
     

 

 

 

AGENDA 

CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY 

COMMITTEE MEETING 

FRIDAY, MAY 6, 2022 

CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS 

C. ELLEN CONNALLY COUNCIL CHAMBERS – 4TH FLOOR 

10:00 AM 

 

 

 

1. CALL TO ORDER 

  

2. ROLL CALL  

 

3. PUBLIC COMMENT 

 

4. APPROVAL OF MINUTES FROM THE APRIL 19, 2022 MEETING 

 

5. MATTERS REFERRED TO COMMITTEE 

 

a) R2022-0105:  A Resolution adopting various changes to the 

Cuyahoga County Non-Bargaining Classification Plan; and declaring the 

necessity that this Resolution become immediately effective. 

 

b) R2022-0109:  A Resolution confirming the County Executive’s 

reappointment of Yvette Ittu to serve on the Cuyahoga County Audit 

Committee for the term 1/1/2022 – 12/31/2025; and declaring the 

necessity that this Resolution become immediately effective. 

 

c) R2022-0110:  A Resolution confirming the County Executive’s 

reappointment of various individuals to serve on the Cuyahoga County 

Community-Based Correctional Facility Governing Board for the term 

1/1/2022 – 12/31/2024; and declaring the necessity that this 

Resolution become immediately effective: 

 

1) Brandy Carney 
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2) Vincent D. Holland 

 

3) Scott S. Osiecki 

 

d) R2022-0111:  A Resolution confirming the County Executive’s 

appointment of Alan Rosskamm to serve on the Cuyahoga Community 

College Board of Trustees for the term 1/18/2022 – 1/17/2027; and 

declaring the necessity that this Resolution become immediately 

effective. 

 

e) R2022-0112:  A Resolution confirming the County Executive’s 

reappointment of A. Steven Dever to serve, in his official capacity as 

representative of Cuyahoga County, on the Lake Erie Energy 

Development Corporation Board of Directors for the term 5/1/2021 – 

4/30/2024; and declaring the necessity that this Resolution become 

immediately effective. 

 

f) O2022-0003:  An Ordinance providing for an amendment to the 

Cuyahoga County Human Resources Personnel Policies and Procedures 

Manual (“Employee Handbook”) to create a Tuition Assistance Program 

to be applicable to all County employees; and declaring the necessity 

that this Ordinance become immediately effective. 

 

6. MISCELLANEOUS BUSINESS 

 

7. 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, APRIL 19, 2022 

CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS 

C. ELLEN CONNALLY COUNCIL CHAMBERS – 4TH FLOOR 

10:00 AM 

 

 

 

1. CALL TO ORDER 

 

Chairwoman Baker called the meeting to order at 10:06 a.m. 

  

2. ROLL CALL 

 

Ms. Baker asked Assistant Deputy Clerk Johnson to call the roll. Committee 

members Baker, Gallagher, Miller and Sweeney were in attendance and a quorum 

was determined. Ms. Conwell was absent from the meeting.  

  

3. PUBLIC COMMENT 

 

There were no public comments given. 

 

4. APPROVAL OF MINUTES FROM THE MARCH 29, 2022 MEETING 

 

A motion was made by Mr. Miller, seconded by Mr. Sweeney, and approved by 

unanimous vote to approve the minutes from the March 29, 2022 meeting. 

 

5. MATTERS REFERRED TO COMMITTEE 

 

a) R2022-0090:  A Resolution confirming the County Executive’s 

appointment and reappointment of various individuals to serve on the 

Cuyahoga County Diversion Board for the term 3/1/2022 – 2/28/2025, 

and declaring the necessity that this Resolution become immediately 

effective:  
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1) Appointment 

 

i) Chief Dornat Drummond   

 

2) Reappointment 

 

ii) Akram Boutros, MD 

 

Ms. Michele Pomerantz, Director of Regional Collaboration, addressed the 

Committee regarding Resolution No. R2022-0090. Discussion ensued.  

 

Committee members asked questions of Ms. Pomerantz pertaining to the item, 

which she answered accordingly. 

 

Dr. Akram Boutros addressed the Committee regarding his nomination to serve on 

the Cuyahoga County Diversion Board. Discussion ensued.  

 

Committee members asked questions of Dr. Boutros pertaining to his experience, 

expertise and qualifications, which he answered accordingly. 

 

A motion was then made by Mr. Sweeney, seconded by Mr. Gallagher and 

approved by unanimous vote to amend Resolution No. R2022-0090 to delete 

“Chief Dornat Drummond” throughout the Resolution.  

 

On a motion by Ms. Baker with a second by Mr. Sweeney, Resolution No. R2022-

0090 was considered and approved by unanimous vote to be referred to the full 

Council agenda with a recommendation for passage under second reading 

suspension of the rules, as amended. 

 

Mr. Miller, Ms. Baker, Mr. Gallagher and Mr. Sweeney requested to have their 

names added as co-sponsors to Resolution No. R2022-0090.  

 

b) R2022-0088:  A Resolution confirming the County Executive’s 

appointment of Basheer Jones to serve on the Alcohol, Drug Addiction 

and Mental Health Services Board of Cuyahoga County for an unexpired 

term ending 6/30/2024; and declaring the necessity that this Resolution 

become immediately effective. 

 

Mr. Basheer Jones addressed the Committee regarding his nomination to serve on 

the Alcohol, Drug Addiction and Mental Health Services Board of Cuyahoga 

County. Discussion ensued.  

 

Committee members asked questions of Mr. Jones pertaining to his experience, 

expertise and qualifications, which he answered accordingly. 
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Ms. Pomerantz addressed the Committee regarding Resolution No. R2022-0088. 

Discussion ensued.  

 

Committee members asked questions of Ms. Pomerantz pertaining to the item, 

which she answered accordingly. 

 

On a motion by Ms. Baker with a second by Mr. Sweeney, Resolution No. R2022-

0088 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. 

 

Mr. Miller and Mr. Sweeney requested to have their names added as co-sponsors 

to Resolution No. R2022-0088.  

 

c) R2022-0082: A Resolution adopting various changes to the Cuyahoga 

County Non-Bargaining Classification Plan; and declaring the necessity 

that this Resolution become immediately effective. 

 

Mr. Albert Bouchahine, Manager of Classification and Compensation for the 

Personnel Review Commission, addressed the Committee regarding Resolution No. 

R2022-0082. Discussion ensued. 

 

Committee members asked questions of Mr. Bouchahine, pertaining to the item, 

which he answered accordingly. 

 

On a motion by Ms. Baker with a second by Mr. Sweeney, Resolution No. R2022-

0082 was considered and approved by unanimous vote to be referred to the full 

Council agenda for second reading.  

 

d) R2022-0089:  A Resolution confirming the County Executive’s 

reappointment of Donisha Greene to serve on the Cuyahoga County 

Advisory Board on Senior and Adult Services for the term 1/1/2022 – 

12/31/2024; and declaring the necessity that this Resolution become 

immediately effective. 

 

Ms. Pomerantz addressed the Committee regarding Resolution No. R2022-0089. 

Discussion ensued.  

 

Committee members asked questions of Ms. Pomerantz pertaining to the item, 

which she answered accordingly. 

 

Ms. Donisha Greene addressed the Committee regarding her nomination to serve 

on the Cuyahoga County Advisory Board on Senior and Adult Services. Discussion 

ensued.  
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Committee members asked questions of Ms. Greene pertaining to her experience, 

expertise and qualifications, which she answered accordingly. 

 

On a motion by Ms. Baker with a second by Mr. Miller, Resolution No. R2022-0089 

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. 

 

e) R2022-0091:  A Resolution confirming the County Executive’s 

appointment and reappointment of various individuals to serve on the 

Cuyahoga Regional HIV Health Services Planning Council for various 

terms, and declaring the necessity that this Resolution become 

immediately effective: 

 

1) Appointment for the term 4/1/2020 - 3/31/2023: 

 

i) Karla Ruiz   

 

2) Appointment for the term 4/1/2021 - 3/31/2024: 

 

i) David Smith   

 

3) Appointments for the term 2/1/2022 - 1/31/2025: 

 

i) Jeannie Citerman-Kraeger    

 

4) Appointments for the term 4/1/2022 - 3/31/2025: 

 

i) Uleta Carter 

ii) Bryan Jones 

iii) Peter Scardino 

iv) James Stevenson 

v) Joye Toombs    

  

5) Reappointment for the term 4/1/2020 - 3/31/2023: 

 

i) Christy Nichols 

 

6) Reappointments for the term 2/1/2021 - 1/31/2024: 

 

i) Clifford Barnett 

ii) Michael Dieghan 

 

7) Reappointments for the term 4/1/2021 - 3/31/2024: 
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i) Barbara Gripshover, MD 

ii) Naimah O’Neal 

iii) Leisha Yarbrough-Franklin 

  

Ms. Pomerantz; Mr. Terry Allan, Health Commissioner with the Cuyahoga County 

Board of Health; and Mr. Zachary Levar, Deputy Director of Prevention and 

Wellness with the Cuyahoga County Board of Health; addressed the Committee 

regarding Resolution No. R2022-0091. Discussion ensued.  

