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AGENDA 
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY 

COMMITTEE MEETING 
TUESDAY, JANUARY 21, 2025 

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

10:00 AM 
 

 Committee Members: 
 Martin J. Sweeney, Chair – District 3  
 Michael J. Gallagher, Vice Chair – District 5 
 Yvonne M. Conwell – District 7  
 Meredith M. Turner – District 9  
 Michael J. Houser, Sr. – District 10 

 
1. CALL TO ORDER 

 
2. ROLL CALL  

 
3. PUBLIC COMMENT 

 
4. APPROVAL OF MINUTES FROM THE NOVEMBER 19, 2024 MEETING 

 
5. MATTERS REFERRED TO COMMITTEE 

 
a) R2024-0369: A Resolution approving the appointment of Douglas J. 

Maser to serve on the Cuyahoga County Soldiers’ and Sailors’ 
Monument Board of Trustees for an unexpired term ending 
11/15/2028; and declaring the necessity that this Resolution become 
immediately effective.  
 

b) R2024-0436: 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 257

sgeorgakopoulos
Typewritten text
[See Page 4]

sgeorgakopoulos
Typewritten text
[See Page 7]

sgeorgakopoulos
Typewritten text
[See Page 11]



     
 

Page 2 of 3 

c) R2025-0019: A Resolution adopting various changes to the Cuyahoga 
County Non-Bargaining Classification Plan; and declaring the necessity 
that this Resolution become immediately effective. 
 

d) R2025-0021: A Resolution confirming the County Executive’s 
appointment of Sara Steimle to serve on the Cuyahoga County Board of 
Developmental Disabilities for the term 2/1/2025 – 1/31/2029; and 
declaring the necessity that this Resolution become immediately 
effective. 

 
e) R2025-0022: A Resolution confirming the County Executive’s 

reappointment of Alaina McCruel to serve on the Cuyahoga County 
Board of Developmental Disabilities for the term 5/1/2025 – 1/31/2029; 
and declaring the necessity that this Resolution become immediately 
effective. 

 
f) R2025-0023: A Resolution confirming the County Executive’s 

reappointment of Janice M. Dzigiel to serve on the Western Reserve 
Area Agency on Aging Board of Trustees for the term 1/1/2025 – 
12/31/2027; and declaring the necessity that this Resolution become 
immediately effective. 

 
g) R2025-0024: A Resolution confirming the County Executive’s 

appointment of Benjamin R. Goodwin to serve on the Cuyahoga County 
Advisory Board on Senior and Adult Services for the unexpired term 
ending 12/31/2026; and declaring the necessity that this Resolution 
become immediately effective. 

 
h) R2025-0025: A Resolution confirming the County Executive’s 

appointment of Alyssa Peters to serve on the Cuyahoga County Advisory 
Board on Senior and Adult Services for the term 1/1/2025 – 
12/31/2027; and declaring the necessity that this Resolution become 
immediately effective. 

 
i) R2025-0026: A Resolution confirming the County Executive’s 

appointment of Victoria Bowden to serve on the Cuyahoga County 
Advisory Board on Senior and Adult Services for the term 1/1/2025 – 
12/31/2027; and declaring the necessity that this Resolution become 
immediately effective. 

 
j) R2025-0027: A Resolution confirming the County Executive’s 

appointment of Robyn Kaltenbach to serve on the Cuyahoga County 
Advisory Board on Senior and Adult Services for the term 1/1/2025 – 
12/31/2027; and declaring the necessity that this Resolution become 
immediately effective. 
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k) R2025-0028: A Resolution confirming the County Executive’s 
appointment of Jared D. Sherman to serve on the Cuyahoga County 
Advisory Board on Senior and Adult Services for the term 1/1/2025 – 
12/31/2027; and declaring the necessity that this Resolution become 
immediately effective. 

 
l) R2025-0029: A Resolution confirming the County Executive’s 

reappointment of Christopher T. Hall to serve on the Cuyahoga County 
Advisory Board on Senior and Adult Services for the term 1/1/2025 – 
12/31/2027; and declaring the necessity that this Resolution become 
immediately effective. 

 
m) R2025-0030: A Resolution confirming the County Executive’s 

reappointment of Jennifer Kons to serve on the Cuyahoga County 
Advisory Board on Senior and Adult Services for the term 1/1/2025 – 
12/31/2027; and declaring the necessity that this Resolution become 
immediately effective. 

 
n) R2025-0031: A Resolution confirming the County Executive’s 

reappointment of Cheryl M. Bradas to serve on the Cuyahoga County 
Advisory Board on Senior and Adult Services for the term 1/1/2025 – 
12/31/2027; and declaring the necessity that this Resolution become 
immediately effective. 

 
o) R2025-0032: 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 1/1/2025 – 
12/31/2027; 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, NOVEMBER 19, 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 10:06 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 OCTOBER 15, 2024 MEETING 

 
A motion was made by Mr. Sweeney, seconded by Ms. Conwell and approved by 
unanimous vote to approve the minutes from the October 15, 2024 meeting. 

