and
deliver information, to explain procedures, to maintain confidentiality of restricted information,
and to follow instructions.

e Ability to communlcate effectively with supervisors, vendors, other County staff and the general
' "public. . . .

Environmental Adaptability'
«  Work is typically performed in an office environment.

- Work may involve exposure to weather extremes, wetness humidity, machlnery and trafflc '
hazards.

Cuyahoga Counly is an Equal Opportunity Employer, In compliance with the Americans with Disabllitlas Act,
the County will provide reasonable accommodations to qualified individuals with disabliitles - and encourages both
prospective employees and mcumbents to discuss potential accommodetlons with the employer,
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EXHIBIT N

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Senior Records Management Administrator Class Number: | 1052225
FLSA: . Exempt - Pay Grade: 12
Dept: Public Works ] : :

Classification Function

The purpose of this classification is to manage the collection, storage and rétrieval .of County Archive
records as well as oversee the Cuyahoga County Archives Reference Services, Appraisal, .
- Preservation and supervision of records management staff. _

Distinguishing Characteristics

" This is a management level classification with responsibil *?
activities of the County Archives within the DepartmeE binf

; b This class is respansible for.
overseeing the Cuyahoga County Archives includingiza |

G, Appraisal, and Preservation. _

Essential Job Functions

The following duties are normal for thls class

exclusive or all-inclusive. Other }‘;‘3 ay be requizadiam assigned.

B0% +-10%
ity Archives records (manages
': 2ords; recommends records
fetands, i #enance in accordance with
3, legifdhd fiscal value; obtains approvai
i and the Ohio Historical Society; provides

advice and co nEhn S ecords Management systems to County

retention, maintenangg
Ohioc Revised Codeff

departme gal, govemment officials or private agencies;
coordingf ‘gpd/or government jurisdictions; researches
and/ops difggement systems, microfilming, scanning, bar
coding’s informatioh management systems, for. their application

Qi el ieifar purchase of records management equipment and
system soffé@e Fiis ipnt at pre-bid meetings for the purchase of recards
Gl fjvare; coordinates implementation of records -management -

system; designsiig) al use). Oversees Cuyahoga County Archives including
" Reference Servicesiiint pd Preservation; assists in the reference area and completes

requests as needed?: records with permanent historical value that should bs
liEbiives; acts as a consultant for other County offices and agencies
in determining those record§ with permanent value; recommends the environmental conditions
necessary for archival storage; recommends archival supplies necessary to preserve records;
agsists offices and agencies In the preparation of retention schedules; answers questions

regarding records. management policies and procedures.

, ' 25% +/» 10%
» Supervises Records Management staff, directs the daily operations of the archives; evaluates
requests and assign to staff or volunteers; review research projects complete by staff,

. volunteers, interns, etG.; assigns staff and volunteers to.assist in the reference area.

Piontsasnng
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Senior Records Management Administrator

' 25% +/- 10%

» Performs administrative duties; prepares speclal reports; provides training/presentations to
managers; recommends approval of vendor invoices; present at outreach events; approve staff
payroH and task "codes; completes staff evaluatlon prepares: for semi-annual records
commission meetings and prepares mmutes

Minimum Training and Experience Required to Perform Essential Job Functions

Bache{ors Degree in history, library science, or related field with six (8) year of archival experience
including part time, ‘intemship, or vqunteer work; or any equivalent combination of tralnmg and
experlence ,

Valid Ohio driver license, proof of automobile insurance, and a reliable vehicle.
Additional Requirements for ali levels
" No special license or certification is required.

Minimum.Physical and Mental Abilities Required to Perform Essential Job Functions
' Physical Requirements A

* Ability to operate a variety of automated office machines including corﬁputer and copier.
¢ Ability to lift, push, and pull up to 25 pounds and ability to climb, crawl, and balance.

Supervisory Responslbllltles

e Ability to assign, rewew plan and coordinate the work of other employees and to maintain
standards.

Ability to provide InSfl'UCflOl'I and training to other employees.

“Ability to solve and act on employee problems.

Ability to recommend the transfer, selection, evaluating, or promotion of employe&c ' .
Ability to recommend and act on the discipline or discharge of employees.

Mathematical Ability

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

Y

Language Ability & Interpersonal Communication : T ' . ] N

* Requires the ability to perform mid-level data analysis including the ability to audlf deduce,
assess, conclude and appraise. Requires discretion in determining and referencmg such to
established criteria to define consequences and develop altematlvas

B Ability to comprehend a variety of informational documents including time sheets, performance
evaluations, billing invoices, research requests, task code reports, Toolbox Safety Lessons, -
Verification Form, and various reperts and records. R

o Ability to comprehend a variety of reference books and manuals including Policies and -
Procedures, Manual, Ohio History Connection, Ohio Revised Code, Ohio Sunshine laws,
Freedom of Information legislation, website for the Academy of Certifled Archivists, County
Records, Cuyahoga and City of Cleveland Histories, City Directories, Annals of Clevsland
local and U.S. histories, etc.

DATE

Page 48 of 130



Senior Records Management Administrator ‘ _

Abllity to prepare production reports, spread sheets, electronic data reports, retention
schedules, performance appraisals, correspondencs, indirect cost report, staff evaluations,
progress reports, budget requests, work orders, and other job related documents using
prescribed format and conforming to all rules of punctuation, grammar, diction and style. S

Ablity to manage people and programs, to supervise employees, to record and deliver
information,. to-explain procedures; and to follow instructions. '

Ability to use and interpret records managefnent and archival terminology and language.

Ability to communicate effectively with director, managers, supervisors, coworkers, voluntesrs,
students, interns, other County employees and the general public. : .

Environmental Adaptabllity

Work is typically performed in an office snvironment anq record storage areas.

Cuyahoga County Is én Equal Opportunity Employer.  in compliance with the Americans’ with Disabliifles Act,
the County will provide reasonable accommodations to qualified individuals with disabillties and encourages both

prospective employees and incumbents fo discuss potential accommodations with the employer.

DATE

Page 49 of 130



EXHIBIT O

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Senior Records Management Officer Class Number: | 1052222
FLSA: Non-Exempt ' Pay Grade: 6 . -
| Dept: Public Works '

Classification Function
- The purpose of this classification is to provide research and reference services at the County Archives,

. - Distinguishing Characteristics
This is a journey-level classification that works under the ge
Management Administrator and is responsible for providing

County Archives. The employee works within a framewprRigf policiés %procedures and regulations.
The incumbent ensures that activities are performed in a timely manner and accordlng to pO"CIBS
procedures and related regulations. = K

uperwsmn ofthe Senlor Records

Essential Job Functions

| ﬁ These are not to be construed as _ -

E, assigned.
% 70% +/- 10%

lveﬁﬁﬁerforms research for requests
N pm holdings and online resources;
ORE rchere record retention; prepares written
F appropnate locations; performs mamtenance of

LT
g Eg h., i . -
W, Wﬁgﬁ%@% W 20% +- 10%

figtion; prepa %nd distributes to departments notifications
. 'f-rii‘ oyed prepares and copies certlﬂcates of records dlsposed

The following dutles are normal fd
exclusive or all-inclusive. Other dutie§

« Provides research anddfai
. Teceived via malil, _-sr

responses to research
records.

10% +- 5%
, ive responmbllltles prepares various reports, records and other
documents; files documents and microfilm; enters records information into database responds to

emails and phone calls.

Minimum Training and Experience Required to Perform Essential Job Functions -

Associates degree in records management, library technology or related field with two (2) years of -
records management or archival experience; or any equivalent combination of training and experience.

. PiSpssdINATE
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Senior-Records Management Officor

Additional Requirements for all levels

No s‘peCial licenss or certification is required.

Illllnlmum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requirements |

Abllrty to.operate a variety of automated oﬁlce ‘machines including computer copier and microfilm
reader printer.

» Abillity to stand and walk for a prolonged period of tlme ablllty to balance and climb; ability to lift up
to 60 Ibs,

Stipervi_sory Responsibilities

e Ability to assign, review, plan and coordinate the work of volunteers.
» Ability to provide instruction and t.reining to \rolunteersl
Matliematical Ability |

o - Ability to add, subtract, multiply, divids and calculate declmals and percentages and perform routrne
statistics.

Language Ability & lnterperSonal Communication

Requires the ability to perform mid-level data analysrs including the ability to audit, deduce, assess,
conclude and appraise. Requires discretion in determining and referencing such to establlshed
criteria to define consequences and develop aiternatives. :

e Ability to comprehend a variety of informational documents including record raquest forms, records
of ioans, archival records, various County records and documents and other reports and records.

¢ Ability to comprehend a variety of reference books and manuals including Ohlo Revised Code
Retention Schedule and Personnel Policies and Procedures Manual.

e Ability to prepare records research reports, record request forms, correspondence and other job
related documents using prescribed format and conforming to all rules of punctuation, grammar,

. diction and style

s Ability to record and deliver information, to explain procedures, to follow instructions.
¢ Ability to use and interpret indexing and historical archival terminclogy and language.

e Ability to communicate effectively with supervisors, co-workers, axternal agencies and institutions,
County and State govemment agencies, other County employees and the general public,
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Senior Records Management Officer

Environmental Adaptability

s Work is typically performed in an office environment.

Cuyshoga County is an Equal Opportunily Employer. In compliance with the Americans with Disabilities Act, the
County will provide reasonable accommodations to qualified individuals with disabliitles and encourages both
prospective employees and incumbents to discuss potential accommodations with the eimpioyer.
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EXHIBIT P

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Ciass Title: | Sewer Maintenance Superintendent Class Numbar: | 1043123
FLSA: Exempt Pay Grade: 15
Dept: Public Works ‘ B .

Classification Function

The purpose of this classification is to manage and superﬁise~the operations and personnel of the

Sewer Maintenance Division of Public Works; may provide administrative support fo the Maintenance
Administrator.

Distinguishing Characteristics : ‘ .o

This is a management classification with responsibility for planning, directing and controlling the Sewer
Maintenance section of the Public Works Office under general direction. This class requires the
" solution of operational, technical, administrative and management problems related to maintenance.
The employee is expected meet, consult and collaborate with the Maintenance Administrator ‘to
discuss plans, projects, and objectives, and to present solutions to identified concemns. The incumbent

exercises discretion in applying policies and procedures to resolve organizational issues and to ensure

that assigned activities are completed in a timely and efficient manner,

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%

* Manages the operations of the Sewer Maintenance division; establishes goals for production and

project completion; oversees the maintenance of the Counly’s sewer systems, plans and directs

daily operations through subordinate supervisors; delegates authority for projects; coordinates

work operations with administration, other departments, contractors and the public; governs iabor
costs and overtime hours for cost effectiveness; participates in matters of safety and security.

C 30% +/- 10%
= Supervises the assigned division; assigns and reviews work; recommends hiring, promotions,
~ discharges, and disciplinary actions; documents misconduct; assesses staffing requirements;
implements and encourages cross training and staff development; evaluates training needs and
provides instruction; . evaluates performance; establishes and " promotes employee morale;
participates " on discipline committee; participates in resolving grievances; investigates all
grievances within the department, confers with labor atiorney on laborftrade, union issues;
answers staff questions and provides information and confiict resolution as appropriate.

- ‘ ' . . 30% +/- 10%

e Develops and oversees procedures and practices; researches. eguipment and technology

improvements and securés as available; evaluates, reviews and recommends budget

disbursements for materials, parts, supplies, equipment and tools; reviews dally work distribution,

reports, labor and materials coste and work done; approves payroll and all departmental purchases.
and establishes costs of work needed.
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Sewer Maintenance Superintendent

. , 10% +/- 5%
* Reviews and responds to citizen requests and complaints; plans, coordinates and’ attends
meetings with public officials, contractors, vendors, staff, department heads, and unions,
Minimum Training and Experience Required to Perform Essential Job Functions
Bachelor's degree in Civil Engineering or a related field with six ) years of related experience
including three (3) years of supervisory experience; or any combination of education and experience
.that provides equivalent knowledge, skills and abilities.
Additional Requirements

Must obtain Ohio Ciass Il Wastewater Collections License within 12 months of hiring.
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requiremen;s ' '

Ability to operate a .variety of automated office machines including computers, peripheral
equipment, and a two way radio. : :

- Supervisory Responsibilities.

¢ Ability to assign, review, plan and coordinate the work of other employees and to maintain
standards.

.- Ability to proQide instruction to other employees and to act on employee problems.
e Ability to preeare emploflee perfonﬁance evaluations.
. Ability to recommend the discipline or discharge of employees.
e  Ability to recommend the transfer, promotion or salary increase of other employees,
Mathematical Ability o |
. Ability to uederstand and‘apply high school algebra, geometry, calculus and statisﬁcs.
Language Ability & Inferp’arsonal Communication ' |
s Ability to perform mid to high level data anélysis requiring managing of data and people deciding
the time, sequence of operations or events within the context of a process, system or

organization.  Involves determining the necessity for revising goals, objectives, policies,
procedures or functions based on the analysis of data/information and-includes performance

reviews pertinent to such objectives, functions and requirements.