 

Committee members asked questions of Ms. Pomerantz, Mr. Allan, and Mr. Levar 

pertaining to the item, which they answered accordingly. 

 

Mr. David Smith, Ms. Uleta Carter, Mr. Peter Scardino, Mr. Clifford Barnett and 

Ms. Leisha Yarbrough-Franklin addressed the Committee regarding their 

nomination to serve on the Cuyahoga Regional HIV Health Services Planning 

Council.  Discussion ensued.   

 

Committee members asked questions of Mr. Smith, Ms. Carter, Mr. Scardino, Mr. 

Barnett and Ms. Yarbrough-Franklin pertaining to their experience, expertise and 

qualifications, which they answered accordingly. 

 

In lieu of their attendance, Mr. Levar, provided a brief background on the 

experience, expertise and qualifications of Ms. Karla Ruiz, Ms. Jeannie Citerman-

Kraegar, Mr. Bryan Jones, Mr. James Stevenson, Ms. Joye Toombs, Ms. Christy 

Nichols, Mr. Michael Dieghan, Dr. Barbara Gripshover and Ms. Naimah O’Neal, to 

serve on the Cuyahoga Regional HIV Health Services Planning Council. 

 

On a motion by Ms. Baker with a second by Mr. Miller, Resolution No. R2022-0091 

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 

 

Chairwoman Baker advised the Committee that there will be a Committee meeting 

on Tuesday, May 3, 2022 (Election Day), if there is legislation referred to the 

Committee at the April 26, 2022 Council meeting. 

 

7. ADJOURNMENT 

 

With no further business to discuss, Chairwoman Baker adjourned the meeting at 

11:42 a.m. 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2022-0105 
 

Sponsored by:  Councilmember 

Baker on behalf of Cuyahoga 

County Personnel Review 

Commission 

A Resolution adopting various changes to 

the Cuyahoga County Non-Bargaining 

Classification Plan and declaring the 

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, the Personnel Review Commission submitted several proposed 

changes to the Cuyahoga County Non-Bargaining Classification Plan; and 

 

WHEREAS, the Personnel Review Commission considered this matter and has 

undergone significant review, evaluation and modification of such submitted changes 

to the Cuyahoga County Non-Bargaining Classification Plan; and  

 

WHEREAS, on April 6, 2022 the Personnel Review Commission met and 

recommended the classification changes (attached hereto as Exhibits A through C) 

and recommended to County Council the formal adoption and implementation of the 

attached changes; and 

 

WHEREAS, it is necessary that this Resolution become immediately effective in 

order that critical services provided by Cuyahoga County can continue and to provide 

for the usual, daily operation of a County entity.   

 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

 

SECTION 1.  That the Cuyahoga County Council hereby adopts the following 

changes to the Cuyahoga County Non-Bargaining Classification Plan: 

 

Modifications of the following Classifications: (See attached Classification 

Specifications) 

 

 

  Proposed Revised Classifications: 

 

Exhibit A: Class Title:  Compensation Analyst 
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  Class Number: 14121 

Pay Grade:  13A/Exempt (No change) 

* PRC routine maintenance. Classification last revised in 2017. 

Updates were made to classification function, distinguishing 

characteristics, essential job functions, and general formatting and 

language.  A technology requirement section was added.  No 

change to pay grade or FLSA status. 

 

Exhibit B: Class Title: Manager, Training (Manager, Training-HHS)  

Class Number: 14054 

    Pay Grade:  15A/Exempt  

* PRC routine maintenance. Classification last revised in 2014. 

The position is no longer a Human Resources position.  Essential 

tasks were changed to reflect managing the North Central Ohio 

Regional Training Center for Social Worker, Foster Parent 

training, and HHS employees.  As a result, planning factors were 

increased.  Pay grade changed from 14A to 15A 

 

  Proposed Deleted Classification: 

 

Exhibit C: Class Title: Business Analytics and Project Management 

Specialist  

    Class Number: 14131 

    Pay Grade: 12A/Exempt  

* The department director at the time (2017) requested this 

classification be created but never filled it.  The current director 

does not have any plans to fill this position. 

 

SECTION 2.  It is necessary that this Resolution become immediately effective 

for the usual daily operation of the County; the preservation of public peace, health, 

or safety in the County; and any additional reasons set forth in the preamble. Provided 

that this Resolution receives the affirmative vote of at least eight members of Council, 

it shall take effect and be in force immediately upon the earliest occurrence of any of 

the following: (1) its approval by the County Executive through signature, (2) the 

expiration of the time during which it may be disapproved by the County Executive 

under Section 3.10(6) of the Cuyahoga County Charter, or (3) its passage by at least 

eight members of Council after disapproval pursuant to Section 3.10(7) of the 

Cuyahoga County Charter. Otherwise, it shall take effect and be in force from and 

after the earliest period allowed by law. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

relating to the adoption of this Resolution were adopted in an open meeting of the 

Council, and that all deliberations of this Council and of any of its committees that 

resulted in such formal action were in meetings open to the public, in compliance 

with all legal requirements, including Section 121.22 of the Ohio Revised Code. 
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On a motion by ______________, seconded by _____________, the foregoing 

Resolution was duly adopted. 

 

Yeas:  

 

Nays:  

 

 

 

      

_________________________ __________ 

     County Council President  Date 

 

 

     _________________________ __________ 

     County Executive   Date 

           

 

     _________________________ __________ 

     Clerk of Council    Date  

 

 

 

First Reading/Referred to Committee:  April 26, 2022 

Committee(s) Assigned:  Human Resources, Appointments & Equity 

 

Journal__________________ 

___________________, 20___ 
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           Effective Date: 03.01.2017 
             Last Modified: 03.01.2017 

  
CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 

 
Class Title: Compensation Analyst Class Number: 14121 

FLSA: Exempt Pay Grade: 13A 
Dept: Human Resources 
 
 
Classification Function   
 
The purpose of this classification is to assist management level staff with the creation and implementation 
of compensation programs, to develop job descriptions for unclassified and bargaining unit positions, and 
to evaluate classified, unclassified, and bargaining positions to assign appropriate employee pay by 
reviewing relevant factors.   
 
Distinguishing Characteristics 
 
This is a journey level classification with responsibility for developing and leading county-wide 
compensation projects under a framework of policies, procedures, regulations, and guidelines. This 
position assists management level staff with making recommendations regarding compensation practices 
and related activities for classified, unclassified, and bargaining positions and ensuring that practices 
comply with legal standards. The incumbents exercise discretion in applying procedures to resolve 
issues.  
 
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. 
 
  25% +/- 10% 
 Performs analysis and recommends base pay for new hires, transfers, and promotions; reviews 

requests for merit and equity-based salary adjustments and makes recommendations; leads annual 
compensation planning activities. 

 
15% +/- 5% 

 Evaluates classified and unclassified jobs to assign appropriate employee pay to ensure internal 
equity and market competitiveness; completes job evaluations and market analysis; audits 
compensation practices for legal compliance including Fair Labor Standards (FLSA) testing; updates 
salary structures, analyzes survey data, and develops and presents detailed analyses for 
management; reviews and makes recommendations regarding the creation of new or revision of 
existing jobs; reviews appropriate factors and recommends pay adjustments for individuals and 
employee groups; gathers, analyzes, and provides data for bargaining negotiations and advises 
agencies and Law Department. 

