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AGENDA 
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY 

COMMITTEE MEETING 
TUESDAY, JULY 9, 2024 

CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS 
C. ELLEN CONNALLY COUNCIL CHAMBERS – 4TH FLOOR 

10:00 AM 
 
 

 Committee Members: 
 Meredith M. Turner, Chair – District 9  
 Michael J. Gallagher, Vice Chair – District 5 
 Dale Miller – District 2 
 Yvonne M. Conwell – District 7  
 Martin J. Sweeney – District 3 

 
1. CALL TO ORDER 

 
2. ROLL CALL  

 
3. PUBLIC COMMENT 

 
4. APPROVAL OF MINUTES FROM THE JUNE 25, 2024 MEETING 

 
5. MATTERS REFERRED TO COMMITTEE 

 
a)  R2024-0233:  A Resolution confirming the County Executive’s 

reappointment of Dr. Deborah A. Abbott to serve on the Cuyahoga 
County Archives Advisory Commission for the term 12/1/2023 – 
11/30/2027, and declaring the necessity that this Resolution become 
immediately effective. 

 
b)  R2024-0253:  A Resolution adopting various changes to the Cuyahoga 

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

Page 1 of 34

sgeorgakopoulos
Typewritten text
[See Page 3]

sgeorgakopoulos
Typewritten text
[See Page 7]

sgeorgakopoulos
Typewritten text
[See Page 14]



      
 

Page 2 of 2 

c)  R2024-0258:  A Resolution confirming the County Executive’s 
reappointment of Bishara Addison to serve on the Alcohol, Drug 
Addiction and Mental Health Services Board of Cuyahoga County for the 
term 7/1/2024 – 6/30/2028, and declaring the necessity that this 
Resolution 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, JUNE 25, 2024 

CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS 
C. ELLEN CONNALLY COUNCIL CHAMBERS – 4TH FLOOR 

10:00 AM 
 
 

1. CALL TO ORDER 
 
Chairwoman Turner called the meeting to order at 10:10 a.m. 
 
2. ROLL CALL  
 
Ms. Turner asked Assistant Deputy Clerk Georgakopoulos to call the roll. 
Committee members Turner, Gallagher, Miller, Conwell and Sweeney were in 
attendance and a quorum was determined. 
 
3. PUBLIC COMMENT 
 
There were no public comments given. 
 
4. APPROVAL OF MINUTES FROM THE JUNE 11, 2024 MEETING 

 
A motion was made by Mr. Sweeney, seconded by Mr. Gallagher and approved by 
unanimous vote to approve the minutes from the June 11, 2024 meeting. 

 
5. MATTERS REFERRED TO COMMITTEE 
 
[Clerk’s Note:  Item No. 5.f) was taken out of order and considered before Item 
Nos. 5.a) through 5.e)] 
 

a) R2024-0155:  A Resolution confirming the County Executive’s 
reappointment of Deairius Houston to serve on the Cuyahoga Regional 
HIV Prevention and Care Planning Council for the term 10/28/2023 - 
10/27/2026, and declaring the necessity that this Resolution become 
immediately effective.  
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Ms. Zoe Toscos, Special Projects Manager for the Executive’s Office, addressed the 
Committee regarding Resolution No. R2024-0155. Discussion ensued.  
 
Committee members asked questions of Ms. Toscos pertaining to the item, which 
she answered accordingly.  

 
Mr. Deairius Houston addressed the Committee regarding his nomination to serve 
on the Cuyahoga Regional HIV Prevention and Care Planning Council. Discussion 
ensued.  

 
Committee members asked questions of Mr. Houston pertaining to his experience, 
expertise and qualifications, which he answered accordingly. Discussion ensued.  

 
On a motion by Ms. Turner with a second by Mr. Miller, Resolution No.   
R2024-0155 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. 

 
b) R2024-0214:  A Resolution confirming County Executive’s appointment of 

Daniel Smith to serve on the Division of Children and Family Services 
Advisory Board for the term 3/1/2023 – 2/28/2027, and declaring the 
necessity that this Resolution become immediately effective. 