. 'Ability to comprehend a variety of informational documents including overtime reports, labor
Teports, time sheets, activity sheets, fuel reports, dispatch call logs, work orders, employee
grievances, job descriptions, quotes from contractors plans, maps, certifications, and reports.

o -Ability to comprehend a variety of reference books and manuals including departmental and
County personnel policy manual, Ohio Revised Code, EPA standards, municipal maps, Uniform
Standards for Sewage Improvements, reference manuals, union contracts, specifications,
standards, guidelines, and codes. '
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. Sewer Malntenance Superintendent
« Ability to prepare timesheets, billable hours reports, performance appraisals, correspondence,
agreements, contracts, work order sheets, schedules, ‘budgets, grievance response, injury
accident reports, memos and other job related documents using prescribed format and
. conforming to all rules of purictuation, grammar, diction and style. -

*  Ability to supervise-and counsel employées, convince and influsnce ‘others, to record and deliver
information, to explain procedures, to follow instructions.

o - Ability to develdp'and maintain effective working rélaﬁonships with a variety of individuals within
and outside the Depariment. ' '

o Ability to use and interpret maintenance, legal, human_ resource terminology and language. .

e Abijlity to communicate with staff, directors of other séctiohs, homeowners, .contractors, vendors,
public officials, consultants, departmental employees, and adininistrators. :

Environmental Adaptability

*  Workis typically performed in an office environment and in the field.

Cuyahoga Qouﬁly is an Equal Opportunity Employer. in 'aompliance with the Americans with Disabilitles Act
the County will provide reasonable accommodations to qualified Individuals with disabilitles and encourages hoth -
prospective employses and incumbents to discuss potential accommodations with the employer., ’
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EXHIBIT Q

- CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title; Social Program Administrator 1 Class Number: 1056312
' ] Pay Grade: 11
| Departments: | Health and Human Services and Sheriff's Department N ' ' |
Classification Function

The purpose of this classification is to manege a social service program with a budget of $ 1 million or less and to supervise
lower level social service employees. L o . :

Essential Job Functions

| The following duties are normai for this classification. These are not to be. construed as exclusive or a.ll-lnclusive.
Other duties may be required and assigned. ‘ )

* - Manages a social service program with a budget of $ 1 million or less (e.5.- monitors cotnpliance of social program with
federal and state regulations governing program area; monttors program’s grant compliance; manages program’s budget
and expenditures; develops program resources; designs and preparss written materials describing program; attends
meetings and prepares and delivers speeches regarding social prograr),

®  Supervises lower level soclel service employees (e.g. - assigns work and reviews completed work assignments; plahs
and develops staff tmining; eveluates employee performance; conducts employee performence appraisals; reviews and
approves employee leave requests; recommends employee selection, fransfer and discipline). )

¢  Performs administrative functions (e.g - prepares reports for state and agéncy; acts as liaison between state end
division regerding social program functions; responds to telephone and written inquiries about social program).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in soclal work with three years of related social work experience; or any equivalent combination of training
and experience.

Additional Requirements

No special license or certification is required.

Minimﬁm Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements .

*  Ability to operate a variety of automated office machines inclnding personal computer, copier, adding machine, etc.,
Supervisory Responsibilities |

e Ability to assign, review, plan and coordirate the work of other employees.

e  Ability to provide instruction to other employees.

*  Ability to recommend the discipline or discharge of other employees and act on employee problerns.

e Ability to recommend the transfer, promotion, or salary increase of other emplo'yeés.

© DMG 1993
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Cuyahoga County Classification Specification - © 1056312

Mathematical Ability .
»  Ability to add, subtract, multiply, divide and calculate decimals ahd'perccmages.
Language Ability & Interperéonal Communication

¢  Ability to.comprehend a varisty of informational documents including itinerary reports, medical invoices, various forms
- and documents, and other reports and records.

e Ability to comprehend a variety of reference.books and manuals including manager’s handbook, personnel policy
manuals, at tisk manual, healtl_l care manuals, and federal and state reguletions,

*  Ability to prepare at risk reports, berformancé appraisals, random moment studies, time sheets, memos, correspondence,
and other job related documents using prescribed format and conforming to all rules of punctnation, grammar, diction
and style. : : ' :

e  Ability to supervise and counsel employees, to convince and influence others, to record and deliver information, to
_explain procedures, and to follow instructions. '

*  Ability to use and interpret medical and counseling terminology and. languags.

e  Ability to communicate effectively with clien_ts, supervisor,. persornel officers, support service staff, other County
employees, consultants, cere providers, local and state officials, accountants, and the general public. '

Environmental Adapiability

o Work is typioally performed in an office environment.

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

@ DMG 1993 . . Revised April 27, 2007
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EXHIBIT R

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Clags Title: | Social Program Adminjstrator 2 , Class Number: 1056313
: Pay Grade: 13

LDepartments: | Health and Human Services and Sheriff's Department ] . ] .

Classification Function

The purpose of this classification is to manage one or more social service programs and to supervise subordinate supetvisors,
This classification is distinguished form the Social Program Administrator 1 classification by the size of the program and
generally the supervisved classifications (i.e,, Social Service Supervisor). Additionally, this classification generally reports to
a higher-level program administrator, i ‘

Essential Job Functions

The following duties are normal for this classification.. These are nat to be construed as exelusive or all-inclusive.
Other duties may be required and assigned.

® . Manages the functions of one or more social service programs (e.g- develops and implements policies and procedures;
monitors compliance of social program with federal and state regulations governing Program area; monitors program’s
grant compliance; manages program’s budget and expenditures; develops program resources; designs and prepares
written matetials describing program; may communicate with and advise program clients; attends meetings; prepares and
delivers speeches regarding social program). . ’

approves employee leave requests; recommends employee selection, transfer and discipline).
*  Performs administrative functions (e.g. - prepares annual reports, budgets, and work plans; prepares roports for state

and agency; acts as liaison between state and division regarding social program fanctions; responds to telephone and
witten inquiries about social program). . '

¢  Supervises subordinate supervisors (e.g. - oversees work of supervisors; plans and develops staff training; reviews and |

Minimum Training and Experience Required to Perform Essential Job Functions

training and experience.
Additional Requirements

No special license or certification is required.

Bachelor's degree in social work or related field and four }ears of social work experience; or any equivalent combination of ‘

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

' ¢ Ability. to~operate a variety of automated office machines including personal cotnputer, TP terminal, caleulator,
telephones, eic. . .

Supervisory Responsibilities
»  Ability to assign, review, plan and coordinate the work of other employees.

_©®DMG 1993 _ : ' Revised April 27, 2007

Page 58 of 130



Cuyahoga County Classification Specification . . 1056313

o Ability to provide instruction to other employees.

»  Ability to recommend the discipline or discharge of other employees and act on employee problems.
o . Ability to recommend the transfer or promotion of other employees.

Matllema'tical Ability | |

*  Ability to add, subtract, multiply, divide, caloulate decimals and percentages, use descriptive statistics, statistical
inference, and statistical theory. S

Language Ability & Interpersonal Communication

»  Ability to comprehend a variety of informational documents including time sheets, Foster Parent documents,
menagement reports; incident reports, certification records, delinquent fists, coniracts, billing lists, allocation reports,
and other reports and records. » . ' '

s  Ability to comprehend 8 variety of reference books and manuals including Chio Jobs and Family Services Manual,
operations manual, personnel policy manuals, Foster Care manuals, union contracts, etc.

e Ability o prepare per diem manual, ennual report, employee evaluations, ODIFS statistical reports, Homeless Repbrt,
antmal work plan, program updates, corrective action plans, memos, correspondence, and other job related documents
using prescribed format and conforming to all rules of punctuation, grammar, diction and style. '

*  Ability to supervise end counsel employees, to convince and influence others, to record and deliver. information, to
~ explain procedures, maintain confidentiality of restricted information, and to follow instructions.

e Ability to use and interpret medicel, legal, counseling, accounting, and personnel terminology and language.

e Abilitﬁ to communicate effectively with clients, supervisor, support service staff, program clients, other County
employees, consultants, care providers, local and state officials, accountants, and the general public.

Environmental Adaptability

e Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities zict, the County

will provide reasonable accommodations to qualified individuals with disabilitles. and encourages both prospective
employees and incumbents to discuss potential accommodations with the employer.

© DMG 1993 . ' Revised Aprl 27, 2007
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EXHIBIT S

~* CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Senior Financial System Administrator-Financial Analyst | Class Number: 1055142
Pay Grade: 15
| Depertments: | Office of Budget and Menagement, only - ' - i
Classification Function

The purpose of this cias:siﬁcétion is to plan and manage the activities and operations of the budgeﬂfprecast system opetations
and supervise the Assistant Financial System Administrator — Financial Analyst.

Essential Job Functions

The following duties are normal for this classification, These are nbt to be comstrued as exclusive or all-inclusive,
Other duties may be required and assigned.

. as liaison to other County departments; may serve as lead ntember on special project team),

- supporting hardware and mekes or initiates corrections; prepares procedural nianuals; maintaing system documentation;

Plans and manages the activities and operations of the budget/forecast information system operations (e.g. develops and
implements plan that meets short and long-term information needs of the department; develops, evaluates and maintaing
standards for system design and application development; modifies or develop systems to accommodste changes in
financial policies or budget techniques; evaluates effectiveness of information. system and processing functions; serves

Supervises lower-level assistant financial system administrator-financial analyst (e.g. assigns and reviews completed
work assignments; provides job instruction and training, reviews performancs; recommends and implements disciplinary
procedures when appropriate; reviews applicants for analyst staff positions and recomtmends selectton of candidates).

Provides computer software technical support and assistance to end-users in County departments. (e.g. oversees
installation and maintenance of software and associated hardware systems; monitors problems with software programs ot

prepares and designs queries and reports utilizing report writer tools and database query languages (e.g. SQL); prepares
graphs, etc. to present financial, statistical- and descriptive program/ervice level activity; conducts software training
sessions for OBM staff and Agency fiscal officers). _ )

Develops and coordinates of new project development and system changes (e.g. designs enhancements to current
automated systems; determines requirements for development of system modifications to existing systems; designs

action plans for system development). ‘

Performs budget preperation and maintenance dutles (e.g. participates in the preparation of the tax and operating Budget;
develops, prepares and monitors revenue estimates for General Fund, Health & Human Service Levies and Debt Service;
participate in developing and preparing monthly and quarterly forecast reports and County Annual Budget documents), |

Assists in the sale of notes and bonds by coordinating informetion among bond counsel, underwriters, trustees, banks,
Director, Administrators, and Commissioners; prepares requests for proposals; assist in hiring consultants; assist in|
coordination and managing proposed debt; assist in meintaining the County's note and bond ratings by preparing
information of County operations for the rating agencies.

Oversees cost atlocation duties. (e.g. prepares billing rates for Jail; develops the indirect cost plan; prepares invoices and
pursues collections; assist in the identification and development of revenue enhancement altematives)

Performs capit.él budget manegement duties. (e.g. participates in capital planning and budget process; monitors revenue
and expenditures in capital improvement finds; evaluates ptoposals for new or expanded projects; develops funding
recommendation and rationale). .

January 4, 2005
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Cuyahoga County Classification Specification © 1055142

Minimum Training and Experience Required fo Perform Essential Job Functions

Bachelor's degree in business or information mansgement or related field with five years of experience in financial
information system support; or any equivalent combination of training and experiencs.

Additional Requirements - ' .

No special license or certification is 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 computer, printer, adding machine, copy machine, :

fax machine, etc.
Supervisory Responsiblilities
¢ Ability to assign, review, plan and coordinate the work of other employees,
°« Abitlity to provide instruction to other employees.
|*. Ability to recommend the discipl-inE or discharge of other employees.
e Ability to recommend the trensfer, promotion,br.éa.lary iﬁcrease of other employees.
Mathematical Ability

|»  Ability to add, subtract, multiply, divide, calculate decimals and percentages, and apply the basic principles of algebra
and descriptive statistics, - , C

Ldngﬁage Ability & Interpersonal Communication

»  Ability to comprehend a variety of informational documents including informationel documents, forecast Teports,
| FAMIS reports, project plans, billing invoices, vouchers, departmental financial statements, . letters, warrants, and othet

reports and records.

*  Ability to comprehend a variety of reference books and manuals Including budget systerri manual, personnel policy
manuals, administrative procedures, accounting manuals, fiscal handbooks, financial compliance guidelines, etc.