 
           10% +/- 5% 
 Develops job descriptions for unclassified positions including the establishment of minimum 

requirements and related knowledge, skills, and abilities (KSAs); performs job analysis, interviews 
personnel, and conducts on-site observation to audit job functions; submits job description to Law 
Department, engages in communications with Law Department and department management to 
assist with the determination of civil service status. 
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Compensation Analyst  
  

           
           Effective Date: 03.01.2017 
             Last Modified: 03.01.2017 

 
            10% +/- 5% 
 Assists in the development, implementation, maintenance, analysis, and administration of 

compensation programs, policies, procedures, and best practices to support the strategic objectives 
of the County; assists in the coordination and consolidation of compensation data for reporting; 
performs compensation studies; participates in salary surveys.   

  
10% +/- 5% 

 Provides consulting to human resources staff and strategic business partners; assists in making 
recommendations for organizational design, reorganizations, integrity of job levels, and job design; 
assists management in union negotiations and provides analysis of pertinent salary information. 

 
10% +/- 5% 

 Manages and administers the Position Audit program; participates in the audit process including 
discussion with consultant and management, conducting desk audits, making a final determination, 
and compensation analysis; testifies as the county’s expert witness in the event of an employee 
Appeal Hearing or arbitration.  

 
10% +/- 5% 

 Facilitates the HR process for Class Plan Maintenance with the PRC; works with PRC to gather 
employee and job duty information from agencies; advises and informs HR management of new, 
revised, and proposed deletion of non-bargaining classifications; moves employees into new or 
revised positions and reviews and sets salary.   

 
  5% +/- 2% 
 Advises managers and employees on state and federal employment regulations, compensation 

policies, personnel procedures, and classification programs; provides advice on the resolution of 
classification and salary complaints; provides education and various compensation presentations as 
needed. 

 
  5% +/- 2% 
 Performs salary survey analysis and uses appropriate job evaluation methodology to develop and 

define job evaluation process for unclassified positions; performs cost analysis. 
             
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in human resources, human relations, labor relations, or related field with four (4) 

years of administering and facilitating compensation program experience; or an equivalent 
combination of education, training, and experience. 

 
 Valid driver license, proof of automobile insurance, and access to a vehicle. 
 
Additional Requirements 
 
 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 personal computer, copier, 

calculator, and telephone. 
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Compensation Analyst  
  

           
           Effective Date: 03.01.2017 
             Last Modified: 03.01.2017 

 
 
Technology Requirements 
 
 Ability to operate a variety of software including email word processing software (Microsoft Word), 

spreadsheet software (Microsoft Excel), and electronic mail software (Microsoft Outlook), and 
database software (Microsoft Access, HRIS). 

 
Supervisory Responsibilities 
 
 No supervisory responsibilities required. 
 
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-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 alternatives. 

 
 Ability to comprehend a variety of informational documents including SAP data extracts, salary survey 

reports, classification specifications, job descriptions, Comprehensive Position Questionnaire (CPQ), 
personnel request forms, request for salary analysis form, salary survey reports, and other reports 
and records. 

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

personnel policy manuals, Fair Labor Standards Act (FLSA) duties test, and County’s Compensation 
Philosophy. 

 
 Ability to prepare request for salary analysis, salary survey questionnaires, white papers, cost 

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

 
 Ability to convince and influence others, to record and deliver information, to explain procedures, and 

to follow instructions.   
 
 Ability to use and interpret compensation terminology. 
 
 Ability to communicate effectively with HR staff, department management, other County employees, 

employees from external partner agencies, and outside vendors.     
 
Environmental Adaptability 
 
 Work is typically performed in an office environment.  
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Compensation Analyst  
  

           
           Effective Date: 03.01.2017 
             Last Modified: 03.01.2017 

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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Effective Date: 09.13.2011 
Last Modified: 04.14.2014 

 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Manager, Health and Human Services (HHS) 
Training  

Class Number: 14054 

FLSA: Exempt Pay Grade: 15A 
Departments: Health and Human Services 

 
 
Classification Function  
 
The purpose of this classification is to manage, coordinate and implement County-level and State-level 
training programs and initiatives for Health and Human Services (HHS) employees, Ohio Department of 
Jobs and Family Services (ODJFS) employees, foster families, and caregivers.   
 
Distinguishing Characteristics 
 
This is a management level classification, with responsibility for overseeing technical operations, and 
the development and execution of training programs. This class recommends, develops, integrates, 
administers, and evaluates policies, procedures, and standards required to provide related services. 
The classification is responsible for ensuring that training programs and activities are completed in a 
timely, effective, and efficient manner according to procedures, rules, regulations, laws and ordinances. 
This classification oversees lower level HHS training supervisors, HHS Training Specialists, and other 
assigned personnel. 
 
Essential Job Functions 

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

60% +/- 10% 
 Plans, directs, and coordinates North Central Ohio Regional Training Center (NCORTC) training 

programs and initiatives; meets with ODJFS managers and department heads to identify and 
determine training and development needs for staff ; develops and approves all training provided 
by the NCORTC; develops an annual calendar of training and development opportunities including 
references to external opportunities; develops and maintains training procedures, materials, and 
manuals for trainings; plan and schedules the new-hire training for HHS employees; ensures that 
statutory training requirements are met; amends and revises training programs as needed; 
develops and maintains training budget; prepares training budget reports; prepares annual training 
reports for department; coordinates the upkeep to ensure the NCORTC (Westshore) building is 
functional and safe; reports any issues and need for repairs with the NCORTC (Westshore) 
building to HHS staff person responsible with communicating with building owner. 

 
30% +/- 10% 

 Supervises and directs the work of HHS Training Specialist, new HHS staff, social work interns, and 
other assigned staff; directs staff to ensure work completion and maintenance of standards; plans, 
assigns, and reviews work; coordinates and/or provides training and instruction; evaluates 
employee performance; responds to employee questions, concerns, and problems; approves 
employee timesheets and leave requests; prepares and reviews documents related to timesheets, 
requests for leave, and overtime; develops and monitors unit work plans and work performance 
standards; monitors and provides for training needs; meets with employees individually and as a 
unit; recommends personnel actions including selection, promotion, transfer, discipline, or 
discharge.  
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Manager, HHS Training 
   

Effective Date: 09.13.2011 
Last Modified: 04.14.2014 

  

10% +/- 5% 
 Attends and participates in professional group meetings, conferences, seminars and training; stays 

abreast of new trends and innovations in the field; represents training department at various 
meetings and conferences; provides technical assistance and consultation to departments 
regarding training needs; delivers speeches and prepares correspondence.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor's degree in education or human resources with nine (9) years of training experience 

including three (3) years in a supervisory capacity; or any equivalent combination of education, 
training, and experience. 

 
 Valid driver license, proof of automobile insurance, and access to a vehicle.  
 
Additional Requirements 
 
 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 office machines and equipment including a computer, multifunction 

printer, and audio-visual equipment.   
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including course management system 

software (E-Track), electronic mail systems (Microsoft Outlook), presentation software (Microsoft 
PowerPoint), publishing software (Microsoft Publisher), spreadsheet software (Microsoft Excel), and 
word processing software (Microsoft Word).  

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees. 
 
 Ability to provide instruction to other employees. 
 
 Ability to evaluate the performance of assigned 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, multiply, divide, calculate decimals, percentages, use routine statistics, and 

advanced statistics.  
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Manager, HHS Training 
   

Effective Date: 09.13.2011 
Last Modified: 04.14.2014 

  

Language Ability & 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 employment job audit forms, 

needs analyses, classification specifications, training literature, training plans, performance 
evaluations and other reports and records. 

  
 Ability to comprehend a variety of reference books and manuals including policies and procedures, 

State regulations and training manuals. 
 
 Ability to prepare memos, correspondence, training proposals, training needs analysis, training 

budgets, monthly reports, 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 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 education, legal, counseling, and personnel terminology and language.  
 
 Ability to communicate effectively with department supervisors, training personnel, consultants, 

other County employees, 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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          Effective Date: 07.26.2017 
Last Modified: 07.26.2017 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: 
Business Analytics and Project Management 
Specialist 

Class Number: 14131 

FLSA: Exempt Pay Grade: 12 
Dept: Human Resources 
 
 
Classification Function   
The purpose of this classification is to lead in the identification, development, implementation, 
continuous improvement, and administration of core Human Resources (HR) metrics.    
  
 
Distinguishing Characteristics 
This is a journey level classification with the responsibility to identify business requirements for 
developing HR statistical and analytical reporting and conducting needs analysis for Key Performance 
Reporting requirements to support HR Operating Plan initiatives.  Employees in this class work in 
collaboration with HR upper management to research, analyze, and administer core HR metrics to 
support the overall mission of Cuyahoga County.  Employees work under general supervision as the 
incumbent becomes able to independently perform the full range of duties associated with this level.   
 