 
5. MATTERS REFERRED TO COMMITTEE 

 
a) R2024-0408: A Resolution confirming the County Executive’s 

appointment of Richard Molina to serve on the Cuyahoga County Audit 
Committee for the term 1/1/2025 – 12/31/2028, and declaring the 
necessity that this Resolution become immediately effective. 

 
Mr. Chris Alvarado, Director of Regional Collaboration, addressed the Committee 
regarding Resolution No. R2024-0408. Discussion ensued.  
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Committee members asked questions of Mr. Alvarado pertaining to the item, 
which he answered accordingly.  

 
Mr. Richard Molina addressed the Committee regarding his nomination to serve 
on the Cuyahoga County Audit Committee. Discussion ensued.  

 
Committee members asked questions of Mr. Molina 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.   
R2024-0408 was considered and approved by unanimous vote to be referred to 
the full Council agenda for second reading. 

 
[Clerk’s Note:  Item Nos. 5.b), 5.c), and 5.d) The Honorable Mayors Bibb, Gallo and 
Orcutt were not required to attend the meeting to provide testimony.]    

 
b) R2024-0409: A Resolution confirming the County Executive’s 

reappointment of the Honorable Mayor Justin Bibb to serve on the 
Cuyahoga County Planning Commission representing the Cleveland 
Region for the term 1/1/2025 – 12/31/2027; and declaring the necessity 
that this Resolution become immediately effective. 

 
Mr. Alvarado, Ms. Mary Cierebiej, Executive Director of the County Planning 
Commission; and Mr. Joseph Nanni, Chief of Staff for Council, addressed the 
Committee regarding Resolution No. R2024-0409. Discussion ensued.  
 
Committee members asked questions of Mr. Alvarado, Ms. Cierebiej and Mr. 
Nanni pertaining to the item, which they answered accordingly. Discussion ensued.  

 
On a motion by Ms. Turner with a second by Mr. Sweeney, Resolution No.   
R2024-0409 was considered and approved by unanimous vote to be referred to 
the full Council agenda for second reading. 
 
Ms. Conwell requested to have her name added as a co-sponsor to the legislation.  

 
c) R2024-0410: A Resolution confirming the County Executive’s 

reappointment of the Honorable Mayor Marie Gallo to serve on the 
Cuyahoga County Planning Commission representing the South-Central 
Region for the term 1/1/2025 – 12/31/2027, and declaring the necessity 
that this Resolution become immediately effective. 

 
Mr. Alvarado and Ms. Cierebiej addressed the Committee regarding Resolution No. 
R2024-0410. Discussion ensued.  
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Committee members asked questions of Mr. Alvarado and Ms. Cierebiej pertaining 
to the item, which they answered accordingly. Discussion ensued.  
 
On a motion by Ms. Turner with a second by Ms. Conwell, Resolution No.   
R2024-0410 was considered and approved by unanimous vote to be referred to 
the full Council agenda for second reading. 
 
Mr. Sweeney and Mr. Miller requested to have their names added as co-sponsors 
to the legislation.  

 
d) R2024-0411: A Resolution confirming the County Executive’s 

reappointment of the Honorable Mayor Edward Orcutt to serve on the 
Cuyahoga County Planning Commission representing the Southwest 
Region for the term 1/1/2025 – 12/31/2027, and declaring the necessity 
that this Resolution become immediately effective. 

 
Mr. Alvarado and Ms. Cierebiej addressed the Committee regarding Resolution No. 
R2024-0411. Discussion ensued.  
 
Committee members asked questions of Mr. Alvarado and Ms. Cierebiej pertaining 
to the item, which they answered accordingly. Discussion ensued.  
 
On a motion by Ms. Turner with a second by Mr. Miller, Resolution No.   
R2024-0411 was considered and approved by unanimous vote to be referred to 
the full Council agenda for second reading. 
 
Mr. Sweeney requested to have his name added as a co-sponsor to the legislation.  

 
6. MISCELLANEOUS BUSINESS 
 
There was no miscellaneous business.  
 