‘o Ability to prepare budgef/forecast reports, revenue reports, descriptive statistical repdrts, performance appraisals,
correspondence, and other job related documents using prescribed format end conforming to all rules of punctuation,

gratmar, diction and style, :

o' Ability to supervise md counsel employees, to convince and influence others, to record and deliver information, to
_ explain procedures, and to follow instructions,

e Ability to use and interpret budget system and accounting temﬁnoiogy and language.

e Ability to communicate effectively with immediate supervisor, sales representatives, vendors, other County employees,
State Auditor's employees, external anditors, subordinates, and the general public,

Environmental Adaptabllity

e Work is typically performed in an office environment,

Jenuery 4, 2005

Page 61 of 130



Cuyahoga County Clessification Specification ' 1055142

thyahoga 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 boih prospeciive
employees and incumbents o discuss potential accommodations with the employer.

January 4, 2005 -
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EXHIBIT T

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Airport Field Supervisor Class Number: 1042314
: : ' .| Pay Grade: ) 10 -

[ Departments: | Development, only ' . | il

Classification Function

The purpose of this classification is to supervise lower level airport operations personnel and oversee field operations of the |-
County Airport including aircraft fire fighting and rescue service, airport safety inspections and building and grounds
maintenance. '

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. -

|e  Supervises lower level airport operations personhel (e.g.- plans, assigns and reviews work; prepares work assignment
sheets; provides job training and instruction; evaluates employee performance; responds to employee problems;
recommends interviews and recommends selection of new employees; recommends and implements disciplinary
procedures). '

|e  Coordinates aircraft fire fighting and rescue (e.g.- leads aircraft accident and incident rescue team; assists in cdntaining
and extinguishing fires; operates aircraft crash truck to respond to emergency situations; performs required FAA training |-
for airport operations personnel). .

e  Oversees airport maintenance operations (e.g.- schedules preventative maintenance of airport vehicle fleet and fire and
rescue equipment; oversees maintenance of airport building and grounds; coordinates snow and ice removal; monitors
current runway conditions; measures runway friction and maintains record).

e  Coordinates maintenance materials and equipment purchases (e.g- maintains purchasing records for maintenance
materials and equipment; prepares specifications for replacement equipment; -communicates with contractors or
vendors). : : .

e  Performs safety inspections of building facilities and maintenance activities (e.g.- inspects boiler gauges for safe
readings; observes airport operations staff to ensure that proper safety precautions are followed). '

Minimum Training and Experience Required to Perform Essential Job Functions

Comnpletion of technical scliool vprogram in building trades with three years of airport operations experience including one
year of experience in a lead worker capacity; or any equivalent combination of training and experience.

. | Additional Requirenients

Requires an Ohio Class B Commercial Driver's License with air brakes designation and Hazardous Materials First Responder
Certificate. o

© DMG 1993 Proposed Revised September 1999
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Cuyahoga County Classification Speclflcatlon ‘ . 1042314

|Minimum Physical and Mental Abilities Reqmred to Perform Essential Job Functions

Physical Requirements

Ability to operate a variety of automated office machines including typewriter, copier and telephone.

Ability to operate a variety of motorized vehicles and equlpment including a tractor, lawn mower, dump truck and pick-
up truck, - ,

Ability to use a variety of building trades tools including mechanic's tools, carpentry tools, plumber's tools and
diagnostic equipment.

Ability to use specialized equipment mcludlng a runway scan system, Tapley ﬁlctlon meter, refractometer and fire
fighting equipment,

| Supervisory Responsibilities

Ability to assign, review, plan and coordinate the work of other employees.
Ability to provide instruction to other employees.
Ability to recommend the discipline or discharge of other employees.

Ability to recommend the transfer, promotion or salary increase of other employees.

Mathematical Ability

Ability to add, subtract, mult1p1y, divide, calculate decimals and percentages and make use of the principles of basic
algebra,

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational documents including operations checklist, crashtruck checklist, ‘
assignment sheets, irregularity reports, invoices, payroll documents, blueprints and other reports and records.

Ability to comprehend a variety of reference books and manuals including personnel policy manuals, vehicle parts and
technical manuals, aircraft certification manuals, alrcraﬂ rescue and fire fighting manuals and fire service training
manual.

Ability to prepare payroll documents, attendance records, airport 'self-inspection, itregularity reports, vehicle |
maintenance records, work assignment sheets, performance evaluations, correspondence and other job related
documents using prescribed format and conforming to all rules of punctuation, grammar, diction and style.

Ability to supervise and counsel employees, to convince and influence others, record and deliver information, to explain

procedures, to follow instructions.

Ability to use and interpret aviation, electrical and mechanical terminology and language.

Ability to communicate with the supervisors, airport operations staff, vendors, contractors, customers, tenants and the
general public. .

©DMG 1993 ' Proposed Revised September 1999
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Cuyahoga County Classification Specification : 1042314
Environmental Adaptability

s  Work is typically performed in an office environment.
e  Work may be performed outdoors in varying weather conditions.

e  Work involves responding to emergency situations.

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.

© DMG 1993 Proposed Revised September 1999
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EXHIBIT U

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Architect 1 ' Class Number: 1063112
Pay Grade: 9

* | Departments: | Central Services, only —I

Classification Function

. | The purpose of this classification is to prepare architectural drawings and sketches for projects to comply with Ohio Building
Codes. o A .

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.

. .Prepares “architectural drawings and sketches for projects to comply with Ohio Building Codes (e.g.- prepares
architectural drawings and technical specifications; produces design program and schematic design; coordinates design
development; prepares construction documents and related reports).

¢  Functions as lead worker over lower level architect associates (e.g.- coordinates section activities; assigns work; reviews
completed work and work in process; provides instruction; acts on employee problems). '

»  Consults with project personnel during project development and implementation phases (e.g.- reviews contractor
proposals; interacts with vendors to ensure delivery of necessary building products; interacts with contractors to
coordinate work; inspects project work completed and in process). ‘

Minimum Training and Experience Required to Perform Essential Job Functions

Certificate to practice architecture in the State of Ohio, as issued by the State Bodrd of Examiners of Architects. One year of
experience as a graduate architect. .

Additional _Reqqirements

Annual renewal of certificate required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements ' ' |

e  Ability to operate 2 variety of automated office machines including copier, print machine, Kroy/Duratype 240 and
telephone.

e Ability to utilize drafting equipment including paralle! bar, triangles, templates and compass.

¢  Ability to perform on-site inspections.
Supervisory Responsibilities

e  Ability to assign, review, plan and coordinate the work of other employees.

e Ability to provide instruction to other emplojees.
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Mathematical Ability

e Ability to add, subtract, multiply, divide, calculate decimals and percentages make use-of principles of algebra
geometry, trigonometry, calculus and statistical inference. . '

Language Ability & Interpersonal Communication

o Ability to comprehend a variety of informational documents including architectural drawmgs technical speclﬁcatlons,
shop drawings, invoices, product samples and other reports and records.

¢ Ability to comprehend a variety of reference books and manuals including Manufacturer's technical Spec1ﬁcat10ns Ohio
Basic Building Code, personnel policy manuals and County policies and procedures.

e Ability to prepare architectural drawmgs, technical specifications, letters, reports and other job related documents using
prescribed format and conforming to all rules of punctuation, grammar, diction and style.

o  Ability to supervise and counsel others, to convince and influence others, to record and deliver information, to explain
procedures, to follow instructions.

Ability to use and interpret architectural, engineering, mechanical and electrical terminology and language.

s  Ability to communicate with County Departments supervrsor employees, building ftrades employees vendors,
contractors and general public.

Environmental Adaptability

o  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.
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EXHIBIT V

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Building Inspector : Class Number: 1021111
A Pay Grade: 6

| Department{ | Central Services, Development : ' |

Classification Functioﬁ

The purpose of this classification is to inspect new and existing buildings and structures to enforce compliance with building,
grading, and zoning laws and approved plans, specifications and standards.

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.

e Inspects new and existing buildings and structures to enforce compliance with building, grading, and zomng laws and
approved plans, specifications, and standards (e.g.- inspects buildings during and after construction to insure that
components such as footings, floor framing, completed framing, chimneys, and stairways meet provisions of building,
grading, zoning, and safety laws and approved plans, specifications, and standards; observes conditions and issues
notices for corrections to persons responsible for compliance).

e Interprets legal requirements and recommends compliance procedures to contractors, trades workers, and owners; obtains |.
evidence and prepares reports concerning violations which have not been corrected.

» Maintains inspection records and prepares reports for use by administrative or judicial authorities.

Minimum- Training and Experience Required to Perform Essential Job Fumctions

Technical fraining in construction management and two years of inspection experience; or any equivalent combination of|
training and experience.

Additional Requirements

No additional license or certification required.

Minimnum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requireménts

e Ability to operate a variety of ]IlSpeCf.lon tools including inspection mirror, draft gauge, AC amp meter blower door,
combustion analyzer, combustible gas detector, infra red camera and monoxor. '

e Requires the ablhty to operate a motor vehicle.

¢ Ability to climb stairs and access basements, crawl spaces, attics and foundations.
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Mathematical Ability

. Ab111ty to add subtract, multiply, divide, calculate decimals and percentages and utilize basic principles of algebra and
geometry.’ ,

.| Language Ability & Interpersonal Communication
¢ Ability to comprehend a variety of informational documents including blue prints.
¢ Ability to comprehend a variety of reference books and manuals including mimicipal zoning laws and building codes.

e  Ability to prepare specifications, change orders, purchase lists, inspector repor;ts, bid packages and other job related
documents using prescribed format and conforming to all rules of punctuation, grammar, diction and style.

o  Ability to convince and influence others; to record and deliver information, to explain procedures, to follow instructions.
{®  Ability to use and interpret building construction terminology and language.

e Ability to communicate with contractors, clients, unmedlate supervisor, other County employees government agency
representatives and field representatives.

Environmental Adaptability

. Work is typically performed outdoors in varying weather conditions.

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 pras‘pectzve ,
employees and incumbents to discuss potential accommodations with the employer.
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LEAHIDBLL W

-.CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Fire Safety Inspector - - - Class Number: . 1022211
' Pay Grade: 5

| Departments: | Central .Services, only | .

Classification Function

The purpose of this classification is to conduct fire safety inspections‘of County 'buildings and structures,

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. :

e  Performs fire safety inspections of County buildings and structures (e.g. - ensufes.compliance with existing fire codes
and requirements established by State Marshall’s office; issues citations when violations are found; conducts re-
inspections to determine if corrections have been made). : :

e  Prepares and maintains inspection reports, weekly itinerary reports, phone call logs, vehicle and expense reports;

e  Conducts educational outreach and maintains liaison with outside fire service agencies (e.g- counsels and advises

County and Municipal Boards and other officers and other groups on rural, County and/or Municipal fire protections;

. assists in conducting fire safety training classes when assigned; respands to emetgency situations; assists fire and arson
investigators who are investigating fires of suspicious origins; attends confererices, seminars, fire service meetings).

Minimum Training and Experience Required to Perform Essential Job Functions

Vocational/technical training in fire safety inspection and three years of fire-fighting or related experience; or any equii/alent
combination of training and expetience. : ‘

Additional Requirements

Fire Safety Inspector certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requiremepts |

e Atility to perform on-site ilnspections.

Mathematical Ability

e Ability to add, subtract, multiply, divide and calculate decimals and percehtagee.

. | Language Ability & Interpersonal Communication

e Ability to comprehend a variety of informational documents including fire inspection reports and other reporte and
records. ' '

e Ability to comprehend a variety of reference books and manuals including Fire Codes.
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e Ability to prepare fire inspection reports, phone logs, expense reports, and other job related documents using prescribed
format and conforming to all rules of punctuation, grammar, diction and style. '

s . Ability to convince and influence others, to record and deliver information, to explain procedures, to follow instructions,
e  Ability to use and interpret fire code terminoiogy and lahguage.

e Ability to communicate effectively with supervisors, custodial staff, and the general public.

Environmental Adaptability | |

e Work is typically performed at on-site locations and 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.
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EXHIBIT X

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Groundskeeper Class Number: 1042211
: Pay Grade: 3

I Departments: | Central Services, Development, only 1

Classification Function

The purpose of this classification is to perform groundskeeping, custodial and routine maintenance tasks on County property
and grounds,

Essential Job Functions

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

e  Performs grounds maintenance duties (e.g.-opérates eqmpment including snow blowers and lawn mowers to perform
snow and ice removal of County areas and to mow grass in surrounding property; trims bushes and maintains flower|
beds).

e  Performs routine maintenance duties (e.g. - maintaihs parking lots including asphalt patching, painting, etc.; starts
heating, ventilation and air conditioning equipment; moves boxes and furniture, when necessary).

e  Performs custodial duties (e.g.- cleans rooms, halls, etc.; organize and clean tools; sweeps and mops floors; cleans
windows; replaces light bulbs).

e  Maintains maintenance and custodial supplies and equipment (e.g.- maintains cleanliness of supply closets; informs
supervisor when supplies are needed; stocks supplies; fuels equipment; applies grease; completes routine repairs).