 
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. 
 

25% +/- 10% 
 Leads in the identification, development, implementation, continuous improvement and 

administration of core HR metrics; provides support to HR function in areas of people metrics, 
reporting, and advanced and predictive analytics; identifies relevant metrics to determine strategic 
planning and organization development efforts; produces an actionable HR and line of business 
dashboard; gives recommendations for implementation of new systems, procedures, or 
organizational changes to help achieve strategic plans and operational objectives; provides 
expertise as it relates to best practices in HR. 

   
25% +/- 10% 

 Extracts, manipulates, synthesizes, compiles, analyzes, and interprets data to support various key 
HR and organization initiatives; develops predictive systems to identify trends and drive 
organizational solutions; conducts data-based research to provide solutions to address critical HR 
issues; establishes processes for model development, validation, and implementation; develops and 
publishes reports based on research and analyses to communicate findings and implications; 
creates research and data summary reports for review by executives, managers, and other 
stakeholders; ensures that use of any data is in compliance with policies, laws, and procedures. 
  

25% +/- 10% 
 Manages progression of HR analytics and projects while meeting all timelines, objectives, and 

standards; collaboratively works with managers and decision makers to identify and define project 
mission and scope and develop project plans and project schedules; creates work plans and 
oversees administration; monitors and ensures project progress; identifies, tracks, monitors, and 
communicates all project-related issues; makes necessary adjustments to ensure successful project 
completion. 
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Business Analytics and Project Management Specialist  
 
  

          Effective Date: 07.26.2017 
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15% +/- 10% 
 Collaboratively works with individuals across department to accomplish HR related projects and 

improve processes; facilitates comprehensive department project integration; coordinates HR 
teams to achieve operational objectives and department alignment; influences cross functioning 
discussions and resolves conflicts between departments; ensures consistent communication within 
department. 

 
10% +/- 5% 

 Performs related administrative responsibilities; prepares and maintains various related reports, 
records, and other documents; responds to emails and phone calls; attends various meetings, 
conferences, and trainings; serves as department representative on committees; presents 
information to stakeholders to facilitate project implementation and process improvement.   

     
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s Degree in Human Resources, Human Relations, Labor Relations or related degree and 

four (4) years of experience in Human Resources, Business Analytics, or related field; or an 
equivalent combination of education, 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. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

and advanced 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 established 
criteria to define consequences and develop alternatives. 
 

 Ability to comprehend a variety of informational documents including metrics reports, data, statistical 
reports, charts, graphs, correspondence, and other reports and records. 

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

Procedures Manual, Internal Operational Guidelines, Ohio Revised Code, and Federal Employment 
Laws.  

 
 Ability to prepare project work plans, executive summaries, HR dashboard, reports, charts, graphs, 

correspondence, and other job related documents using prescribed format and conforming to all 
rules of punctuation, grammar, diction and style.   
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 Ability to convince and influence others, to record and deliver information, to explain procedures, to 
follow instructions.   

 
 Ability to use and interpret Human Resources terminology and language. 
 
 Ability to communicate with coworkers, management, directors, consultants, other County 

employees, and members of external agencies and committees. 
 
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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Thomas Colaluca, Chairman 
Deborah Southerington, Commissioner 
F. Allen Boseman, Commissioner 

 
CUYAHOGA COUNTY  

PERSONNEL REVIEW COMMSSION  
MEMORANDUM 

 
DATE:  April 7, 2022 
 
TO:   Cuyahoga County Council President Pernel Jones Jr. 
  Nan Baker, Chairwoman, Human Resources, Appointments & Equity  
  Committee 
  Council Members, Human Resources, Appointments & Equity   
  Committee 
 
FROM: Thomas Colaluca, Chairman 
  Cuyahoga County Personnel Review Commission 
 
RE:   Recommending Modifications to Class Plan 
 
Please be advised that on April 6, 2022, 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 before any formal 
action was taken on them.  Details of the recommended changes are below: 
 

PROPOSED REVISED CLASSIFICATIONS 
REVISED CLASSIFICATIONS 
(Revised Title) 

CURRENT 
PAY GRADE & 
FLSA 

RECOMMENDED 
PAY GRADE & 
FLSA 

DEPARTMENT 

Compensation Analyst 14121 13A Exempt 13A Exempt 
(No Change) 

Human Resources 

Manager, Training 14054 
(Manager, Health and Human 
Services (HHS) Training) 

14A Exempt 15A Exempt Human Resources and 
Health and Human 
Resources 
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PROPOSED DELETED CLASSIFICATIONS 

Classification Title Classification 
Number 

Pay Grade  Department 

Business Analytics and Project 
Management Specialist 14131 

14131 12A Exempt Human Resources 

 
 
cc: Deborah Southerington, Commissioner  Joseph Nanni, Council Chief of Staff 
     F. Allen Boseman, Commissioner   Sheba Marshall, Interim HR Director 
         Rebecca Kopcienski, PRC Director   Andria Richardson, Clerk of Council 
 Armond Budish, County Executive   Kelli Neale, Program Officer 4 
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CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

14121 Compensation Analyst Human 
Resources Exempt 13A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

14121 Compensation Analyst Human 
Resources Exempt 13A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2017.  Updates were 
made to classification function, distinguishing characteristics, essential job 
functions, and general formatting and language. A technology requirements 
section was added. No change to pay grade or FLSA status. 

 

No. of Employees 
Affected:           

None 

 

Dept.(s) Affected: Department of Human Resources 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): Verona Blonde, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            

Page 23 of 78



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Kelli Neale – PO3 HR 2/24/2022 Email 
 

Class Spec Draft Review 

Sheba Marshall – 
Interim Chief HR 
Officer 

2/24/2022 Email 
 

Class Spec Draft Review 

Jim Battigaglia, 
Archer Consultant 

3/7/2022 Email Pay grade evaluation  
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 

 
Class Title: Compensation Analyst Class Number: 14121 

FLSA: Exempt Pay Grade: 13A 
Dept: Human Resources 
 
 
Classification Function   
 
The purpose of this classification is to assist management level staff with the creation and implementation 
of compensation programs, to develop job descriptions for unclassified and bargaining unit positions, and 
to evaluate classified, unclassified, and bargaining positions to assign appropriate employee pay by 
reviewing relevant factors.   
 
Distinguishing Characteristics 
 
This is a journey level classification with responsibility for developing and leading county-wide 
compensation projects under a framework of policies, procedures, regulations, and guidelines. This 
position assists management level staff with making recommendations regarding compensation practices 
and related activities for classified, unclassified, and bargaining positions and ensuring that practices 
comply with legal standards. The incumbents exercise discretion in applying procedures to resolve 
issues.  
 
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. 
 
  25% +/- 10% 
 Performs analysis and recommends base pay for new hires, transfers, and promotions; reviews 

requests for merit and equity-based salary adjustments and makes recommendations; leads annual 
compensation planning activities. 

 
15% +/- 5% 

 Evaluates classified and unclassified jobs to assign appropriate employee pay to ensure internal 
equity and market competitiveness; completes job evaluations and market analysis; audits 
compensation practices for legal compliance including Fair Labor Standards (FLSA) testing; updates 
salary structures, analyzes survey data, and develops and presents detailed analyses for 
management; reviews and makes recommendations regarding the creation of new or revision of 
existing jobs; reviews appropriate factors and recommends pay adjustments for individuals and 
employee groups; gathers, analyzes, and provides data for bargaining negotiations and advises 
agencies and Law Department. 

 
           10% +/- 5% 
 Develops job descriptions for unclassified positions including the establishment of minimum 

requirements and related knowledge, skills, and abilities (KSAs); performs job analysis, interviews 
personnel, and conducts on-site observation to audit job functions; submits job description to Law 
Department, engages in communications with Law Department and department management to 
assist with the determination of civil service status. 
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             Last Modified: 03.01.2017 

 
            10% +/- 5% 
 Assists in the development, implementation, maintenance, analysis, and administration of 

compensation programs, policies, procedures, and best practices to support the strategic objectives 
of the County; assists in the coordination and consolidation of compensation data for reporting; 
performs compensation studies; participates in salary surveys.   