 
Ms. Toscos addressed the Committee regarding Resolution No. R2024-0214. 
Discussion ensued.  
 
Committee members asked questions of Ms. Toscos pertaining to the item, which 
she answered accordingly.  

 
Mr. Daniel Smith addressed the Committee regarding his nomination to serve on 
the Division of Children and Family Services Advisory Board. Discussion ensued.  

 
Committee members asked questions of Mr. Smith pertaining to his experience, 
expertise and qualifications, which he answered accordingly.  

 
On a motion by Ms. Turner with a second by Mr. Sweeney, Resolution No.   
R2024-0214 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. 
 

c) R2024-0227:  A Resolution adopting various changes to the Cuyahoga 
County Non-Bargaining Classification Plan A-F; 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. 
R2024-0227. Discussion ensued.  
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Committee members asked questions of Mr. Bouchahine pertaining to the item, 
which he answered accordingly.  

 
On a motion by Ms. Turner with a second by Mr. Miller, Resolution No. R2024-
0227 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 requested to have his name added as a co-sponsor to the legislation.  

 
d) R2024-0228:  A Resolution adopting various changes to the Cuyahoga 

County Non-Bargaining Classification Plan A-J; and declaring the necessity 
that this Resolution become immediately effective. 

 
Mr. Bouchahine addressed the Committee regarding Resolution No. R2024-0228. 
Discussion ensued.  
 
Committee members asked questions of Mr. Bouchahine pertaining to the item, 
which he answered accordingly.  

 
On a motion by Ms. Turner with a second by Mr. Miller, Resolution No.   
R2024-0228 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) R2024-0231:  A Resolution confirming the County Executive’s 

appointment of Linda Johanek to serve on the Alcohol, Drug Addiction 
and Mental Health Services Board of Cuyahoga County for an unexpired 
term ending 6/30/2027, and declaring the necessity that this Resolution 
become immediately effective. 

 
Ms. Toscos addressed the Committee regarding Resolution No. R2024-0231. 
Discussion ensued.  
 
Committee members asked questions of Ms. Toscos pertaining to the item, which 
she answered accordingly.  

 
Ms. Linda Johanek addressed the Committee regarding her nomination to serve on 
the Alcohol, Drug Addiction and Mental Health Services Board of Cuyahoga 
County. Discussion ensued.  

 
Committee members asked questions of Ms. Johanek pertaining to her experience, 
expertise and qualifications, which she answered accordingly.  

 
On a motion by Mr. Miller with a second by Ms. Conwell, Resolution No.   
R2024-0231 was considered and approved by unanimous vote to be referred to 

Page 5 of 34



Page 4 of 4 

the full Council agenda with a recommendation for passage under second reading  
suspension of the rules. 
 
Ms. Conwell and Mr. Miller requested to have their names added as co-sponsors 
to the legislation.  

 
g)  R2024-0235:  A Resolution confirming the County Executive’s 

appointment of Chief Calvin Williams to serve on the Cuyahoga County 
Diversion Board for the term 3/1/2024 – 2/28/2027, and declaring the 
necessity that this Resolution become immediately effective. 

 
Ms. Toscos addressed the Committee regarding Resolution No. R2024-0235. 
Discussion ensued.  
 
Committee members asked questions of Ms. Toscos pertaining to the item, which 
she answered accordingly.  

 
Chief Calvin Williams addressed the Committee regarding his nomination to serve 
on the Cuyahoga County Diversion Board. Discussion ensued.  

 
Committee members asked questions of Chief Williams pertaining to his 
experience, expertise and qualifications, which he answered accordingly.  

 
On a motion by Ms. Turner with a second by Ms. Conwell, Resolution No.   
R2024-0235 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. Sweeney, Ms. Conwell and Ms. Turner requested to have their names added 
as co-sponsors to the legislation.  