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent with five months of grounds maintenance experience; or any equivalent combination of
training and experience. - :

Additional Requifements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

‘|s  Ability to operate a variety of tools, equipment, and machines including tractors, mower, edger, blower, scissors, electric
trimmers, parking lot stripping machine, drills pliers, hammers, and other hand tools, etc.

e Ability to safely use a variety of chemicals such as weed killers, insecticides, paints, deodorizers, soaps, cleaning
solutions, etc. '

e Ability to lift and move furniture, chemical cans, parking lot gates, efc.
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Mathematical Ability : :

*  Ability to add, subtract, multiply &I'ld divide.

Language Ability & ¥nterpersonal Communicatlon-

. ‘ Ability to' comprehend a variety of reference books and manuals including equipment handbooks, instructions, etc.
¢ Ability to explain procedures and to follow instructions. |

¢  Ability to communicate effectively with supervisor, counfy employges, and the general public.

Environmental Adaptabilityl

»  Work is typically performed outdoors in varying weather cbnditions.

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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EXHIBIT Y

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Help Desk Technician : Class Number: 1053151

Pay Grade: 7

[ Departments: | Human Services, Justice Affairs only _ Il

Classification Function

| The purpose of this classification is to provide help desk technical support to CRIS- E / and or CRIS users.

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.

Provides help desk technical support to CRIS- E and/or CRIS users (e.g.- assists users entering, accessing and
modifying information in the CRIS-E and/or CRIS system; researches and develops solutions to problems; determines
and differentiates between user, software, hardware security, telecommunications or network problems; assists CRIS-E
and/or CRIS users understand procedural changes; develops procedures for completing tasks in CRIS-E based on
regulations; assists and trains users with.system passwords; interprets public assistance rules, regulations, policies,
policies and procedures; verifies recipients Medicaid eligibility in Ohio Medicaid Management Information System;
assists medical providers, governmental entities and other users with unresolved probleins; monitors and mamtains
problem log tracking). :

Provides formal and informal training to agency staff and/or users (e.g.- provides CRIS-E, CRIS and/or related training
to administrators, supervisors, users and other staff; develops training materials for other training staff; disseminates
information; develops effective working relationships).

Provides computer software technical support and assistance to end-users (e.g. - troubleshoots problems with software
programs or supporting hardware and makes or initiates corrections; provides operating instructions on various software
applications; writes macro programs within software to automate data calculations or maintain database reports;
prepares procedural manuals, reports, graphs, charts, etc. to present programs and other information).

Communicates. and maintains effective working relationships with a variety of individuals within and outside the
department (e.g.- serves as liaison with other agencies including Ombudsman, medical providers, governmental entities,
and medical service companies; communicates with help desk employees in other County departments).

Minimum Training and Experience Required to Perform Essential Job Functions

Associate’s degree in computer science or information tecimology with two ycafs of computer information systems
experience; or any equivalent combination of training and experience.

Additional Requirement

'No special license or certification is required.
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Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requirements - |

s  Ability to operate a variety of automated office machines including a personal computer, computer terminal, visual
communication equipment, printer, and telephone.

e Abbility to lift, carry and move machinery, user paper and other supplies.
Mathematicﬁ] Ability

o Ability to add, subtract, multiply, divide and cal;:ulate decimals and percentages.
Language Ability & Interpersonal Communication |

s Ability to comprehend a variety of informational documents including computer reports and records, CRIS-E and/or
CRIS help desk report, QMB/SLMB direct reimbursement forms, prints.

¢  Ability to comprehend a variety of reference books and manuals including the public assistance manuai,'food stamps
- manual, CRIS-E and/or CRIS manual and computer systems manuals.

e Ability to prepare computer generated reports including medical assistance healthcare coverage dates, buy-in eligibility,
hard copy case record, CRIS-E help desk problem page, problem logs, CRIS-E screen prints and other job related
documents, using prescribed format and conforming to all rules of punctuation, grammar, diction and style.

e Ability to convince and inﬂuel_lcé other, to record and deliver information, to explain procedures and to instructins.

e  Ability to use and interpret combuter systems terminology and language.

e Ability to communicate effectively with supervisors, other County employees, Ohio Department of Jobs and Family
Services, governmental entities, medical providers and vendors.

Environmental Adaptability
e 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. ‘
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EXHIBIT Z

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Licensed Practical Nurse ) Class N ﬁmbe‘r: 1032111
‘ Pay Grade: 5

[ Departments: | Justice Affairs, only . ' 1

Classification Function

The purpose of this classification is to provide nursing care to residents of a particular floor, unit o facility.

Essential Job Funetions

| 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. :

® Provides nursing services to residents (e.g.- makes rounds of facility and assess illness or injuries; contacts doctors;
schedules sick calls if necessary; passes medications as ordered by doctors; performs various freatinents as ordered by
doctor; notifies doctors of changes in condition and takes new medical orders if necessary; makes rounds of residents
with -doctors; maintains emergency kits and medicine cabinets in resident locations; utilizes medical equlpment to

' perform job functions).

e  Prepares reports and records of nursing activities (e.g.- updates resident charts; maintains medication and treatment
* records, menstrual list, restriction list and food allergy Hst; transcribes medical orders to chart; prepares shift reports;
- prepares medication orders; receives lab results and enters results in resident chart).

Minimum Training and Experience Required to Perform Essential Job Functions
Must be Licensed as practical nﬁrse by the Ohio Board of Nursing.
Additional Requirements

Biennial renewal of license required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

e  Ability to utilize medical equipment including sphygmomanometer, stethoscope, flashlight, audioscope and other
diagnostic and surgical instruments and equipment. .

. Ablhty to push and pull in the movement or treatment of residents; ablhty to lift and carry medical equlpment and
supplies. .

Mathematical Ability

e Ability to add, subtract, multiply, divide, and calculate decimals and percentages.
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Language Ability & Interpersonal Communication

e Ability to comprehend a variety of informational documents including medical charts, patient records, lab reports,
'X-ray results, psychological evaluations, clinic forms, dietary reports, medical orders and other reports and records.

e  Ability to comprehend a variety of reference books and manuais including medical books and desk references, Lab
referral reference and policies and procedures manuals. '

& ‘Ability to prepare allergy lists, dietary restrictions list, menses list, restriction list and other job related documents using
prescribed format and conforming to all rules of punctuation, grammar, diction and style.

e  Ability to record and deliver information, to explain procedures, to follow instructions.
e Ability touse and interpret mediéal terminology and language.
e  Ability tb communicate with -residenté, otiler County employees; and family members.
Environmental Adaptability
e  Work is typically performed in an institutional health care environment or j@eMle penal institution.

e  Work may involve nursing response to emergency situations.

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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EXHIBIT AA
CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Purchasing Administrator Class Number 1053514
Pay Grade: 11

| Departments: | Office of Procurement and Diversity, only |

Classification Function

The purpose of this classification is to supervise purchasing personnel and to evaluate, prepare and develop bids and
specification packages.

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.

e  Supervises purchasing personnel involved in procurement activities (e.g.- coordinates procurement activities, allocates
personnel to procurement tasks and plans work of employees; reviews and evaluates work completed; maintains work
standards; provides instruction; responds to employee problems; recommends the discipline of employees).

e  Evaluates, prepares and develops bids and specification packages (e.g.- reviews all contracts for accuracy, clarity and
compliance with applicable County, State and Federal purchasing regulations; supervises evaluation of bids; reviews and
edits requisitions to ensure correct and complete specifications for materials desired; assists in specification
development for County Departments).

e  Maintains liaison with public and private entities to promote exchange of information on purchasing issues (e.g.- follows
developments in purchasing regulations in both public and private sector; responds to vendor questions regarding
County purchasing policies and procedures; interviews vendors; encourages and supports participation of new vendors
including female owned businesses and minority owned businesses).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in business administration with five years of purchasing experience; or any equivalent combination of
training and experience.

Additional Requirements

No special license or certification is 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 telephone, fax machine, adding machine and
calculator.

Supervisory Responsibilities
e Ability to assign, review, plan and coordinate the work of other employees.

e  Ability to provide instruction to other employees.
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e Ability to recommend the discipline or discharge of other employees.
e Ability to recommend the transfer, promotion or salary increase of other employees.
Mathematical Ability

e  Ability to add, subtract, multiply, divide, calculate decimals and percentages and apply the principles of descriptive
statistics.

Language Ability & Interpersonal Communication

®  Ability to comprehend a variety of informational documents including requisitions, requisition drafts, bid documents,
vendor evaluation reports, employee evaluations, legal contracts and other reports and records.

*  Ability to comprehend a variety of reference books, manuals and drawings including blueprints, floor plans, personnel
policy manuals and warranty manuals.

®  Ability to prepare usage reports, auction reports, auto titles, invoices and bills, vendor lists, vendor response forms,
leases, contracts and options, and other job related documents using prescribed format and conforming to all rules of

punctuation, grammar, diction and style.

e  Ability to supervise and counsel employees, to convince and influence others, to record and deliver information, to
explain procedures, to follow instructions.

e Ability to use and interpret procurement terminology and language.

e  Ability to communicate with directors, managers, supervisors, purchasing staff, other County employees, elected
officials, contractors and vendors.

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.
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EXHIBIT BB

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Sanitary Engineer Class Number: 1063421
Pay Grade: 18

[ Departments: | Development, only - ,

Classification Function

The purpose of this classification is to plan and implement goals and objectives of the Engineering Division, establish criteria
'[to measure Division effectiveness and monitor budgetary activity.

Essential Job Functions .

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

e  Plans and implements goals and objectives for the Engineering Division to ensure that processes are in compliance with
local, state and federal environmental laws (e.g.- reviews wastewater collection and treatment processes and weighs
alternatives; considers issues surrounding wastewater treatment and industrial waste; determines program objectives,
strategic plans and implementation time-lines; monitors progress and initiates cotrective action when goals and
objectives are unobtainable; monitors legislation affecting Division operations),

e  Supervises subordinate supervisors and clerical jaersonnel assignéd to Sanitary Engineer division (e.g - assigns work and
- reviews completed work assignments; provides job instruction and training; evaludtes employee performance; reviews
and approves employee leave requests; recommends selection, promotion and discipline of employees).

e Oversees Division budget (e.g- identifies requirements and resources for various services, establishes budgetary
priorities; monitors expenditures; manages Division within budgetary limitations; reviews financial reports to monitor
financial status of Division; recommends service rates to Development Director and Board of County Commissioners).

e  Establishes constructive working relationships with federal, state, local and regional agencies in order to foster|
cooperation in the compliance with environmental laws (e.g.- meets with mayors, engineers, representatives of
community organizations, representatives of industrial/commercial users and the general public).

Minimum Training and Experience Required to Perform Essential Job Functions

Must be registered professional engineer with the State Board of Registration for Professional Engineers and Surveyors, Ten
years of professional engineering experience including six years in a supervisory capacity.

Additional Requirements

Annual renewal of registration required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requireménts

o Abilityto operafe a variety of automated office machines including personal computer, fax machine, and calculator.
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Supervisory Responsibilities

Ability to assign, review, plan and coordinate the work of other employees.
Ability to provide instruction to other employees.
Ability to recommend the discipline or discharge of other enﬁployees.

Ability to recommend the transfer, promotion or salary increase of other employees.

Mathematical Ability

Ab111ty to add, subtract, multiply, divide, calculate decimals and percentages make use of principles of algebra,
geometry, trigonometry, calculus and statistical inference. .

Language Ability & Interpersonal Communication

Abiiity to comprehend a variety of informational documents including periodic EPA reports, OPS reports, purchase
requisitions, budgetary reports, safety reports, personnel records, personnel actions and other reports and records.

Ability to comprehend a variety of reference books and manuals including the Ohio Revised Code, federal and state
environmental regulations, personnel maiuals, technical periodicals, procurement regulations and uniform standards.

Ability to prepare technical reports, EPA reports, budgetary projections, disciplinary actions, resolutions, work
agreements, and other job related documents using prescribed format and conforming to all rules of punctuation,
grammar, diction and style.

Ability'to manage programs and people, to supervise and counsel employees, to convince and influence others, to record
and deliver information, to explain procedures, to follow instructions.

Ability to use and interpret legal, accounting, personnel and envnronmental and civil engineering termmology and
language.

_Ability to communicate with Board of County Commissioners, Development Director, mayors, managers, municipal

engineers, County employees, state and federal agencies and the general public.