7. ADJOURNMENT 

 
Chairwoman Turner adjourned the meeting at 10:32 a.m., without objection. 
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County Council of Cuyahoga County, Ohio 
 

Resolution No. R2024-0369 

 
Sponsored by:  Council President 

Jones 

 

 

A Resolution approving the appointment of 

Douglas J. Maser to serve on the Cuyahoga 

County Soldiers’ and Sailors’ Monument 

Board of Trustees for an unexpired term 

ending 11/15/2028, and declaring the 

necessity that this Resolution become 

immediately effective. 

   

WHEREAS, Ohio Revised Code Chapter 345 provides that a county may 

establish a memorial to commemorate the services of all members and veterans of the 

armed forces, and authorizes the taxing authority of the county to appoint a board of 

trustees for such a memorial; and 

 

WHEREAS, Article III, Section 3.01 of the County Charter establishes that the 

County Council is the "taxing authority;" and 

 

WHEREAS, Ohio Revised Code Chapter 345 provides that such appointments 

to the Soldiers’ and Sailors’ Monument Board of Trustees shall be made for terms of 

five years; and 

 

WHEREAS, there currently remains one unfilled vacancy on the Cuyahoga 

County Soldiers’ and Sailors’ Monument Commission Board of Trustees; and 

 

WHEREAS, Council has determined that Douglas J. Maser is qualified to serve 

on the Cuyahoga County Soldiers’ and Sailors’ Monument Board of Trustees and that 

his service will be beneficial to the on-going success and development of the 

Cuyahoga County Soldiers’ and Sailors’ Monument; and 

 

WHEREAS, Council has appointed Douglas J. Maser to serve on the Cuyahoga 

County Soldiers’ and Sailors’ Monument Board of Trustees for the remainder of 

Donald Jaffe’s unexpired term until 11/15/2028; 

 

 WHEREAS, this Council by a vote of at least eight (8) members determines that 

it is necessary that this Resolution become immediately effective in order that Charter 

requirements can be complied with and critical services provided by Cuyahoga 

County can continue, and to provide for the usual, daily operation of a County 

Commission. 

 

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 approves the 

appointment of Douglas J. Maser serve on the Cuyahoga County Soldiers’ and 

Sailors’ Monument Board of Trustees for the unexpired term ending 11/15/2028. 

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

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

continue the usual and daily operation of a County Commission.  Provided that this 

Resolution receives the affirmative vote of eight (8) 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 passage of this Resolution were passed in an open 

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

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

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

Revised Code. 

 

Yeas:  

 

Nays:            

 

 

      _________________________ __________ 

     County Council President  Date 

 

 

 

     _________________________    __________ 

     Clerk of Council    Date 

 

 

 

First Reading/Referred to Committee: October 22, 2024 

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

 

Journal  

_______________, 20__ 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2024-0436 

 
 

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 November 13, 2024, the Personnel Review Commission met 

and recommended the classification changes (attached hereto as Exhibits A 

through I) 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: HRIS Specialist 

  Number:  14241 
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Pay Grade: 10B/Exempt 

 

Exhibit B: Class Title: Customer Relations Ombudsman 

  Number:  13331 

Pay Grade: 15A/Exempt 

 

Exhibit C: Class Title: Manager, Special Projects & Business 

  Number:  11221 

Pay Grade: 16A/Exempt 

 

  Proposed Revised Classifications: 

 

Exhibit D: Class Title:  Chief Forensic Photographer 

  Class Number: 12212 

Pay Grade:  13A/Exempt (No Change)  

* PRC routine maintenance. Classification last revised in 2020.  

Changes were made to the essential function, physical 

requirements, additional requirements, and language and 

formatting.  A technology section was added.  No change to the 

pay grade or FLSA status. 

 

Exhibit E: Class Title: GIS Analyst                               

Class Number: 16152 

    Pay Grade:  10B/Exempt (No change)   

* At the request of the Planning Commission, Planning 

Commission was added to the applicable departments so this 

position would be available for them to utilize.  

 

Exhibit F: Class Title: Medical Records Technician  

Class Number: 17021 

    Pay Grade:  6A/Non-Exempt (No Change)  

* PRC routine maintenance. Classification last revised in 2019.  

Changes were made to distinguishing characteristics, essential 

functions, and language and formatting. A technology section 

was added.  No change to pay grade or FLSA status. 

 

Exhibit G: Class Title: Systems Analyst   

Class Number: 16101 

    Pay Grade:  11B/Exempt    

* PRC routine maintenance. Classification last revised in 2020.  

Changes were made to the essential functions, technology 

requirements, and language and formatting.  No change to FLSA 

status. Pay grade increased from 10B to 11B. 