 
6. MISCELLANEOUS BUSINESS 
 
Mr. Sweeney addressed Mr. Sarah Nemastil, Director of the Department of Human 
Resources, and asked her if she was aware of an anonymous letter he had received 
related to compensation, which she answered accordingly.  
 
Ms. Conwell addressed Mr. Christopher Alvarado, Director of Regional 
Collaboration, regarding the composition of the members that are currently 
serving on the Alcohol, Drug Addiction and Mental Health Services Board of 
Cuyahoga County and asked who the current president of the board is, which he 
answered accordingly.  
 
7. ADJOURNMENT 

 
Vice Chairman Gallagher adjourned the meeting at 10:52 a.m., without objection. 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2024-0233 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s reappointment of Deborah A. 

Abbott to serve on the Cuyahoga County 

Archives Advisory Commission for the term 

12/1/2023 – 11/30/2027; and declaring the 

necessity that this Resolution become 

immediately effective. 

   

WHEREAS, the Cuyahoga County Archives Advisory Commission is 

authorized under Cuyahoga County Code Section 206.11 to, among other things, 

“promote the identification and preservation of Cuyahoga County historical 

records by identifying the necessary resources and raising the visibility of the 

Archives;” and 

WHEREAS, Cuyahoga County Code Section 206.11(C)(2) states that the 

Archives Advisory Commission shall consist of nine members, including five 

appointed electors of the County and four ex-officio members; and 

WHEREAS, Cuyahoga County Code Section 206.11(E)(1) states that 

Archives Advisory Commission members shall serve four-year terms; 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 Deborah A. Abbott to serve 

on the Cuyahoga County Archives Advisory Commission for the term 12/1/2023 – 

11/30/2027.   

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL 

OF CUYAHOGA COUNTY, OHIO: 
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SECTION 1.  That the Cuyahoga County Council hereby confirms the County 

Executive’s reappointment of Deborah A. Abbott to serve on the Cuyahoga 

County Archives Advisory Commission for the term 12/1/2023 – 11/30/2027. 

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 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:  June 18, 2024 

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

 

Journal ______________ 

_______________, 20__ 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2024-0253 
 

Sponsored by:  Councilmember 

Turner 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 June 14, 2024, the Personnel Review Commission met and 

recommended the classification changes (attached hereto as Exhibits A & B) 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.   

 

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 New Classifications: 

 

Exhibit A: Class Title: Administrator, IT Organizational Change 

Management 

  Number:  16512 

Pay Grade: 18B/Exempt 
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Exhibit B: Class Title: Community Outreach Coordinator 

  Number:  13281 

Pay Grade: 9A/Exempt 

      

SECTION 2.  It is necessary that this Resolution become immediately 

effective for the usual daily operation of the County; the preservation of public 

peace, health, or safety in the County; and any additional reasons set forth in the 

preamble. Provided that this Resolution receives the affirmative vote of at least 

eight members of Council, it shall take effect and be in force immediately upon the 

earliest occurrence of any of the following: (1) its approval by the County 

Executive through signature, (2) the expiration of the time during which it may be 

disapproved by the County Executive under Section 3.10(6) of the Cuyahoga 

County Charter, or (3) its passage by at least eight members of Council after 

disapproval pursuant to Section 3.10(7) of the Cuyahoga County Charter. 

Otherwise, it shall take effect and be in force from and after the earliest period 

allowed by law. 

 

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

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

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

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

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

 

On a motion by___________, seconded by____________, the forgoing 

Resolution    was duly adopted. 