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.
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EXHIBIT CC

LUYAHOGA COUNTY CIASSIFICATION SPECIFICATION.

| lass Tifle; _ | Senior Employment Service Specialist | Class Number: [ 1014612 ]
!Maﬂs IHuman Semeeslﬁmgloment Services, caly — . !

Classification Function

The pmposwf&xs classification is to caoﬁimte md monitor daiiy administeative activities of an employmt services
program and to fanction 25 lesd watker over Jower level employment service specialists. Bxamples of employment service
programs are JTPA (ob Training Partnership Act), LEAP (Leaming, Eswiing and Parenting), (CWEP) Community Work
Experience Program, or JOBS (Job Oppomniﬁs and Basic Shlls)

 [Essential Job Functions

‘The following duties are npimal for this classification. ' These are not to be eqnstrued a5 exclusive or all-nclusive. |
Qther-duties: may be required and asigne&.

s  Coordipates and monitors daily sdministrative activitigs of an employment' services program {e.g.- coordinates
mmmmswmsmeomphmuﬂdlhfedml,mmmdloul:egubxmnspmammgtopmgmmsdmmmnm; :
© seviews; approves and assigus appropriate funding sowrce in accordance with eligibility criterls smd funding
availability; sets as a laison betwesn smployment vontract spesialist and contractor t easure asciicats: reporting;

" prepares woontbly statisties) xéports; comducts follow-up xad resolution of system and data enivzs).

s Functions &s Isad worker over lowar level amploymisnt sérvios specialists (2.8« assigns work aod reviews completed
work aésignments; provides job instrection and trainiug). )

+  Assists with administration of an employment services program (e.g.~ processes applicatiops in sccosdance with
Federdl, Stats, and Local regulations, policies and proceduras to enswre compliance; reviews sad prioritizes
aplﬂlwﬁmsbasedonﬁmdmgsameavaﬂabmedpmﬁty, adsinistevs and scares math and seading tests a3 part of |
application process; schedules applmms and participants for onmtzﬁon, pxmreming. voter registration and
selectivs service pequirements).

*  Pexforms advanced clerical and computer functions (e.g. » oparates keyboard enteting m from epplication foms
into computer system; tracks information such as updates, ensollments, tarminations, &te,; answers tzlephoge and|
dmmmw.mmmdmmﬁmhstformgmpuumpaﬂm. dlsmbmnrepons; mamzaina
daily Tog for all transactions; records transactions onto card files). ]

" J»  Performs administrative dutles (e.g. - atteads mestings, conferenices, seminars, workshops, and technical wmnng '
* sessions to kesp current op policy changes; maintzins information to snsure éompliance with policy chaniges). '

Minimum Trammg and Experience 3equin=.8 to Perform Essential Job Functions

High sohoo] diploma or equivalsut and one yeur of experience with federal. and state emplbymmt PrOgrRMS, OF any
equivalent combination of training and experience,

Additional Requirements
No specis! license or certification is required.
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Mintioum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requirements |

¢ Ability to operate & variety of untomated office snachines including oomputer, printer, fax mackine, copier, adding
machine,udmlephone. o A

Mathematical Ability
»  Ability to add, subtract, multiply, dmdamdnl:uhtededmalsandpe:mﬁags

Language Ability & Interpersonal Commmimt:m

: ‘.‘. o Ability to comprehend & variely pf informational doctments inlufing cetiication lists, spplications, intake
dotaments, system &tror mposts, mantily contractor sepoits, trzining onders, md other eports wnd records.

e Ability to comprehent g vasiety of refersnce books and muﬂsinch:d:ngpoﬁoymﬂpmdmmuﬂs. Dictionary
aof Ocoupationsd T‘tles (®OT), $IC, LMI, SPIR reporting nqunemam, and catification procedures.

»  Ability 1o prepare certification lists, activity teport, system transagtion forms, contractor reports, status Yorms,
scheduling shests, memas, sosraspendence, faports, and other job related documents using prescribed format and
mfomﬁngwannﬂﬁofpwﬁon.gnm dietion apd gtyle,

. Abﬂnytommdanddelivuhfommmtoexphmpmeedum to follow instructions.

o _Ability to communicgte effectively with intske staff, spplicants, contrastors, mnageml, supervisor and othy
Ceunty emp]oyees, and the geseral public. , ‘

Euvironmental Adaptabllity
¢ Workis typically performed in m.o;ﬁ?ee-apvi;unmt.

(”.:aynkaga Cawnqimn Egual Opporiunity Employer. [ complianed witkh :Mdmmmwhhmmwulada. the Counxy
will provide reasonable accommadaions o gqualified indmdua!s with disabilities and encowrages both praspectin
employees ond insumbents 10 discuss porential aceommogations with the employer.

. . REVISED 1995
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EXHIBIT DD

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Social Service Worker 4 Class Number: 1056251
Pay Grade: 8

[ Departments: | Human Services, only - . |

Classification Function

The purpose of this classification is to provide assessment, referral, counseling and consultation services to adults and/or
respective families on an individual or group basis or to investigate reports of child abuse and neglect in out-of-home seftings,
as well as, misconduct by social service employees. o

Essential Duties and Responsibilities -

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

e  Provides assessment, referral, counseling and consultation services to adults and/or respective families on an individual
or group basis (e.g.- conducts initial interview to determine eligibility for services; develops individual treatment plans;
maintains clinical caseload of adult protective cases; re-determines eligibility periodically and appraises treatment plan
to determine whether services will meet needs or to justify continuation of services; makes referrals to inside or outside
services or agencies; sets client goals and makes plans to-allow for discharge from County facilities and/or termination
of services). :

e Investigates reports of child abuse and neglect in out-of-home settings, as well as, misconduct by social service
employees (e.g.- mvestigates situations involving complaints of child abuse and neglect in foster homes, schools and
other out-of-home care settings; investigates reports of child abuse against other County social service employees;
conducts interviews with clients, families, employee and witnesses to gather information; maintains ongoing caseload of
these cases; conducts investigations of child deaths when abuse or neglect is alleged; determines facts of the case and
prepares récommendation regarding further action). :

e  Functions as lead worker over lower level social service workers (e.g.- directs work assignments; reviews completed
‘work; provides on-the-job instruction and training).-

e  Establishes and maintains working relationship with counseling team members and community agencies (e.g.- works
with community agencies to provide planning, continuity of services and community involvement in client care;
participates in team meetings; schedules case conferences; participates in sefting team agenda; organizes community
action groups; speaks to various organizations as representative of County's social service programs; inspects home and
medical treatment centers to ensure smooth transition; maintains contact with court's parole and probation officers;
appears in court when necessary). '

e  Maintains case records, data and supportive materials (e.g.- prepares and compiles social histories, summaries, court
documents and referrals; completes forms and writes reports as required by law or executive order; prepares progress
notes, treatment plans and evaluation according to established federal and state standards; prepares correspondence to
families, courts, state and community agencies).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in social work with two years of counseling experience; or any equivalent combination of training and '
experience. : ' '

Additional Requirements

No special license or certification. is required.
©DMG 1993 . ‘ . Revised 1996
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Cuyahoga County Classification 'Specification . 1056251

L - - _. | o ]

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

. Ability to operate a variety of antomated office machines mcluding computer, fax, copier and telephone.
Mathematical Ability

] Abilitj to add, subtract, multiply, divide and calculate decimals and percentagés.

Language Ability & Interpersonal Communication

e  Ability to-comprehend a variety of mformatlonal documents including initial application information, client records,
psychological reports, medical reports, termination summaries, correspondence and other reports and records

¢ Ability to comprehend a variety of reference books and ma.nuals including log books, diagnostic manuals, personnel
policy manuals and the Ohio Revised Code.

®  Ability to prepare court summaries, treatment plans, assessments, termination summaries, requests for patient
conferences, referral forms, assessment forms, and other job related documents using prescribed format and conformmg
to all rules of punctuation, grammar, diction and style.

e  Ability to convince and mﬂuence others to record and deliver mfoxmatlcn, to explain procedures and to follow
instructions.

e  Ability to use and interpret counseling, medical and legal términology and language.

e Ability to communicate with residents, clients, parents, school officials, other Cmmty employees, managers, supervisors,
outside agencies and the general pubhc

Environmental Adaptability

*  Work is typically performed in an office environment..

-Cupahoga County is an Equal Opportunity Employer. In compliance with the Americans with Dzsabtlu‘tes Act, the County
will provide reasonable accommodations fo qudlified individuals with disabilities and encourages both prospective
employees and incumbents to discuss potennal accommodations with the employer.

© DMG 1993 Revised 1996
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EXHIBIT EE

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Manager, Witness/Victim Services Class Number: | 1056533
FLSA: Exempt , Pay Grade: 15
Dept: Public Safety & Justice Services '

Classification Function :
The purpose of this classification is to manage all programmatic, service, and administrative
- components of Witness/Victim Service Center and the Family Justice Center.
Distinguishing Characteristics = - ] _ .
This is a management classification with responsibility for manag?ﬁ land controlling the functions of
the Witness/Victim Service Center and the Family Justice Capifeii#This class works under
.administrative direction from the Public Safety & Justice Sey
analysis and solution of operational, technical, administrafiygntdSar

incumbent exercises discretion in applying policies analy
" , } ' tlg Iy
“These are not %ﬁe construed as

R
T

Essential Joh Functlong

The following duties are normal fafiihi
exclusive or all-inclusive. Other dufl

#  Manages all program _g}%g%grvice, Aigiia @ compghents of the Witness/Victim
Service Center and gt Iy, fiiAeElpns antl implements new division
Siblentifi > accof

programs and senffgt’to me&t
goals; manages acti i
procedures; devel

Ngnds OMplish established service delivery
¥Yfams; analyzes and evaluates policies and
gedures and revises current policies and

procedure iews ce delivaiyifo clients o identify accomplishments and
deficieng 4 Hitresgh division budgst; fulfills all grant planning
and dils “6lign “satisfaction and services are provided;
oversées L 3 ance of 3h online case management system; manages

Justice Center.,

S : 20% +-10%
%funded projects; develops and implements new division
ittllidentified needs or accomplish established service delivery

programs and se 1860
apfor various federally funded Initiatives; fulfills all grant planning

i,

¢ Manages varlod@%ﬁ%‘
goals, serves as site g

- ' 20% +/~10%.

¢ Functions as liaison with various community agencies and organizations; works' with police
departments, courts, nonprofit partners, probation officers, witnesses and victims of crime, -
magistrates, and judges in the provision of services; serves on various committess and task -
forces; coordinates community outreach' among networking agencies; works -directly with
victims of crime to resolve concemns or questions about §ervi,ces.

- 16% +- 10%
¢ Manages employees of the Witness/Victim Service Center and:the Family Justice Center;
manages employees through subordinate supervisors; assigns tasks and projects; manages
case loads and provides case consultation; reviews progress and completed work
assignments; responds to employee problems; evaluates employse performance; interviews
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Manager, Witness/Victim Services

and recommends employees for hiring and promotion; recommends disciplinary and discharge
procedures. , : 4 '
. ' 20% +-10%
*» Performs related administrative duties; prepares various reports, records, statistics, and other
documents; responds to emails and phone calls; assists in the preparation of presentations; -
attends meetings, conferences, and other training sessions; researches current best practices;
provides consultative assistance in preparations of grant proposals; assists with the preparation of
and monitors contracts.
‘Minimum Training and Experience Required to Perform Essential Job Functions °
Bachelor's degree in ¢riminal justice, criminology, psychology, social work or relatsd field with six (6)
years of criminal justice or social work experience including three (3) years of supervisory experience; -
or any equivalent combination of training and experience. '
Valid Ohio driver license, proof of automobile insurance, and a reliable vehicle.
Additional Requirements for all levels
* No special license or certification is required.
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions =
Physical Requirements
* Ability to operate a variety of automated office machines including computer and copier.
Suprvisory Responsibilities

« Ability to assign, review, plan and coordinate the work of other employees and to maintain
standards.

« Ability to provide instruction and training to other employees,

. Abllity to solve and act on emp!oyee prbblems. :

o Ability to fecommend .the transfer, selection, evaluating, or promotion of employees.

o‘ Ability to recommend and act on the disciplinev or discharge of employees,
Mathemathal Ability

¢ - Ability to add, subtract, multiply, divide and calculate decimals and percentages, -and
“perfarm routine statistics. . : ‘

Language Ability & Interpersonal Communication . ' A ' _

* Ability to perform mid to high level data analysis requiring managing of data and peopls -

~ deciding the time, sequence of operations or events within the context of a process, system o
or organization. - Involves determining the necessity for revising goals, objectives, policies, e
procedures or functions based on the. analysis of datafinformation and includes
performance reviews pertinent to such objectives, functions and requirements.
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Manager, Witness/Victim Services )

Ability to comprehend a variety of informational documents including employMent
applications, perfomance evaluations, requests for leave, attendance records, travel
requests, budget forecasts, annual budgets, inventory reports, billing invoices,

Ccorrespondence, cass files, operational data, and other reports and records.