 

 

Proposed Deleted Classifications: 
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Exhibit H: Class Title: Network Engineering Administrator  

   Class Number: 16398 

    Pay Grade:  19B/Exempt  

* This position is vacant, and the IT department currently has 

no plans to utilize this position in the future. 

 

Exhibit I: Class Title: Supervisor, Procurement Audit  

   Class Number: 11011 

    Pay Grade:  10A/Exempt  

* This position is vacant, and the department currently has no 

plans to utilize this position in the future. 

      

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:  
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_________________________ __________ 

    County Council President  Date 

 

 

    _________________________ __________ 

    County Executive   Date 

           

 

     

    Clerk of Council    Date  

 

 

First Reading/Referred to Committee: November 26, 2024 

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

 

Journal________________ 

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

 
 

CUYAHOGA COUNTY  
PERSONNEL REVIEW COMMSSION  

MEMORANDUM 
 
 
 
Date:  November 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 November 13, 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 

HRIS Specialist 14241 10B Exempt Human Resources 

Customer Relations Ombudsman 
13331 

15A Exempt Health and Human Services 

Manager, Special Projects and 
Business 11221 

16A Exempt Fiscal Office 
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PROPOSED REVISED CLASSIFICATIONS 

REVISED CLASSIFICATIONS 
(Revised Title) 

CURRENT PAY 
GRADE & FLSA 

RECOMMENDED 
PAY GRADE & FLSA 

DEPARTMENT 

Chief Forensic Photographer 
12212 

13A Exempt 13A Exempt 
(No Change) 

Medical Examiner 

GIS Analyst 16152 10B Exempt 10B Exempt 
(No Change) 

Information 
Technology 

Medical Records Technician 
17021 

6A Non-Exempt 6A Non-Exempt 
(No Change) 

Health and Human 
Services 

Systems Analyst 16101 10B Exempt 11B Exempt Information 
Technology 

 
DELETED CLASSIFICATION PAY GRADE and FLSA 

STATUS 
DEPARTMENT 

Network Engineering 
Administrator 16398 

19B Exempt Information Technology 

Supervisor, Procurement Audit 
11011 

10A Exempt Health and Human Services 

 
 
cc: Thomas Colaluca, Commissioner   Joseph Nanni, Council Chief of Staff 
     F. Allen Boseman, Commissioner   Sarah Nemastil, HR Director 
 Rebecca Kopcienski, PRC Director   Kelli Neale, Program Officer 4   
         Andria Richardson, Clerk of Council  
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Established: TBD 
Last Modified: TBD                          

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: HRIS Specialist Class Number: 14241 

FLSA: Exempt Pay Grade: 10B 
Dept: Human Resources 
 
 
Classification Function 
   
The purpose of this classification is to contribute to the maintenance of the HRIS system for the County 
Human Resources department.    
 
Distinguishing Characteristics 
 
This is a journey-level classification that is responsible for managing and maintaining job and position 
data and structure in the County’s Human Resources Information System (HRIS). Employees in this 
classification work under general supervision of the Manager, HRIS and receive instruction or assistance 
only as unusual situations arise. Employees are expected to exercise a high level of independent 
judgment and initiative and to advise other HR personnel regarding use of HRIS systems.  
 
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. 
 

45% +/- 10% 
 Manages data within the Infor Global Human Resources module (GHR); receives requests for data 

changes/updates (e.g., new hires, rehires, supervisor changes, accounting unit changes, location 
changes, promotions, demotions, etc.) in GHR; communicates with individuals requesting changes 
to gather information relevant to making the system change; researches existing information within 
Infor GHR to determine if there is an appropriate existing structure or if a new structure needs to be 
created; determines whether a position can and should be created/changed based on information 
gathered, knowledge of organizational structure, and knowledge of how various integrated Infor 
systems interact; recommends solutions or alternative methods to meet requestors’ needs; creates 
and updates system structure changes within the Infor GHR to facilitate making requested 
employment actions; investigates and resolves issues found with data integrity by examining system 
audit logs, coordinating with other departments (IT, Fiscal, HR), and determining which system/step 
in the process caused the errors; coordinates with Employee Service Specialists and ERP Business 
Systems Administrator to make data update/change requests as necessary. 

 
20% +/- 10% 

 Creates a wide variety of customized and standard reports for various individuals and departments; 
runs and distributes recurring monthly employee and compensation reports (e.g., termination dates, 
service dates, start dates, etc.) to HR staff; runs queries to create custom reports upon request from 
HR staff and external departments; determines where the necessary data to fulfill a data report 
request has to be sourced from and which information cannot not be shared;  monitors existing reports 
in GHR to assist with data integrity; investigates issues found with data integrity and takes necessary 
steps to resolve them. 