 

Yeas:  

 

Nays:  

 

 

      

_________________________ __________ 

    County Council President  Date 

 

 

    _________________________ __________ 

    County Executive   Date 

           

 

    _________________________ __________ 

    Clerk of Council    Date  

 

 

 

First Reading/Referred to Committee: July 2, 2024 

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

_________________, 20__  
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Deborah Southerington, Chairwoman 
Thomas Colaluca, Commissioner 
F. Allen Boseman, Commissioner 

 
 

CUYAHOGA COUNTY  
PERSONNEL REVIEW COMMSSION  

MEMORANDUM 
 
 
Date:  June 14, 2024 
 
To:  Cuyahoga County Council President Pernel Jones Jr. 
 Council Members, Human Resources, Appointments & Equity    
 Committee 
 
From: Deborah Southerington, Chairwoman 
 Cuyahoga County Personnel Review Commission 
 
Re:  Recommending Modifications to Class Plan 
 
Please be advised that on June 14, 2024, 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 NEW CLASSIFICATIONS 
NEW CLASSIFICATIONS RECOMMENDED PAY 

GRADE & FLSA 
DEPARTMENT 

Administrator, IT Organizational 
Change Management 16512 

18B Exempt Information Technology 

Community Outreach Coordinator 
13281 

9A Exempt All Departments 

 
cc: Thomas Colaluca, Commissioner   Joseph Nanni, Council Chief of Staff 
     F. Allen Boseman, Commissioner   Sarah Nemastil, HR Director 
 Rebecca Kopcienski, PRC Director   Andria Richardson, Clerk of Council 
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Effective Date:   
Last Modified:   

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Administrator, IT Organizational Change 
Management 

Class Number: 16512 
 

FLSA: Exempt Pay Grade: 18B 
Dept: Information Technology  

 
 
Classification Function  
 
The purpose of this classification is to provide a structured approach to change management activities 
and processes. to maximize employee adoption of Information Technology solutions. 
 
Distinguishing Characteristics 
 
This is a supervisory-level classification that is responsible for overseeing the creation of change 
management strategies and operational plans for change initiatives to ensure maximum employee 
adoption and usage. This classification supervises and directs the work of IT Change Management 
Specialists. Incumbents are expected to become/remain up to date regarding methods, protocols, 
procedures, and applicable regulations. 
 
Essential Job Functions 

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

50% +/- 10% 
 Develops change management strategies for projects that are aligned with business objectives; 

ensures successful adoption of organizational changes related to IT projects; creates detailed change 
management plans including communication, training, sponsor and executive coaching, and 
stakeholder engagement strategies, to support the implementation of major projects and initiatives; 
identifies potential risks and issues related to change management and prepares risk mitigation 
tactics; determines the scope of change and the impact of change to users/agencies; determines 
resources required to deliver the change; determines the type of change management strategies that 
are required; defines roles and responsibilities of key individuals in the change management process, 
manages change management schedule.  

 
25% +/- 10% 

 Supervises and directs the work of IT Change Management Specialists 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 
employee training needs; meets with employees individually and as a unit; recommends personnel 
actions including selection, promotion, transfer, discipline, or discharge.  

 
20% +/- 10% 

 Leads change management activities within a structured process framework; identifies key 
stakeholders, assess their needs, and creates engagement plans to gain their support and 
commitment throughout the change process; identifies and addresses sources that are resistant to 
change; works closely with a team to mitigate potential obstacles to ensure a smooth transition; 
develops communication materials to keep employees informed about changes and the impacts and 
benefits those changes have;  defines and tracks key performance indicators (KPIs) to measure the 
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Administrator, IT Organizational Change Management  
 

Effective Date:   
Last Modified:  

success of change initiatives; creates data-driven improvements when  necessary; identifies training 
requirements and develops training plan and schedule for projects; integrates lessons learned from 
past changes into future change strategies. 

 
5% +/- 2% 

 Keeps up to date on industry trends and leading best practices; incorporates best practices into the 
evolving methodology, tools, templates, processes, and organizational thinking for continuous 
improvement. 
 

 
Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in business administration, computer science, or engineering or related field with 

six (6) years of change management experience; or any equivalent combination of training and 
experience as defined below: 

 
Highest degree of education attained Experience required 

High school diploma/GED 10 years 

Unrelated associate degree 9 years 

Related associate degree 8 years 

Unrelated bachelor’s degree 7 years 

Related bachelor’s degree 6 years 

Unrelated master’s degree 5 years 

Related master’s degree 4 years 

Unrelated doctoral degree 3 years 

Related doctoral degree 2 years 
 

Related degree fields: business administration, computer science, or engineering 
 

Related work experience: Project management 
 
 PROSCI Certified Change Practitioner OR Certified Change Management Professional (CCMP) 

from Association of Change Management Professionals (ACMP) is required.  
 