  
10% +/- 5% 

 Provides consulting to human resources staff and strategic business partners; assists in making 
recommendations for organizational design, reorganizations, integrity of job levels, and job design; 
assists management in union negotiations and provides analysis of pertinent salary information. 

 
10% +/- 5% 

 Manages and administers the Position Audit program; participates in the audit process including 
discussion with consultant and management, conducting desk audits, making a final determination, 
and compensation analysis; testifies as the county’s expert witness in the event of an employee 
Appeal Hearing or arbitration.  

 
10% +/- 5% 

 Facilitates the HR process for Class Plan Maintenance with the PRC; works with PRC to gather 
employee and job duty information from agencies; advises and informs HR management of new, 
revised, and proposed deletion of non-bargaining classifications; moves employees into new or 
revised positions and reviews and sets salary.   

 
  5% +/- 2% 
 Advises managers and employees on state and federal employment regulations, compensation 

policies, personnel procedures, and classification programs; provides advice on the resolution of 
classification and salary complaints; provides education and various compensation presentations as 
needed. 

 
  5% +/- 2% 
 Performs salary survey analysis and uses appropriate job evaluation methodology to develop and 

define job evaluation process for unclassified positions; performs cost analysis. 
             
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in human resources, human relations, labor relations, or related field with four (4) 

years of administering and facilitating compensation program experience; or an equivalent 
combination of education, training, and experience. 

 
 Valid driver license, proof of automobile insurance, and access to a vehicle. 
 
Additional Requirements 
 
 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 personal computer, copier, 

calculator, and telephone. 
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Technology Requirements 
 
 Ability to operate a variety of software including email word processing software (Microsoft Word), 

spreadsheet software (Microsoft Excel), and electronic mail software (Microsoft Outlook), and 
database software (Microsoft Access, HRIS). 

 
Supervisory Responsibilities 
 
 No supervisory responsibilities required. 
 
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-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 alternatives. 

 
 Ability to comprehend a variety of informational documents including SAP data extracts, salary survey 

reports, classification specifications, job descriptions, Comprehensive Position Questionnaire (CPQ), 
personnel request forms, request for salary analysis form, salary survey reports, and other reports 
and records. 

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

personnel policy manuals, Fair Labor Standards Act (FLSA) duties test, and County’s Compensation 
Philosophy. 

 
 Ability to prepare request for salary analysis, salary survey questionnaires, white papers, cost 

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

 
 Ability to convince and influence others, to record and deliver information, to explain procedures, and 

to follow instructions.   
 
 Ability to use and interpret compensation terminology. 
 
 Ability to communicate effectively with HR staff, department management, other County employees, 

employees from external partner agencies, and outside vendors.     
 
Environmental Adaptability 
 
 Work is typically performed in an office environment.  
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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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CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

14054 Manager, Training 

Human 
Resources and 

Health and 
Human 

Resources 

Exempt 14A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

14054 Manager, Health and Human 
Services (HHS) Training 

Health and 
Human Services Exempt 15A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2014.  The position is no 
longer a Human Resources position. Essential tasks were changed to reflect 
managing the North Central Ohio Regional Training Center for Social Worker 
and Foster Parent training. As a result, planning factors were increased. Pay 
grade changed from 14A to 15A.  

 

No. of Employees 
Affected:           

One (1) 

 

Dept.(s) Affected: All Departments 
 

Fiscal Impact: PG 14A: $64,792.00 – $90,729.60 
PG 15A: $69,388.80 – $97,177.60 
Employee’s current salary falls within new pay grade. Step Placement TBD by 
Human Resources 

 

Staffing 
Implications: 

None  

 

PRC Contact(s): Verona Blonde, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 
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Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Deborah Johnson, 
Director of HR – 
Talent Management 

4/6/2021 Email Review Draft 

David Merriman, 
Director of Health 
and Human Services 

4/7/2021 
 

 
4/7/2021 

08/13/2021 
08/20/2021 
09/02/2021 

Phone Call 
 

 
Email 
Email 
Email 
Email 

Discussion with Albert B. about 
splitting position between HR 

and HHS 
Update on Process 
Update on Process 

Discussion Regarding PG 
Follow-up regarding Pay Grade 

Leon Harris, Assistant 
Director HHS 

09/02/2021 Email Follow-up regarding Pay Grade 

Brenda Payne-Riley, 
Manager, Training 

4/7/2021 
4/20/2021 

08/13/2021 

Email 
Email 
Email 

Update her old CPQ 
Reminder 

Update on Process 
Jim Battigaglia, 
Archer Consultant 

6/08/2021 
6/23/2021 
6/30/2021 

Email 
Email 
Email 

Pay grade evaluation  
Reminder 
Reminder 
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Manager, Health and Human Services (HHS) 
Training  

Class Number: 14054 

FLSA: Exempt Pay Grade: 15A 
Departments: Health and Human Services 

 
 
Classification Function  
 
The purpose of this classification is to manage, coordinate and implement County-level and State-level 
training programs and initiatives for Health and Human Services (HHS) employees, Ohio Department of 
Jobs and Family Services (ODJFS) employees, foster families, and caregivers.   
 
Distinguishing Characteristics 
 
This is a management level classification, with responsibility for overseeing technical operations, and 
the development and execution of training programs. This class recommends, develops, integrates, 
administers, and evaluates policies, procedures, and standards required to provide related services. 
The classification is responsible for ensuring that training programs and activities are completed in a 
timely, effective, and efficient manner according to procedures, rules, regulations, laws and ordinances. 
This classification oversees lower level HHS training supervisors, HHS Training Specialists, and other 
assigned personnel. 
 
Essential Job Functions 

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

60% +/- 10% 
 Plans, directs, and coordinates North Central Ohio Regional Training Center (NCORTC) training 

programs and initiatives; meets with ODJFS managers and department heads to identify and 
determine training and development needs for staff ; develops and approves all training provided 
by the NCORTC; develops an annual calendar of training and development opportunities including 
references to external opportunities; develops and maintains training procedures, materials, and 
manuals for trainings; plan and schedules the new-hire training for HHS employees; ensures that 
statutory training requirements are met; amends and revises training programs as needed; 
develops and maintains training budget; prepares training budget reports; prepares annual training 
reports for department; coordinates the upkeep to ensure the NCORTC (Westshore) building is 
functional and safe; reports any issues and need for repairs with the NCORTC (Westshore) 
building to HHS staff person responsible with communicating with building owner. 

 
30% +/- 10% 

 Supervises and directs the work of HHS Training Specialist, new HHS staff, social work interns, and 
other assigned staff; directs staff to ensure work completion and maintenance of standards; plans, 
assigns, and reviews work; coordinates and/or provides training and instruction; evaluates 
employee performance; responds to employee questions, concerns, and problems; approves 
employee timesheets and leave requests; prepares and reviews documents related to timesheets, 
requests for leave, and overtime; develops and monitors unit work plans and work performance 
standards; monitors and provides for training needs; meets with employees individually and as a 
unit; recommends personnel actions including selection, promotion, transfer, discipline, or 
discharge.  
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10% +/- 5% 
 Attends and participates in professional group meetings, conferences, seminars and training; stays 

abreast of new trends and innovations in the field; represents training department at various 
meetings and conferences; provides technical assistance and consultation to departments 
regarding training needs; delivers speeches and prepares correspondence.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor's degree in education or human resources with nine (9) years of training experience 

including three (3) years in a supervisory capacity; or any equivalent combination of education, 
training, and experience. 

 
 Valid driver license, proof of automobile insurance, and access to a vehicle.  
 
Additional Requirements 
 
 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 office machines and equipment including a computer, multifunction 

printer, and audio-visual equipment.   
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including course management system 

software (E-Track), electronic mail systems (Microsoft Outlook), presentation software (Microsoft 
PowerPoint), publishing software (Microsoft Publisher), spreadsheet software (Microsoft Excel), and 
word processing software (Microsoft Word).  

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees. 
 
 Ability to provide instruction to other employees. 
 
 Ability to evaluate the performance of assigned 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, multiply, divide, calculate decimals, percentages, use routine statistics, and 

advanced statistics.  
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Language Ability & 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 employment job audit forms, 

needs analyses, classification specifications, training literature, training plans, performance 
evaluations and other reports and records. 

  
 Ability to comprehend a variety of reference books and manuals including policies and procedures, 

State regulations and training manuals. 
 