Ability to comprehend a variety of reference books and manuals including personnel'policy
manuals, criminal, domestic, juvenile and -civil codes and regulations, treatment and
advocacy publications and the Ohio Revised Code. '

Ability to prepare employee performance evaiuations, monthly, annual and semi-annual
statistical reports, grant .applications, statistical reports, various reports, correspondence,
purchase orders, contracts, and other job related documents-using prescribed format and
conforming to all rules of punctuation, grammar, diction and style.

Ability to manage, supervise and counsel employees, to convince and influence others, to
record and deliver information, to explain procedures and to follow instructions.

Ability to dse and interpret'.legé!, counseling, medica"l, and personnel terminology and
language. . :

Ability to communicate effectively with directors, supervisors, other County employees,

federal and state officials, police, judges, court personnel, probation officers, and victims of
crime, and outside agencies. : :

| Envi ron.mental Adaptability

o  Work is typically performed in an office environment.

"o Work may involve exposure to varying levels of violence.

Cuyahoga County is én Equal Opportunlty Employer. In compliance with the Americans with Disabllities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both -

prospective employees and incumbents to discuss potential accommadations with the employer.
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EXHIBIT FF

CUYAHOGA COUNTY. 'CLASSIFICATION.SPECIFICATION

Class Title: | Manager, Mediation’ | Class Number: | 1062553
FLSA; Exempt | Pay Grade: 16
Dept: : Public Safety & Justice Services :

Classification Function
The purpose of this classification is to manage all programmatic, service and admlmstratjve
components of the Public Safety 8 Justice Services Madiation Drwslon

Dlstlngmshmg Characteristics

administrative and management problems. The incumbet

Justice Services Administrator, and requires the analysis ag ol ion of operatlonal technxcal
and procedures to resolve issues and to ensure thaiﬁﬁﬁ '
d

eff|c1ent manner.

. Essential Job Functions

o Manages the Public Safety & Justiceis
" procedures; develops pohmes -"p‘
: , fulfills all contract planning

-';: LN
g% ¥ty
procedures; monitorsdf g iﬁi% expenl ., pr ~
fireme ' i R 5N ‘.’/ P Eq'a‘ﬂmg agenCles ensures clIent
:f‘ ki

and management & apie
satisfaction and adcf ops and implements new division programs
established service delivery goals, '

bl ' : L 0% +-10% = -
: iat] !.;5 ‘ ,ch;g me j;summary and filings to the court; identifies

b iides sSlifiions; assists and troubleshoots staff mediations; provides

Maining for staff,Bhurts, afidiihe community.

k- L 3 . =
%%g “%g . . 20% +~10% -
¢ Supervises emp‘?% s in the;diation Division; manages employees through subordinate '
supervisors; assigns &idns tasks and projects; reviews progress and completed wdrk L
assignments; respon & :

procedures; develops staff ': ainings.

- 5% +- 2%

) Functions as liaison with various community agencies and organizations; serves on various
" committees and task forces; organizes and runs Pro Se Child Support Clinics: callaborates with -
other government agencies and non-profit agencies; develops and delivers various - -

presentations. . .
5% +/ 2% -
o Performs related administrative duties; prepares various reports, records and other documents;

responds to emails and phone calls; negotiates and monitors contracts; assists in the preparation
of presentations; attends meetings, conferences, and other training sessions; researches current
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~ Manager, Mediation

best practices in medlatlon provides consultative assrstance in preparatlons of grant proposals;
_ assrsts with the preparation of and monrtors contracts. .

Minimum Training and Experience Reqnired to Perform Essential Job Functions

Juris Doctorate with six (6) years of Family Law experlence including, but not limited to, Family Law
internship or Family Law externship experience; including: three (3) years of supervisory experlence

Must have completed the required training under the Rules of Superintendence for the Courts of Ohio.
Valid Ohio drl\ler license, proof of automobile insurance, and a refiable vehicle.
Additional Requlrements for all levels
No special Iioenee or certification is required.
Minimum Physical and Mental Abilities Required to Perform Eésential Job Functions -
Physical Requirements '

¢ - Ability to operate a variety of automated office machines including computer and copier. : -
Supervlsory Responsibillties

e Ability to assign, review, plan and coordinate the work of other employees and to maintain
standards.

. Ability to provide instruction 'andtralning to other employees,
* Ability to solve and act on employse prohlems.
e Ability to recommend the transfer, selection evaluating, or promotlon of employees.
~» Ability to recommend and act on the dlsclpllne or discharge of employees, : -
" Mathematical Ability

o Ability to add, subtract, multrply, divide and calculate dscimals and percentages and
* perform routine statistics. . .

Language Ability & Interpersonal Communication -

o Ability to perform mid to high level data analysis requiring managing of data and people -
deciding the time, sequence of operations or events within the context of a process, system -
or organization. Involves determining the necessity for revising goals, objectives, policies,
procedures or functions based on the analysis of data/information and includes
performance reviews pertinent to such objectives, functions and requirements. .

o Ability to comprehend a variety of informational documents including employment =
applications, performance evaluations, requests. for leave, attendance records, trave!
requests, budget forecasts, annual budgets, inventory reports, billing invoices, vouchers,
contracts, Mediatioh Outcome reports, Pro Se reports, intake reports, and other reports and

records. ‘ L
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Manager, Mediation

» Ability to comprehend a variety of reference books and manuals including personnel pdlicy
manuals, rrjediation guidelines, Courts Local Rules, and the Ohio Revised Code.

* Ability to prepare employee perforance evaluations, monthly, annual and semi-annual
statistical reports, intake reporf programmatic reports, performance reports,
“correspondence, purchase orders grant applications, contracts, memorandums and other

job related documents using prescribed format and conformlng to all rules of punctuation,
‘grammar, dlctlon and style. -

e Ability to mediate dispuites and guide parties to resolution.

» Ability to manage, supervise and counsel employees, to convince and influence others, to
record and deliver information, to explain procedures and to foliow instructions. -

o Ability to use and interpret legal and personnel terminclogy and language.

- Ability to communicate effectively with the director, subordinate supervisors, employees,
mediation ‘parties, Pro Se parties, judges, court personnel, and customers,

Envlronmentél Adaptability
o Work is typically performed in an-office environment.

& Work may involve exposure to varying levels of violence.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Dlsabllltles Act -
the County will provide reasonable accommodations to quaiified individuals with disabilities and encourages both
pros;:ectlve employees and incumbents to discuss potential accommodations with the employer.
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. [ ]
Congistenc

F. Allen Boseman, Commissioner
Thomas L. Colaluca, Commissioner
Deborah Southerington, Commissioner

CUYAHOGA COUNTY

PERSONNEL REVIEW COMMSSION
MEMORANDUM

DATE: May 4, 2017

TO: Cuyahoga County Council President Dan Brady
Shontel Brown, Chairwoman, Human Resources, Appointments & Equity

Committee

Council Members, Human Resources, Appointments & Equity

Committee

: FROM:

RE: Recommending Modifications to Class Plan

Chairman Deborah Southerington, / ]

Cuyahoga County Personnel Review Commission

Please be advised that on May 3, 2017, the Personnel Review Commission considered and
approved recommending modifications to the County’s classification plan. In accordance with
PRC Rule 4.06, these proposed changes were posted on the PRC’s website for twenty (20) days
before any formal action was taken on them. Details of the recommended changes are below:

PROPOSED NEW CLASSIFICATIONS:

_ Classification | Pay Grade &

Classification Title Number FLSA Department
Manager, Witness Victim 1056533 15/Exempt Public Safety & Justice
Services Services
Manager, Mediation 1062553 16/Exempt Public Safety & Justice

- Services

___PROPOSED REVISED CLASSIFICATIONS

_ CURRENT NEW PAY
Classification Title & PAY GRADE | GRADE &
Classification Number & FLSA FLSA Department
Chief Section Architect 1063113 | 17/Exempt 17/Exempt Public Works
(No Change)
Clinical Coordinator 1056331 12/Exempt 12/Exempt Health and Human
(No Change) | Services
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Data Control Technician 4/Non-Exempt | 4/Non-Exempt | Health and Human
1011221 - (No Change) | Services -
Employment Contract 7/Exempt 8/Exempt Health and Human
Negotiator/Evaluator 1014631 Services

| Identification Technician 4/Non-Exempt .| 4/Non-Exempt | Sheriff’s
1023101 , (No Change) |
Investigation Supervisor 11/Exempt 11/Exempt Heaith and Human
1022123 (No Change) Services
Justice System Advocate 7/Non-Exempt | 7/Non-Exempt | Public Safety & Justice
1056531 (No Change) | Services
Program Officer Administrator 14/Exempt 14/Exempt Health and Human
1052415 : (No Change) | Services
Records Management 11/Exempt 11/Exempt All Departments
Administrator 1052224 (No Change)
Senior Administrative Secretary | 7/Non-Exempt | 7/Non-Exempt | All Departments
1013312 ' (No Change)
Senior Examiner 1055122 7/Non-Exempt | 7/Non-Exempt | Health and Human

' (No Change) | Services

Senior Kennel Operations 8/Exempt | 9/Exempt Public Works
Supervisor 1022432
Senior Mailroom Supervisor 7/MNon-Exempt | 7/Non-Exempt | Public Works
1011614 : (No Change)

| Senior Records Management 12/Exempt 12/Exempt Public Works
Administrator 1052225 (No Change)
Senior Records Management 6/Non-Exempt | 6/Non-Exempt | Public Works
Officer 1052222 {No Change) _ '
Sewer Maintenance 15/Exempt 15/Exempt Public Works
Superintendent 1043123 (No Change)
Social Program Administrator 1 | 11/Exempt 11/Exempt Health and Human
1056312 {No Change) | Services &

Sheriff’s Department

Social Program Administrator 2 | 13/Exempt 13/Exempt Health and Human
1056313 (No Change) | Services &

Sheriff’s Department

" PROPOSED DELETED CLASSIFICATIONS -

‘Classification S
- Classification Title Number Pay Grade . Department
Senior Financial System 1055142 15 Fiscal/OBM
Administrator :
Airport Field Supervisor 1042314 10 Public Works
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Architect 1 - y 1063112 9 Public Works

Building Inspector 1021111 6 Public Works

Fire Safety Inspector 1022211 5 Public Works

Groundskeeper 1042211 3 Public Works

Help Desk Technician 1053151 7 Health and Human

g | Services

Licensed Practical Nurse 1032111 5 Sheriff’s Department

Purchasing Administrator : 1053514 11 | Procurement & Diversity

Sanitary Engineer 1063421 18 Public Works

Senior Employment Service 1014612 4 Health and Human

Specialist Services

Social Service Worker 4 1056251 8 Health and Human

Services
cc: F. Allen Boseman, Commissioner Joseph Nanni, Council Chief of Staff

Thomas Colaluca, Commissioner Kelli Neale, Program Officer 4
Rebecca Kopcienski, PRC Director Jeanne Schmotzer, Clerk of Council
Armond Budish, County Executive Melinda Burt, Law Department
Douglas Dykes, Chief Talent Officer Kristen Moore, Paralegal
Holly Woods, Dir. of HR Benefits and Compensatlon Robert Triozzi, Law Director -

Melissa Foldesi, Compensation Manager ~ Maggie Keenan, Director of OBM
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17

1063113 Chief Section. Architect Public Works Exempt

| Requested By:

| Personnel Review Commission

Rationale:

Departmental Revision Request. “The request was made to update the
“education/experience requirements. The classification title was changed to
“Chief Section Facilities Manager’ to better reflect the essential job functions.

finplicatfons:

. No. of Employees 1
Affected:
| Dept.(s) Affected: | Public Works
[Fiscal Impact: | None
Staffing None

| PRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neaie, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Managemeént Michael Dever, Director
Contact{s): . -
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Health and

1056331 - | Clinical Coordinator Human Services Exempf ' 12

12

| Requested By:

| Personnel Review Commission

Rationale:

PRC routine maintenance, Classification iast revised in 2009. The essentfal job
functions have been updated to better reflect the current duties. Updated

and percentages of time for essential functions.

specification to new format to include distinguishing characteristics, FLSA status,

No. of Employee#

1

Affected:

| Dept.(s) Affected:; | Health and Human Services

| Fiscal Impact: _{ None ]
Staffing None

| Implications:

|' PRC Contact{s): | Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director
Contact(s):
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1011221 Data Control Technician Human Services | Non-Exempt 4

ealth and

Requested By;

| Personnel Review Commission l

Rationale:

PRC routine maintenance. Classification last revised in 1993. The essantial job
functions have been updated to better reflect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,

and percentages of time for essential functions.