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 and multifunction 

printer. 
 
Technology Requirements 
 
 Ability to operate a variety of software including email word processing software (MS Word), 

spreadsheet software (Microsoft Excel), and electronic mail software (Microsoft Outlook), 
presentation software (Microsoft PowerPoint), project management software (Microsoft Project), and 
digital marketing software (Constant Contact). 
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Administrator, IT Organizational Change Management  
 

Effective Date:   
Last Modified:  

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

 
 Ability to provide instruction and training to other employees. 
 
 Ability to solve and act on employee problems. 

 
 Ability to recommend the transfer, selection, evaluation, or promotion of employees. 
 
 Ability to recommend and act on the discipline or discharge of employees. 
 
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 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 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including project intake forms, statements 

of work, project charters, RACI charts, risk registers, status reports, service level agreements, 
technology plans, time sheets, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including the Employee Handbook, 

department policies and procedures, ISO 9001 Standards, HIPPA, NIST, ISO/IEC 2000, and ITIL 
Change Management best practices. 

 
 Ability to prepare communications plans, organizational change management process plans, change 

management reports, post-implementation reviews, correspondence, 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, to 

follow instructions, and to drive change adoption by delivering information succinctly. 
 
 Ability to use and interpret change management process related terminology and language. 
 
 Ability to communicate with IT leadership, , co-workers, IT department project managers, business 

end users, other County departments, and stakeholders. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
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Administrator, IT Organizational Change Management  
 

Effective Date:   
Last Modified:  

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 21 of 34



   

           Effective Date: TBD 
           Last Modified: TBD 
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Community Outreach Coordinator Class Number: 13281 

FLSA: Exempt Pay Grade: 9A 
Dept: All Departments       
 
   
Classification Function   
 
The purpose of this classification is to educate community members on programs provided by an 
assigned department through coordinating various outreach events, creating and distributing promotional 
materials, and maintaining relationships with stakeholders. 
 
Distinguishing Characteristics 
 
This is a journey-level classification that is responsible for serving as a liaison with the public and 
providing education and awareness regarding department programs. This class works under general 
supervision from a supervisor/manager level position. Incumbents are expected to become/remain up to 
date regarding methods, protocols, procedures, and applicable regulations. This class requires the 
flexibility to attend events during evenings and weekends, as necessary.  
 
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. 
      
  40% +/- 10% 
 Facilitates community education and outreach efforts for assigned department; engages in outreach 

activities to increase awareness of services and programs; conducts informational presentations 
about available services; attends and presents at various outreach events, presentations, and 
festivals throughout the County; develops, plans, and implements different options to enhance 
outreach events, including improving participation and attendance; manages video projects for public 
awareness campaigns, program promotions, training, etc.; maintains and updates outreach event 
calendar. 

 
40% +/- 10% 

 Creates content to help promote assigned department; maintains and updates department websites, 
blogs, and various social media sites (e.g., Facebook, Instagram, Twitter, etc.); creates letters for 
mailing campaigns to various community organizations; prepares and distributes various 
communications such as newsletters, editorials, promotional materials, and press releases; creates 
content for all-staff emails sent by assigned department; coordinates the ordering and distribution of 
marketing materials and supplies such as nameplates and business cards; ensures the County’s 
mission, vision, and values are reflected in all content and materials. 

  
15% +/- 5% 

 Serves as liaison between assigned department and community partners; maintains ongoing 
communication with clients; educates and explains programs to clients and community partners; 
answers and follows up with community members with concerns or complaints; researches answers 
to community questions; prepares and maintains a mailing list of contacts; monitors and responds to 
public inquiries and requests for information; engages with community partners to increase inclusion 
and involvement. 