 Ability to prepare memos, correspondence, training proposals, training needs analysis, training 

budgets, monthly reports, 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 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 education, legal, counseling, and personnel terminology and language.  
 
 Ability to communicate effectively with department supervisors, training personnel, consultants, 

other County employees, 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.  

Page 33 of 78



PROPOSED DELETED CLASSIFICATIONS 

Class Number Classification Title Department  FLSA Status Pay Grade 

14131 
Business Analytics and Project 
Management Specialist 

Human 
Resources Exempt 12A 

 

Requested By:  Personnel Review Commission  
  

Rationale: The department director at the time (2017) requested this classification be 
created but never filled it. The current director does not have any plans to fill 
this position. 

 

No. of Employees 
Affected:           

None 

 

Dept.(s) Affected: Human Resources  
 

Fiscal Impact: None 
 

Staffing Implications: None 
 

PRC Contact(s): Albert Bouchahine, Manager of Classification and Compensation 
Verona Blonde, Classification and Compensation Specialist  

                                                                                                                                      

Human Resources 
Contact(s): 

Sheba Marshall, Director of Human Resources 

  

Management 
Contact(s): 

Sheba Marshall, Director of Human Resources 
Jesse Drucker, Chief Human Resources Officer 
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: 
Business Analytics and Project Management 
Specialist 

Class Number: 14131 

FLSA: Exempt Pay Grade: 12 
Dept: Human Resources 
 
 
Classification Function   
The purpose of this classification is to lead in the identification, development, implementation, 
continuous improvement, and administration of core Human Resources (HR) metrics.    
  
 
Distinguishing Characteristics 
This is a journey level classification with the responsibility to identify business requirements for 
developing HR statistical and analytical reporting and conducting needs analysis for Key Performance 
Reporting requirements to support HR Operating Plan initiatives.  Employees in this class work in 
collaboration with HR upper management to research, analyze, and administer core HR metrics to 
support the overall mission of Cuyahoga County.  Employees work under general supervision as the 
incumbent becomes able to independently perform the full range of duties associated with this level.   
 
 
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. 
 

25% +/- 10% 
 Leads in the identification, development, implementation, continuous improvement and 

administration of core HR metrics; provides support to HR function in areas of people metrics, 
reporting, and advanced and predictive analytics; identifies relevant metrics to determine strategic 
planning and organization development efforts; produces an actionable HR and line of business 
dashboard; gives recommendations for implementation of new systems, procedures, or 
organizational changes to help achieve strategic plans and operational objectives; provides 
expertise as it relates to best practices in HR. 

   
25% +/- 10% 

 Extracts, manipulates, synthesizes, compiles, analyzes, and interprets data to support various key 
HR and organization initiatives; develops predictive systems to identify trends and drive 
organizational solutions; conducts data-based research to provide solutions to address critical HR 
issues; establishes processes for model development, validation, and implementation; develops and 
publishes reports based on research and analyses to communicate findings and implications; 
creates research and data summary reports for review by executives, managers, and other 
stakeholders; ensures that use of any data is in compliance with policies, laws, and procedures. 
  

25% +/- 10% 
 Manages progression of HR analytics and projects while meeting all timelines, objectives, and 

standards; collaboratively works with managers and decision makers to identify and define project 
mission and scope and develop project plans and project schedules; creates work plans and 
oversees administration; monitors and ensures project progress; identifies, tracks, monitors, and 
communicates all project-related issues; makes necessary adjustments to ensure successful project 
completion. 
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15% +/- 10% 
 Collaboratively works with individuals across department to accomplish HR related projects and 

improve processes; facilitates comprehensive department project integration; coordinates HR 
teams to achieve operational objectives and department alignment; influences cross functioning 
discussions and resolves conflicts between departments; ensures consistent communication within 
department. 

 
10% +/- 5% 

 Performs related administrative responsibilities; prepares and maintains various related reports, 
records, and other documents; responds to emails and phone calls; attends various meetings, 
conferences, and trainings; serves as department representative on committees; presents 
information to stakeholders to facilitate project implementation and process improvement.   

     
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s Degree in Human Resources, Human Relations, Labor Relations or related degree and 

four (4) years of experience in Human Resources, Business Analytics, or related field; or an 
equivalent combination of education, 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. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

and advanced 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 established 
criteria to define consequences and develop alternatives. 
 

 Ability to comprehend a variety of informational documents including metrics reports, data, statistical 
reports, charts, graphs, correspondence, and other reports and records. 

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

Procedures Manual, Internal Operational Guidelines, Ohio Revised Code, and Federal Employment 
Laws.  

 
 Ability to prepare project work plans, executive summaries, HR dashboard, reports, charts, graphs, 

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

 

Page 36 of 78



Business Analytics and Project Management Specialist  
 
  

          Effective Date: 07.26.2017 
Last Modified: 07.26.2017 

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

 
 Ability to use and interpret Human Resources terminology and language. 
 
 Ability to communicate with coworkers, management, directors, consultants, other County 

employees, and members of external agencies and committees. 
 
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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Posted:   3/30/2022  
Meeting:  4/6/22 
 
 

 

DELETED CLASSIFICATION PAY GRADE and FLSA STATUS DEPARTMENT Rationale 
Business Analytics and Project Management 
Specialist 14131 

12A Exempt Human 
Resources 

The department director at the time (2017) requested this classification be created but never filled it. 
The current director does not have any plans to fill this position. 

 

Job Title Classification 
Number 

Current 
Pay 
Grade & FLSA 

RECOMMENDED 
PAY GRADE 
 & FLSA 

Department Rationale 

 
REVISED 

     

  Compensation Analyst 14121 13A Exempt 13A Exempt 
(No Change) 

Human 
Resources 

PRC routine maintenance. Classification last revised in 2017.  Updates were made to classification 
function, distinguishing characteristics, essential job functions, and general formatting and language. A 
technology requirements section was added. No change to pay grade or FLSA status. 

Manager, Training 
(Manager, Health and 
Human Services (HHS) 
Training) 

14054 14A Exempt 15A Exempt Human 
Resources and 

Health and 
Human 

Resources 

PRC routine maintenance. Classification last revised in 2014.  The position is no longer a Human 
Resources position. Essential tasks were changed to reflect managing the North Central Ohio Regional 
Training Center for Social Worker, Foster Parent training, and HHS employees. As a result, planning 
factors were increased. Pay grade changed from 14A to 15A. 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2022-0109 

 
Sponsored by:  County Executive 

Budish 

A Resolution confirming the County 

Executive’s reappointment of Yvette M. Ittu 

to serve on the Cuyahoga County Audit 

Committee for the term 1/1/2022 – 

12/31/2025; and declaring the necessity that 

this Resolution become immediately 

effective. 

 
WHEREAS, the Cuyahoga County Audit Committee was created pursuant to the 

provisions of Article XI, Section 11.01 of the Cuyahoga County Charter, in order to 

“provide internal auditing to assist the County Executive, Fiscal Officer, the Council, 

and other county officers and departments, institutions, board, commissions, 

authorities, organizations and agencies of County government funded in whole or in 

part by County funds in providing taxpayers of the County with efficient and effective 

services;” and 

 

WHEREAS, pursuant to the Cuyahoga County Charter, as amended by the 

electors of Cuyahoga County on November 3, 2015, the Cuyahoga County Audit 

Committee is comprised of the President of Council or a member of Council appointed 

by the President of Council and four County residents with experience in the field of 

auditing, accounting, government operations, or financial reporting who are appointed 

by the County Executive and confirmed by Council; and  

 

WHEREAS, the Cuyahoga County Charter Section 6.04, entitled Special Boards 

and Commissions, states that “[w]hen general law or any agreement with another public 

agency or court order provides for appointment of members of a special board or 

commission or other agency by the board of county commissioners, such appointment 

shall be made by the County Executive, subject to confirmation by the Council;” and 

 

WHEREAS, the County Executive has nominated Yvette M. Ittu to serve on the 

Cuyahoga County Audit Committee for the term 1/1/2022 – 12/31/2025; and 

 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

 

SECTION 1.  The Council of Cuyahoga County hereby confirms the County 

Executive’s reappointment of Yvette M. Ittu to serve on the Cuyahoga County Audit 

Committee for the term 1/1/2022 – 12/31/2025. 
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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. Pursuant to 

Cuyahoga County Charter Section 3.10(5), provided that this resolution receives the 

affirmative vote of a majority of members of Council, this resolution shall become 

immediately effective. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

concerning and relating to the adoption of this Resolution were adopted in an open 

meeting of the Council, and that all deliberations of this Council and of any of its 

committees that resulted in such formal action were in meetings open to the public, in 

compliance with all legal requirements, including Section 121.22 of the Ohio Revised 

Code. 