No. of Employees 1
Affected:
| Dept.(s) Affected: | ] Health and Human Services —|
| Fiscal Impact: | None _ |
Staffing None
Implications:
| PRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation | —]
Human Resources Kelli Neale, Program Officer 4 _ |
Contact(s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director
Contact(s):
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Employment Contract Health and

1014631 Negotiator/Evaluator Human Services | Exempt / 8 )

| Requested By:

| Personnel Review Commission’ |

Rationaie:

PRC routine maintenance: Classification last revised in 1996, The essential job
functions have been updated to better reflect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,
and percentages of time for essential functions, Pay grade increased by one
level from PG 7 to PG 8.

No. of Employees
Affected:

f Dept.(s} Affected:

| Health and Human Services

Fiscal Impact: PG 7 540,786.60 - §57,096.00

: PG 8 543,659.20 - $61,110.40

Step Placement TBD by Human Resources
Staffing None .
Implications:
| PRC Contact(s): l Albert Bouchahine, Manager of Classification and Compensation ]

Human Resources | Kelli Neale, Program Officer4
Contact(s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director
Contact(s):
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Shetriff's

1023101 Identification Technician © .| Department Non-Exempt |- 4

| Requested By:

| Personnel Review Commission R |

Rationale:

PRC routine maintenance. Classification last revised in 2004. The essential job
functions have been updated to better reflect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,
-and percentages of time.for essential functions.

No. of Employees 1
Affected:
| Dept.(s) Affected: | Sheriff's Department _ ' o ] .
( Fiscal Impact: | None B B ]
Staffing .None
Implications:
" | PRC Contact{s): | Albert Bouchahine, Manager of Classification and Compensation ]
Human Resnurées Kelli Neale; Program Officer 4
Contact(s}: Melissa Foldesi, Compensation Manager
Management - Clifford Pinkney, Director
Contact(s}:
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2t

| Health and

1022123 Investigation Supervisor Human Services | Exempt 11

| Reqﬁested By:

| Personnel Review Commission |

Rationale:

PRC routine maintenance. Classification last revised in 2006. The essential job
functions have been updated to better reflect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,

and percentages of time for essential functions.

"No. of Employees
Affected: -
| Dept.(s) Affected: | Health and Human Services — f
| Fiscal Impact: | None A ]
Staffing None -
Implications:
| PRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale_, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director
Contact(s):
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Public Safety
and Justice

1056531 Justice System Advocate Services Exempt 7

| Requested By:

| Personnef Review Commission

Rationale:

PRC routine maintenance. Classification last revised in 2001. The essential job
functions have been updated to better reflect the current duties. Updated .
specification to new format to include distinguishing characteristics, FLSA status,
and percentages of time for essential functions, :

No. of Employees 17
Affected: -
| Dept.{s) Affected: | Public Safety and Justice Services ' ]

| Fiscal Impact:

| None 7 ]

Staffing None
Implications:
| PRC Contact(s): | Albert Bouchahine, Manager of Classffication and Compensation
Human Resources Kelli Neale, Program Officer 4
Contact(s): ' Melissa Foldesi, Compensation Manager
Management Brandy Carney, Director
Contact(s):
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Pl w5ty e AR

Health and

1052415 Program Officer Administrator Human Services | Exempt - 14

| Requested By:

| Personnel Review Commission

Rationale:

PRC routine maintenance. Classification last revised in 2006. The essential job
functions have been updated to better refiect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,
and percentages of time for essential functions.

No. of Employees 1

Affected:
| Dept.(s) Affectgd: | Health and Human Services
| Fiscal Impact: | None

Staffing None

Implications:

| PRC Contact(s): [ Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neaie, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director
Contact(s):
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1052224 Administrator

All Departments

11

)

| Personnel Review Commission

Requested By:

Rationale:

PRC routine maintenance. Classification last revised in 1997. The essential job
functions have been updated to better refiect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,
and percentages of time for essential functions. .

No. of Employees 2
Affected:

| Dept.(s) Affected: ] All Departments

| Fiscal Impact: | None
Staffing None
Implications:

f ‘PRC Contact{s): T Albert Bouchahine, Manager of Classification and Compensation
Human Resotrces Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Affected Department Direcfors
Contact(s):
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1013312 Senior Administrative Secretary | All Departments | Non-Exempt 7

Requested By:

| Personnel Review Commission

Rationale:

PRC routine maintenance. Classification last revised in 2009. The essential job
functions have been updated to better reflect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,
and percentages of time for essential functions,

No. of Employees
Affected:

10

‘ | Dept.(s) Affected: | All Departments
LFEscal Impact: | None
Staffing None

Impiications:

| PRC Contaci(s): F Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale, Program Officer 4
Contacti(s): Melissa Foldesi, Compensation Manager
Management Affected Department Directors
Contact(s):
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Health and

1055122 Senior Examiner ' Human Services ' ‘Non-Exempt 7

| Personnel Review Commission ]

| Requested By:

Rationale:

PRC routine maintenance. Classification last revised in 2007. The essential job
functions have been updated to better reflect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,
and percentages of time for essential functions.

No. of Employees 2

Affected:
] Dept.(s) Affected: | Health and Human Services - _ |
| Fiscal Impact: | None |

Staffing None

Implications:

PRC Contact{s): | Albert Bouchahine, Manager of Classification and Compensation

Human Resources Kelli Neale, Program Officer 4

Contact(s): Melissa Foldesi, Compensation Manager

Management Thomas Pristow, Director

Contact(s): ' :
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" Senior Kennel Operations

1022432 Supervisor Public Works Exempt 9

| Requested By:

Personne| Review Commission

Rationale:-

PRC routine maintenance. Classification last revised in 2009. The classification
title is changing to “Chief Dog Warden” to align with Ohio Revised Code. The
essential job functions have been updated to better reflect the current duties.
Updated specification to new format to include distinguishing characteristics,
FLSA status, and percentages of time for essential functions. Pay grade increased

by one level from PGS to PG9.

No. of Employees 1
Affected:
| Dept.(s) Affected: | Public Works
“Fiscal Impact: PG 8 $43,659.20 - $61,110.40
- PG 9 546,571.20 - $65,166.40
Step Placement TBD by Human Rescources
Staffing _ None
Implications:

| PRC Contact{s): | Albert Bouchahine, Manager of Classification and Compensation
Human Resources | Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Director
Contact(s}:
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1011614 Seniar Mailroom Supervisor Public Works Non-Exem pt

| Requested By: | Personne! Review Commission |

Rationale: PRC routine maintenance. Ciassification Iast revised in 2007. The essential job
-functions have been updated to better reflect the current duties. Updated
specification to new format to include distinguishing characteristics, FLSA status,
and percentages of time for essential functions.

No. of Employees 1
Affected:

I Dept.{s) Affecteq: | Public works ' . |

| Fiscal Impact: | None ' |

Staffing None.
implications;

. | PRC Contact(s}: I Albert Bouchahine, Manager of Classification and Compensation , _f
Human Resources Kelli Neale, Program Officer 4
Contact{s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Director
Contact(s): '
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Senior Records Management

1052225 | Administrator | Public Works Exempt 12

Requested By:

| Personnel Review Commission

Rationaie:

PRC routine maintenance. Classification last revised in 2008. The essential job
functions have been updated to better reflect the current duties. The
Department was changed from Central Servicesand Human Services to Public

Works.

No. of Employees

1
Affected:
| Dept.(s) Affecte&: | Public Works .
| Fiscal impact: " I'None
Staffing None

Implications:

I Albert Bouchahine, Manager of Classification and cDmbensation

| PRC Contact(s):
Human Resources Kelli Neale, Program Officer 4
Contact(s): ‘Melissa Foldesi, Compensation Manager
Management Michael Dever, Director
Contact(s):
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iClass Namber:

assificativn Titlet

Senior Records Management

1052222 Offlcer ‘Public Works Non-Exempt 6

| Personnel Review Commission

I Requested By:

Rationale:

PRC routine maintenance. Classification last revised in 2015. The essential job
functions have been updated to better reflect the current duties. Medical
Examiner’s Office was eliminated from the Department.

No. of Employees 1
Afiected:
| Dept.(s) Affected: ] Public Works
] Fiscal Impact: [None
Staffing None

Implications:

] PRC Contact{s):

| Albert Bouchahine, Manager of Classificationand Combensation

Human Resources

Kelli Neale, Program Officer 4

Contact({s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Dire;tor
1 Contact(s):
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Sewer Maintenance
Superintendent

Public Works

Exempt

1043123

| Requested By:

| Personnel Review Commission

Rationale:

Departmental Revision Request. The request wasmade to update the
education/experience requirements to be in line with Ohio EPA requirements.

Affected:

No. of Employees * | 1

l Dept.(s) AHfected: | Pubiic Works

I Fiscal Impact: | None
Staffing None
Implications:
f PRC Contact(s): ] Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Director
Contact(s)
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HI:IS,'
: : Sheriff's
1056312 Social Program Administrator 1 | Department Exempt

11

| Requested By:

| Personnel Review Commission

Rationale:

Departmental Revision Request. The reguest was made to update the
Department to include the Sheriff's Department.

-No. of Employees
Affected:

None

| Dept.{s} Affected:

| Health and Human Services; Sheriff's Department

| Fiscal Impact:

| TBD

Staffing
Implications:

Position to be filled once classification is active'for Sheriff's Department.

| PRC Contact(s):

| Albert Bouchahine, Manager of Classification and Co mpensation

Human Resources Kelli Neale, Program Officer 4
Contact{s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director

Contact(s): Clifford Pinkney, Sheriff
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Sheriff's

1056313 Sociai Program Administrator 2 | Department Exempt 13

| Requested By:

| Personne! Review Commission

Rationale:

Departmental' Revision Request. The request was made to update the
Department to include the Sheriff's Department,

No. of Employees
Affected;

None

| Dept.(s} Affected:

| Health'and Human Services; Sheriff's Department

| Fiscal Impact:

(18D

.

Staffing
Implications:

| Position to be filled once classification is active for Sheriff's Department.

| Albert Bouchahine, Manager of Classification and Compensation

I PRC Contact(s):
Human Résources Kelii Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Diréctor

Contact{s): Clifford Pinkney, Sheriff
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1055142

Senlor Financial System

and
Administrator/Financial Analyst

A
b e

Officeof I;udgetu

Management . | Exempt 15
| Requested By: | Personnel Review Commission |
Rationale: This classification is being deleted because the position will be vacant and the
Department no longer has a need for the classification. ' '
No. of Employees 0
Affected:
[ Dept.(s} Affected: | Office of Budget and Management j
| Fiscal Impact: | None 1
Staffing None
Implications:
| PRC Contact(s): l Albert Bouchahine, Manager of Classification and Compensation
' Human Resoﬁrces A Kelli Neale, Program Officer 4 .
Contact(s): Melissa Foldesi, Compensation Manager
Management Maggie Keenan, Director
Contact(s):
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 Class Number .

1042314 Airport Field Supervisor Public Works

10

Requested By:

| Personnel Review Commission

Rationale:

l This classification is being deleted because the Department is no longer using it. |

No. of Employees 0

Affected:
| Dept.(s) Affected: | Public Works
| Fiscal Impact: | None
[ staffing Implications: | None

PRC Contact(s):

! Albert Bouchahine, Manager of Classification and Compensation

Human Resources

Kelli Neale, Program Officer 4

Contact(s): Melissa Faldesi, Compensation Manager
Management Michael Dever, Director
Contact(s):
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Class Number | C

Department

1063112 Architect 1 - Public Works Exempt 9

| Requested By:

‘ Personnel Review Commission ]

| Rationale:

| This classification is being deleted because the Department is no longer using it. |

No. of Employees 0

Affected:
| Dept.(s)AffecFed: | Public Works | |
| rFiscal Impact: | None : |
| Staffing Implications: | None - |

[ PRC Contact(s}):

| Albert Bouchahine, Manager of Classification and Compensation |

Human Resources Kelli Neale, Program Officer 4.
Contact(s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Director

Contact(s):
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Class Number

Classification Titl i [ Department

1021111 Building Inspector Pubtic Works

'Non-Exempt

| Requested By:

I Personnel Review Commission

rRationale:

l This classification is being deleted because the Department is no longer using it. J

No. of Employees 0

Affected: '
[ Dept.(s) Affected: | Public Works
| Fiscal Impact: | None

ﬁtaffing Implications: | None

| PRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Director
Contact(s}):
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er

Class Numb

Classification Title

1022211

Fire Safety Inspéctor

Public Works

Non-Exempt

| Requested By:

| Personnel Review Commission

| Rationale:

J This classification is being deleted because the Department is no longer using it. J

No. of Employees 0

Affected:
| Dept.(s) Affected: | Public works
| Fiscal Impact: | None

| staffing Implications: | None

] Albert Bouchahine, Manager of Classification and Compensation

| PRC Contact(s):
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Director
Contact(s):

Page 117 of 130




Classification Tit

1042211 Groundskeeper ' Public Works Non-Exempt 3

| Requested By:

| Personnel Review Commission

Rationale:

This classification is being deleted because the County’s Groundskeepers are
bargaining.