   
5% +/- 2% 

Page 22 of 34

KDJames
Typewritten text
EXHIBIT B



Community Outreach Coordinator  
 
  

           Effective Date: TBD 
           Last Modified: TBD 
 

 Performs supporting administrative responsibilities; prepares various reports, records, and other 
documents; responds to emails and phone calls; attends various trainings and meetings; tracks 
inventory and expenses of marketing materials; serves on various committees and attends meetings. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in communications, public administration, marketing, journalism, public relations, 

or related field and three (3) years of experience in communications, event planning, community 
outreach, graphic design, marketing, or any equivalent combination of education, training, and 
experience. 
 

 Valid driver’s 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 a telephone, computer, and 

multifunction printer. 
 

 Ability to lift, push, and pull up to 25 lbs. 
 
Technology Requirements 
 
 Ability to operate a variety of software including email software (Microsoft Outlook), spreadsheet 

software (Microsoft Excel), word processing software (Microsoft Word), presentation software 
(Microsoft PowerPoint), editing software (Photoshop, InDesign), and desktop publishing software 
(Adobe). 

 
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 program applications, purchase 

orders, public records requests, community initiatives, and other reports and records. 
 
 Ability to comprehend a variety of reference books and manuals including the Employee Handbook 

and agency policies and procedures. 
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Community Outreach Coordinator  
 
  

           Effective Date: TBD 
           Last Modified: TBD 
 

 
 Ability to prepare mileage reports, press releases, presentations, social media posts, 

correspondence, newsletters, job aids, memos, 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 communicate effectively with supervisor, management, coworkers, director, vendors, other 

County employees, and the general public.  
 

 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 May involve exposure to temperature/weather extremes during outdoor outreach events. 
 
 
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:   6/6/2024 
Meeting:  6/14/2024 

 
 

Job Title 
 
NEW 

Classification 
Number 

Current 
Pay 
Grade & FLSA 

RECOMMENDED 
PAY GRADE 
 & FLSA 

Department Rationale 

Administrator, IT 
Organizational Change 
Management 

16512 N/A 18B Exempt Information 
Technology 

This is a new classification requested by the IT department. The classification reflects the 
essential functions and minimum qualifications of the position. 

Community Outreach 
Coordinator  

13281 N/A 9A Exempt All 
Departments 

This is a new classification based on the essential functions and minimum qualifications of 
several Program Officers across various departments performing the same or similar work. 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2024-0258 

 

Sponsored by:  County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s reappointment of Bishara 

Addison to serve on the Alcohol, Drug 

Addiction and Mental Health Services Board 

of Cuyahoga County for the term 7/1/2024 – 

6/30/2028; and declaring the necessity that 

this Resolution become immediately 

effective. 

   

WHEREAS, Ohio Revised Code Chapter 340 establishes the Alcohol, Drug 

Addiction and Mental Health Services Board of Cuyahoga County; and 

WHEREAS, the Alcohol, Drug Addiction and Mental Health Services Board 

of Cuyahoga County is responsible for planning, funding and monitoring of public 

mental health and alcohol and other drug addiction services delivered to the 

residents of Cuyahoga County; and 

WHEREAS, pursuant to the Ohio Revised Code Section 340.02, the Alcohol, 

Drug Addiction and Mental Health Services Board of Cuyahoga County shall 

consist of eighteen (18) appointed members; and 

WHEREAS, members of the Alcohol, Drug Addiction and Mental Health 

Services Board of Cuyahoga County shall be appointed to serve a four-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, the County Executive has nominated Bishara Addison to serve 

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

County for the term 7/1/2024 – 6/30/2028. 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL 

OF CUYAHOGA COUNTY, OHIO: 
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SECTION 1.  That the Cuyahoga County Council hereby confirms the County 

Executive’s reappointment of Bishara Addison to serve on the Alcohol, Drug 

Addiction and Mental Health Services Board for the term 7/1/2024 – 6/30/2028. 

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: July 2, 2024 

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

 

Journal ______________ 

_______________, 20__ 
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