 

 

On a motion by___________, seconded by_________, the foregoing Resolution was 

duly adopted. 

 

Yeas:  

 

Nays:  

 

 

 

 

     _________________________ __________ 

     County Council President  Date 

    

 

 

     _________________________ __________ 

     Clerk of Council    Date  

 

 

First Reading/Referred to Committee:  April 26, 2022 

Committee(s) Assigned:  Human Resources, Appointments & Equity 

 

Journal________________ 

_____________, 20______ 
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County Council of Cuyahoga County, Ohio 
 

Resolution No. R2022-0110 

 
Sponsored by:  County Executive 

Budish 

A Resolution confirming the County 

Executive’s reappointment of various 

individuals to serve on the Cuyahoga County 

Community-Based Correctional Facility 

Governing Board for the term 1/1/2022 – 

12/31/2024; and declaring the necessity that 

this Resolution become immediately effective. 

   

WHEREAS, the Cuyahoga County Community-Based Correctional Facility 

Governing Board was created pursuant to the provisions of the Ohio Revised Code 

Section 2301.51; and 

WHEREAS, the Cuyahoga County Community-Based Correctional Facility 

provides a local alternative to prison sentences for non-violent offenders who have 

the potential to be rehabilitated through local punishment, work and education; and   

WHEREAS, the Cuyahoga County Community-Based Correctional Facility 

Governing Board has twelve members and the members are appointed by both 

Cuyahoga County and the Cuyahoga County Judicial Advisory Board (JAB); and 

WHEREAS, members of the Cuyahoga County Community-Based Correctional 

Facility Governing Board shall be appointed to serve a three (3) year term; and 

WHEREAS, the Cuyahoga County Charter Section 6.04, entitled Special Boards 

and Commissions, states that “[w]hen general law or any agreement with another 

public agency or court order provides for appointment of members of a special board 

or commission or other agency by the board of county commissioners, such 

appointment shall be made by the County Executive, subject to confirmation by the 

Council,” and 

WHEREAS, Chapter 114 of the Cuyahoga County Code provides the 

requirements for submission of appointments to County Council; and 

WHEREAS, the County Executive has nominated the following individuals to 

serve on the Cuyahoga County Community-Based Correctional Facility Governing 

Board: 

Reappointments: 

a) Brandy Carney Term: 1/1/2022 – 12/31/2022 

b) Vincent Holland Term: 1/1/2022 – 12/31/2022 
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c) Scott Osiecki Term:1/1/2022 -12/31/2022 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

SECTION 1.  That the Cuyahoga County Council hereby confirms the County 

Executive’s reappointment of following individuals to serve on the Cuyahoga County 

Community-Based Correctional Facility Governing Board: 

Reappointments: 

a) Brandy Carney Term: 1/1/2022 – 12/31/2022 

b) Vincent Holland Term: 1/1/2022 – 12/31/2022 

c) Scott Osiecki Term: 1/1/2022 – 12/32/2022 

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. Pursuant 

to Cuyahoga County Charter Section 3.10(5), provided that this resolution receives 

the affirmative vote of a majority of members of Council, this resolution shall become 

immediately effective. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

concerning and relating to the adoption of this Resolution were adopted in an open 

meeting of the Council, and that all deliberations of this Council and of any of its 

committees that resulted in such formal action were in meetings open to the public, in 

compliance with all legal requirements, including Section 121.22 of the Ohio Revised 

Code. 

 

 

On a motion by __________, seconded by _________, the foregoing Resolution was 

duly adopted. 

 

Yeas:  

 

Nays:  

 

 

     _________________________ __________ 

     County Council President  Date 

 

           

 

     _________________________ __________ 

     Clerk of Council    Date  
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First Reading/Referred to Committee:  April 26, 2022 

Committee(s) Assigned:  Human Resources, Appointments & Equity 

 

Journal ______________ 

_______________, 20__ 
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County Council of Cuyahoga County, Ohio 
 

Resolution No. R2022-0111 

 
Sponsored by: County Executive 

Budish 

A Resolution confirming the County 

Executive’s appointment of Alan Rosskamm 

to serve on the Cuyahoga Community College 

Board of Trustees for the term 1/18/2022 – 

1/17/2027; and declaring the necessity that this 

Resolution become immediately effective. 

   

WHEREAS, pursuant to Ohio Revised Code Chapter 3354.05, the former 

Cuyahoga County Board of Commissioners created a broad of trustees of a 

community college district; and  

 

WHEREAS, the Cuyahoga Community College Board of Trustees in 

collaboration with the College President are charged with fulfilling the goals set forth 

in the College Mission Statement; and 

 

WHEREAS, members of the Cuyahoga Community College Board of Trustees 

shall be appointed to serve a five (5) year term; and  

 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

and Commissions, states that “[w]hen general law or any agreement with another 

public agency or court order provides for appointment of members of a special board 

or commission or other agency by the board of county commissioners, such 

appointment shall be made by the County Executive, subject to confirmation by the 

Council;” and 

 

WHEREAS, County Executive Budish has nominated Alan Rosskamm 

(replacing J. David Heller) to serve on the Cuyahoga Community College Board of 

Trustees for the term 1/18/2022 – 1/17/2027. 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

SECTION 1.  That the Cuyahoga County Council hereby confirms the County 

Executive’s appointment of Alan Rosskamm (replacing J. David Heller) to serve on 

the Cuyahoga Community College Board of Trustees for the term 1/18/2022 – 

1/17/2027. 

 

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. Pursuant 

to Cuyahoga County Charter Section 3.10(5), provided that this resolution receives 
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the affirmative vote of a majority of members of Council, this resolution shall become 

immediately effective. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

concerning and relating to the adoption of this Resolution were adopted in an open 

meeting of the Council, and that all deliberations of this Council and of any of its 

committees that resulted in such formal action were in meetings open to the public, in 

compliance with all legal requirements, including Section 121.22 of the Ohio Revised 

Code. 

 

 

On a motion by __________, seconded by _________, the foregoing Resolution was 

duly adopted. 

 

Yeas:  

 

Nays: 

 

     _________________________ __________ 

     County Council President  Date 

 

           

 

     _________________________ __________ 

     Clerk of Council    Date  

 

 

 

First Reading/Referred to Committee:  April 26, 2022 

Committee(s) Assigned:  Human Resources, Appointments & Equity 

 

Journal ______________ 

_______________, 20__ 
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County Council of Cuyahoga County, Ohio 
 

Resolution No. R2022-0112 

 
Sponsored by:  County Executive 

Budish 

A Resolution confirming the County 

Executive’s reappointment of A. Steven Dever 

to serve, in his official capacity as 

representative of Cuyahoga County, on the 

Lake Erie Energy Development Corporation 

Board of Directors for the term 5/1/2021 – 

4/30/2024; and declaring the necessity that this 

Resolution become immediately effective. 

   

WHEREAS, the Lake Erie Energy Development Corporation (“Corporation”) 

was formed for charitable, educational and scientific purposes including supporting 

economic development by promoting alternative sources of energy in Northeast Ohio 

and to facilitate the production of energy from wind energy conversion technologies; 

and 

WHEREAS, pursuant to the Code of Regulations of the Corporation, the Board 

Members shall be appointees of Ashtabula County, Cuyahoga County, Lorain 

County, Lake County, the City of Cleveland, NorTech and the Cleveland Foundation 

and the appointees of Ashtabula County, Cuyahoga County, Lorain County, Lake 

County and the City of Cleveland shall be appointed through resolution of such Board 

Member’s respective government board or officials; and 

WHEREAS, Chapter 114 of the Cuyahoga County Code provides the 

requirements for submissions of appointments to County Council; and 

WHEREAS, the County Executive has nominated A. Steven Dever to be 

reappointed to serve, in his official capacity as representative of Cuyahoga County, 

on the Lake Erie Energy Development Corporation Board of Directors for the term 

5/1/2021 – 4/30/204; and 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

SECTION 1.  That the Cuyahoga County Council hereby confirms the County 

Executive’s reappointment of A. Steven Dever to serve, in his official capacity as 

representative of Cuyahoga County, on the Lake Erie Energy Development 

Corporation Board of Directors for the term 5/1/2021 – 4/30/2024. 