No. of Employees 0

Affected:
[ Dept.(s) Affected: | Public Works
| Fiscal Impact: | None

Etaffing Implications: | None

rPRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Director
Contact(s):
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Health and

1053151 Help Desk Technician Human Services Non-Exémpt 7

Requested By:

| Personnel Review Commission

Rationale:

This classification is being deleted because the County’s Help Desk Technicians
are bargaining. '

No. of Employees
Affected:

| Health and Human Services

| Dept.(s) Affected:

| Fiscal Impact:

J None

| Staffing Implications: | None

rPRC Contact{s): ] Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale, Program Officer 4
Contact{s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director
Contact(s):
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i Class;N'umhgr:

Sheriff's

1032111 Licensed Practical Nurse - Department Non-Exempt 5

| Requested By:

| Personnel Review Commission

Rationale:

This classification is being deleted because the County’s Licensed Practical
Nurses are bargaining.

No. of Employees
Affected:

| Dept.(s) Affected: | Sheriff’s Department
|Tiscal impact: | None
Etaffing Implications: | None

FPRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Clifford Pinkney, Sheriff
Contact(s):
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m

1053514 Purchasing Administrator and Diversity Exempt

Office of
Procurement

11

| Requested By:

| Personnel Review Commission

[ Rationale:

| This classification is being deleted because the Department is no longer using itJ

No. of Employees 0
Affected:
i?ept.(s) Affected: | Office of Procurement and Di\(ersit\;r
- | Fiseal Impact: | None
[ staffing Implications: | None

| PRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Lenora Lockett, Director
Contact{s):
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1063421 Sanitary Engineer Public Works Exerﬁpt 18

| Requested By: | Personnel Review Commission |

| Rationale: | This classification is being deleted because the Department is no longer using it. f

No. of Employees 0
Affected:

[ Dept.(s) Affected: | Public Works | ]

| Fiscal Impact: | None |

| staffing Implications: ’ None |

| PRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation |
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Michael Dever, Director
Contact(s):
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Senior Employment Service Health and

1014612 Specialist Human Services | Non-Exempt 4

Requested By:

| Personnel Review Commission .

Rationale:

This classification is being deleted because the County’s Senior Employment
Service Specialists are bargaining.

No. of Employees 0
Affected:
| Dept.{s) Affected: | Health and Human Services

Fiscal Impact:

lNone

Staffing Implications:

None

PRC Contact(s):

| Albert Bouchahine, Manager of Classification and Compehsation.

Human Resources

Kelli Neale, Program Officer 4

Contact(s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director
Contact(s):
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Health and
1056251 Social Service Worker 4 Human Services | Non-Exempt | - 8

Requested By:

| Personnel Review Commission ' J

Rationale:

This classification is being deleted because the County’s Social Service Worker 4’s

are bargaining.

No. of Employees
Affected: '

[ Dept.(s) Affected: | Health and Human Services ]
| Fiscal Impact: | None ' |
[ Staffing Implications: | None - }

|T’RC Contact(s): { Albert Bouchahine, Manager of Classification and Corhpensation |
Human Resources Kelli Neale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Thomas Pristow, Director
Contact(s):
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Manager, Witness/Victim Public Safety & _
1056533 Services : | Justice Services | Exempt 15

| Personnel Review Commission

| Requested By:

Rationale:

PRC created a new classification to replace the previous Justice Affairs Manager
classification which no longer accurately reflected the essential job functions.
This is a new elassification that reflects the essential functions and minimum
qualifications for the Manager of Witness/Victim Services position within the
Dept. of Public Safety and Justice Services.

No. of Employees
Affected: -

| Dept.(s) Affected: | Public Safety & Justice Services
| Fiscal Impact: | None
Staffing None
Implications:
| PRC Contact(s): ] Albert Bouchahine, Manager of Classification and Compensation
Human Resources Kelli Meale, Program Officer 4
Contact(s): Melissa Foldesi, Compensation Manager
Management Brandy Carney, Dfrecfor
Contact(s): :
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G iy 2 g
| Public Safety &

1062553 - Managér, Mediation Justice Services | Exempt 16

| Requested By:

| Personnel Review Commission _ .

Rationale:

PRC created a new classification to replace the previous justice Affairs Manager
which no longer accurately reflected the essential job functions. This is a new -
classification that reflects the essential functions and minimum qualifications for
the Manager of Mediation within the Dept, of Public safety and Justice services.

| No. of Employees
Affected:

| Public Safety & Justice Services

| Dept.(s) Affected:
Fiscal Impact: PG 15 $65,395.20 - $99,673.60
PG 16 571,219.20 -5107,806.40
Step Placement TBD by Human Resources ' J
Staffing None
Implications:
| PRC Contact(s): | Albert Bouchahine, Manager of Classification and Compensation ]
Human Resources Kelli Neale, Program Officer 4
Contact(s): | Melissa Foldesi, Compensation Manager
Management Brandy Carney, Director
Contact(s):
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March 17, 2017

Job Title Classification Pay Department Rationale
Number Grade

DELETED

Airport Field Supervisor 1042314 10 Public Works There are no incumbents and this classification is being deleted because the Department has
removed it from their org. structure.

Architect 1 1063112 9 Public Works There are no incumbents and this classification is being deleted because the Department has
removed it from their org. structure.

Building Inspector 1021111 6 Public Works There are no incumbents and this classification is being deleted because the Department has
removed it from their org. structure.

Fire Safety Inspector 1022211 5 Public Works There are no incumbents and this classification is being deleted because the Department has
removed it from their org. structure.

Groundskeeper 1042211 3 Public Works This classification is being deleted because the County’s Groundskeepers are part of a bargaining
unit.

Help Desk Technician 1053151 7 Health and Human Services | This classification is being deleted because the County’s Help Desk Technicians are part of a
bargaining unit.

Licensed Practical Nurse 1032111 5 Sheriff’s Department This classification is being deleted because the County’s Licensed Practical Nurses are part of a
bargaining unit.

Purchasing Administrator 1053514 5 Office of Procurement and | There are no incumbents and this classification is being deleted because the Department has

Diversity removed it from their org. structure.

Sanitary Engineer 1063421 18 Public Works There are no incumbents and this classification is being deleted because the Department has
removed it from their org. structure.

Senior Employment Service Specialist 1014612 4 Health and Human Services | This classification is being deleted because the County’s Senior Employment Service Specialists
are part of a bargaining unit.

Social Service Worker 4 1056251 8 Health and Human Services | This classification is being deleted because the County’s Social Service Worker 4’s are part of a

bargaining unit.
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April 11, 2017

Job Title Classification | Current RECOMMENDED | Department Rational
Number Pay PAY GRADE
Grade & FLSA
& FLSA
NEW
Manager, Witness Victim 1056533 15/Exempt N/A Public Safety & PRC created a new classification to replace the previous Justice Affairs Manager classification which no
Services Justice Services | longer accurately reflected the essential job functions. This is a new classification that reflects the
essential functions and minimum qualifications for the Manager of Witness/Victim Services position
within the Dept. of Public Safety and Justice Services.
Manager, Mediation 1062553 16/Exempt N/A Public Safety & PRC created a new classification to replace the previous Justice Affairs Manager which no longer
Justice Services | accurately reflected the essential job functions. This is a new classification that reflects the essential
functions and minimum qualifications for the Manager of Mediation within the Dept. of Public safety
and Justice services
REVISED
Chief Section Architect 1063113 17/Exempt 17/Exempt (No Public Works Departmental Revision Request. The request was made to update the education/experience
Change) requirements. The classification title was changed to “Chief Section Facilities Manager’ to better reflect
the essential job functions.
Clinical Coordinator 1056331 12/Exempt 12/Exempt (No Health and PRC routine maintenance. Classification last revised in 2009. The essential job functions have been
Change) Human Services | updated to better reflect the current duties. Updated specification to new format to include distinguishing
characteristics, FLSA status, and percentages of time for essential functions.
Data Control Technician 1011221 4/Non- 4/Non-Exempt Health and PRC routine maintenance. Classification last revised in 1993. The essential job functions have been
Exempt (No Change) Human Services | updated to better reflect the current duties. Updated specification to new format to include distinguishing
characteristics, FLSA status, and percentages of time for essential functions.
Employment Contract 1014631 7/Exempt 8/Exempt Health and PRC routine maintenance. Classification last revised in 1996. The essential job functions have been
Negotiator/Evaluator Human Services | updated to better reflect the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of time for essential functions.
Pay grade increased by one level from PG 7 to PG 8.
Identification Technician 1023101 4/Non- 4/Non-Exempt Sheriff’s PRC routine maintenance. Classification last revised in 2004. The essential job functions have been
Exempt (No Change) updated to better reflect the current duties. Updated specification to new format to include

distinguishing characteristics, FLSA status, and percentages of time for essential functions.
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Investigation Supervisor 1022123 11/Exempt 11/Exempt (No Health and PRC routine maintenance. Classification last revised in 2006. The essential job functions have been
Change) Human Services | updated to better reflect the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of time for essential functions.
Justice System Advocate 1056531 7/Non- 7/Non-Exempt Public Safety & PRC routine maintenance. Classification last revised in 2001. The essential job functions have been
Exempt (No Change) Justice Services | updated to better reflect the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of time for essential functions.
Program Officer 1052415 14/Exempt 14/Exempt (No Health and PRC routine maintenance. Classification last revised in 2006. The essential job functions have been
Administrator Change) Human Services | updated to better reflect the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of time for essential functions.
Records Management 1052224 11/Exempt 11/Exempt (No All Departments | PRC routine maintenance. Classification last revised in 1997. The essential job functions have been
Administrator Change) updated to better reflect the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of time for essential functions.
Senior Administrative 1013312 7/Non- 7/Non-Exempt All Departments | PRC routine maintenance. Classification last revised in 2009. The essential job functions have been
Secretary Exempt (No Change) updated to better reflect the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of time for essential functions.
Senior Examiner 1055122 7/Non- 7/Non-Exempt (No Health and PRC routine maintenance. Classification last revised in 2007. The essential job functions have been
Exempt Change) Human Services updated to better reflect the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of time for essential functions.
Senior Kennel Operations 1022432 8/Exempt 9/Exempt Public Works PRC routine maintenance. Classification last revised in 2009. The classification title is changing to
Supervisor “Chief Dog Warden” to align with Ohio Revised Code. The essential job functions have been updated to
better reflect the current duties. Updated specification to new format to include distinguishing
characteristics, FLSA status, and percentages of time for essential functions. Pay grade increased by one
level from PG8 to PG9.
Senior Mailroom 1011614 7/Non- 7/Non-Exempt Public Works PRC routine maintenance. Classification last revised in 2007. The essential job functions have been
Supervisor Exempt (No Change) updated to better reflect the current duties. Updated specification to new format to include
distinguishing characteristics, FLSA status, and percentages of time for essential functions.
Senior Records 1052225 12/Exempt 12/Exempt (No Public Works PRC routine maintenance. Classification last revised in 2008. The essential job functions have been
Management Change) updated to better reflect the current duties. The Department was changed from Central Services and
Administrator Human Services to Public Works.
Senior Records 1052222 6/Non- 6/Non-Exempt Public Works PRC routine maintenance. Classification last revised in 2015. The essential job functions have been
Management Exempt (No Change) updated to better reflect the current duties. Medical Examiner’s Office was eliminated from the
Officer Department.
Sewer Maintenance 1043123 15/Exempt 15/Exempt (No Public Works Departmental Revision Request. The request was made to update the education/experience
Superintendent Change) requirements to be in line with Ohio EPA requirements.
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Social Program 1056312 11/Exempt 11/Exempt (No Health and Departmental Revision Request. The request was made to update the Department to include the
Administrator 1 Change) Human Services | Sheriff’'s Department.

&

Sheriff’s

Department
Social Program 1056313 13/Exempt 13/Exempt (No Health and Departmental Revision Request. The request was made to update the Department to include the
Administrator 2 Change) Human Services | Sheriff’'s Department.

&

Sheriff’s

Department
DELETE
Senior Financial System 1055142 15/Exempt | N/A Fiscal/OBM This classification is being deleted because the position is vacant and the Department

Administrator

will no longer include it on its org. structure.
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