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. Pursuant 
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to Cuyahoga County Charter Section 3.10(5), provided that this resolution receives 

the affirmative vote of a majority of members of Council, this resolution shall become 

immediately effective. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

concerning and relating to the adoption of this Resolution were adopted in an open 

meeting of the Council, and that all deliberations of this Council and of any of its 

committees that resulted in such formal action were in meetings open to the public, in 

compliance with all legal requirements, including Section 121.22 of the Ohio Revised 

Code. 

 

 

On a motion by __________, seconded by _________, the foregoing Resolution was 

duly adopted. 

 

Yeas:  

 

Nays:  

 

 

     _________________________ __________ 

     County Council President  Date 

 

 

      

            

                                                _________________________ __________ 

     Clerk of Council    Date  

 

 

 

First Reading/Referred to Committee:  April 26 2022 

Committee(s) Assigned:  Human Resources, Appointments & Equity 

 

Journal ______________ 

_______________, 20___ 
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County Council of Cuyahoga County, Ohio 

 

Ordinance No. O2022-0003 
 

Sponsored by:  County Executive 

Budish 

An Ordinance providing for an 

amendment to the Cuyahoga County 

Human Resources Personnel Policies and 

Procedures Manual (“Employee 

Handbook”) to create a Tuition Assistance 

Program to be applicable to all County 

employees and declaring the necessity that 

this Ordinance become immediately 

effective.  

  

WHEREAS, the County Executive/Department of Human Resources has 

recommended to amend the Human Resources Personnel Policies and Procedures 

Manual, otherwise known as the Employee Handbook; and 

WHEREAS, pursuant to Section 9.01 of the County Charter, the County’s human 

resources policies and systems, including ethics policies for County employees, shall be 

established by ordinance and shall be administered in such manner as will eliminate 

unnecessary expense and duplication of effort, while ensuring that persons will be 

employed in the public service without discrimination based on race, color, religion, sex, 

national origin, sexual orientation, disability, age or ancestry; and 

WHEREAS, it is necessary that this Ordinance 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 ENACTED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

 

SECTION 1.  Adoption of Revised Human Resources Personnel Policies and 

Procedures Manual: Council hereby amends the County’s Human Resources Personnel 

Policies and Procedures Manual (“Employee Handbook”) by adding new Section 10.12, 

as detailed in the attachment hereto, which amendment shall be effective for all County 

employees and shall remain in full force and effect and shall be followed by County 

employees under the authority of the County Council and the County Executive. The 

Department of Human Resources shall disseminate the amended manual to all 

employees who are subject to the manual in accordance with the Department’s usual 

method of dissemination. 

SECTION 2. Policies applicable to bargaining employees shall be effective in 

accordance with state law and any applicable collective bargaining agreement. This 
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Ordinance does not supersede or negate any currently effective collective bargaining 

agreement authorized by the Council.  

 

SECTION 3. It is necessary that this Ordinance 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 Ordinance 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 4.  It is found and determined that all formal actions of this Council 

relating to the adoption of this Ordinance 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 Ordinance was 

duly adopted. 

 

 Yeas:  

 

Nays: 

 

 

 

_________________________ __________ 

County Council President  Date 

 

 

_________________________ __________ 

County Executive   Date 

           

 

_________________________ __________ 

Clerk of Council    Date  
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First Reading/Referred to Committee: April 12, 2022 

Committee(s) Assigned: Human Resources, Appointments & Equity 

Journal ________________ 

_________________, 20__ 
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Tuition Assistance Program 

It is the policy of Cuyahoga County to support and encourage employees to reach their personal 

goals, to take advantage of educational opportunities to enhance their job-related skills and to 

promote career development. Acquiring new skills; staying current with best practices and new 

technology; and gaining access to new information improves employee productivity, creates a pool 
of qualified and productive staff, and strengthens the County’s commitment to promote the 
economic well-being of its employees. 

 Participation is voluntary and is not a condition of continued employment. 

Eligibility 
 
Employee Eligibility:  To be eligible for any form of tuition reimbursement under this program an 
employee must:  
 

1. Be a full-time, benefits eligible employee as defined section 6.01 Employment Status in the 
Employee Handbook. 

 
2. Have completed one (1) year of full-time continuous service prior to the date on which the 

course(s) commences. 
 

3. Be pursuing a degree or taking individual courses at an institution approved by the Human 
Resources Department.  The courses must be related to the employee’s current position or 
a probable future assignment; and 
 

4. Be in active employment status when the course(s) is completed. The resignation, release, 
or discharge of a participating employee after enrollment, and prior to the class completion 
date, will result in the employee’s automatic ineligibility for a tuition reimbursement.  

 
Eligible Coursework:   
 

1. Program must be offered by an institution approved by Human Resources. 
 

2. Eligible education includes undergraduate and graduate classes and individual credit 

granting seminars. 

 
3. Does not include conferences or courses required for licensure/certification or to maintain 

minimum job qualifications. 

 

4. Does not include books, fees, lab charges, travel, mileage, room and board/lodging or other 
non-tuition expenses. 
 

Reimbursement 

1. Grade of “C” or better for undergraduate studies, “B” or better for graduate studies, and a 

“Pass” or “Completed” for seminars. 
 

2. Classes taken for Audit purposes are not eligible for reimbursement. 
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3. Maximum reimbursement of $3,600 per calendar year for undergraduate and graduate 

study. 
 

Approved Institution 

For purposes of this Tuition Assistance Program, Approved Institution means a non-profit, public or 

private institution of higher education that provides Associate’s, Baccalaureate and 

Master’s/graduate programs and is accredited by the Higher Learning Commission for the programs 

being offered, as selected by the Director of Human Resources from time to time through a request 
for proposals process. The Director of Human Resources shall, no less than once every calendar 

year notify County employees of those institutions identified by the Director of Human Resources 

as an Approved Institution. 

Procedures 
 

To be eligible to receive reimbursement for educational expenses, employees must follow the 

following procedures: 

 Prior to enrolling in an educational course, the employee must provide their 

manager/supervisor with information about the course for which the employee would like to 
receive reimbursement/payment and discuss the job-relatedness of the continuing 

education. 

 

 At least  thirty (30) prior to the commencement of the course(s), a Tuition Reimbursement 

Request Form must be completed by the employee, signed by the employee’s department 
head or designee and submitted to the Human Resources Department for approval.  

 

 Once the course(s) have been approved via the Human Resources Department, employees 

shall execute a Tuition Reimbursement Agreement, which describes the terms under which 
reimbursement is provided.   

 

 The Human Resources Department will maintain the original Tuition Reimbursement 

Request Form and all subsequent supporting documentation. 

 

 Once the course is successfully completed, the employee shall submit documented receipts 

(or outstanding invoices) for tuition payment/reimbursement from the educational institution 

and documentation reflecting that the employee received the required passing grade or 

certification of a passing completion to the Human Resources Department. 

 

 Requests for reimbursement received after the commencement of the course will not be 

approved. Completing tuition reimbursement documentation or enrolling in a class is 

not a guarantee of payment. Tuition reimbursement requests will not be authorized 

unless it is approved by the employee’s department head and authorized by Human 

Resources prior to the begin date of the class.   
 

 Employees are not permitted to take classes during their working hours under this program. 
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 The Human Resources Department will coordinate the reimbursement with the Fiscal Office. 
 

Repayment Rules 

Should an employee leave County employment for any reason during the three (3) year 

period following the completion date of the last course taken by the employee, the employee 

shall be responsible  to repay the reimbursement per the following schedule*: 

 

 Within 1 year one hundred percent (100%) of any reimbursements received by the County 

within the previous 12-month period immediately preceding the employees’ last day of 

employment. 

 

 Within 2 years, seventy-five percent (75%) of any payments made within the previous 12-

month period immediately preceding the employees’ last day of employment. 

 

 Within 3 years, fifty percent (50%) of any payments made within the previous 12-month 

period immediately preceding the employees’ last day of employment. 
 

*Special circumstances, as it relates to repayment will be reviewed and a determination will be 
provided by the Director of Human Resources. 

Any exception granted by the Director of Human Resources is made on a case-by-case basis.  All 
decisions will be final and not considered a precedent for future requests. 
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