 
20% +/- 10% 

 Completes special auditing projects to facilitate optimal quality of data in the GHR system; maintains 
data integrity by running queries and analyzing data to check for potential issues; collaborates with 
other departments to collect information (e.g., org charts, accounting information, etc.) to ensure data 
integrity; updates system structure and system data to correct errors found during data audits. 
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HRIS Specialist 
 
  

            
            Established: TBD 

Last Modified: TBD 

 
10% +/- 5% 

 Collaborates with IT regarding testing and updates to the GHR system; collaborates with ERP 
Business Systems Administrator and IT to ensure system upgrade and patches are working properly; 
creates and sets up scenarios in the test environment for IT to test known and potential issues in the 
system; assists with carrying out testing scenarios; provides feedback to IT on any issues 
encountered during testing. 

 
5% +/- 2% 

 Performs supporting administrative responsibilities; prepares various reports, records, and other 
documents; responds to emails and phone calls; attends various trainings and meetings; raises 
awareness of issues and opportunities for process improvements encountered during the course of 
completing daily tasks; makes recommendations for process improvement. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Associate degree in computer information systems, software development, business administration 

or related experience with five (5) years of application support, report creation, workflow, and/or 
troubleshooting experience; or any equivalent combination of education, training, and experience. 

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

 
Physical Requirements   
 
 Ability to operate a variety of automated office machines and equipment including a computer and 

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

spreadsheet software (Microsoft Excel), electronic mail software (Microsoft Outlook), and database 
software (Infor GHR, Tableau).  

 
Supervisory Responsibilities 
 
 No supervisory responsibilities required.  
 
Mathematical Ability 
 
 Ability to add, subtract, multiple, divide, calculate decimals, calculate 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 established criteria to 
define impact and develop alternatives. 
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HRIS Specialist 
 
  

            
            Established: TBD 

Last Modified: TBD 

 Ability to comprehend a variety of informational documents employee data spreadsheets and reports, 
testing scenario spreadsheets, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including computer software 

manuals, hardware manuals, construction manuals, Ohio Revised Code, and the Employee 
Handbook. 

 
 Ability to prepare executive employee reports, vacant supervisor reports, employee termination 

reports, employee accounting/activity reports, various GHR requested reports, data audits, testing 
scenario reports, 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, and to explain procedures. 
 
 Ability to use and interpret Human Resources and Human Resources Information System terminology 

and language.  
 
 Ability to communicate effectively with directors, managers, supervisors, other County departments 

and employees, and external vendors. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  
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           Effective Date: TBD 
           Last Modified: TBD 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Customer Relations Ombudsman  Class Number: 13331 

FLSA: Exempt Pay Grade: 15A 
Dept: Health and Human Services 
 
 
Classification Function   
 
The purpose of this classification is to serve as an ombudsperson in the Customer Relations/Customer 
Care division of Health and Human Services (HHS).  
 
Distinguishing Characteristics 
 
This is a supervisory level classification that is responsible for receiving, reviewing, responding, and 
resolving issues related to service delivery across multiple HHS departments. This position is part of a 
unit that serves as a general HHS information center for residents of Cuyahoga County. This position 
works under direction from a manager level position but is expected to work independently and use 
judgment in application of policies and procedures. The incumbent ensures that all activities are 
performed in a timely manner and according to policies, procedures, and regulations.   
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

30% +/- 10% 
 Supervises and directs the work of Program Officers, Clerical Specialists, Administrative Officers, 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.  

 
25% +/- 10% 

 Acts as a liaison between Legal Aid, County Executive’s Office, State, Governor’s Office, and 
Senator’s Office with written communication to customers; discusses CFS confidential cases in order 
for a legal opinion to be drafted by the legal department; assists the legal department with issues 
concerning Department of Child and Family Services Cases (DCFS).   
 

15% +/- 5% 
 Serves as Electronic Payment Processing Information (EPPI) coordinator which includes EBT 

(Electronic Benefits Transfers) and the EPC (Electronic Payment Card) for the County; resolves 
customer account issues with the State of Ohio; handles County EPPI Card (Cash/SNAP) benefits.   

 
15% +/- 5% 

 Serves as Civil Rights Coordinator; works with the State Bureau to research Civil Rights complaints; 
utilizes various tracking systems to research case information; works with law enforcement on 
investigations. 
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10% +/- 5% 
 Works with other departments to assist with improving their processes; implements changes to 

department procedures based on state mandated policies; gathers data on unit performance; 
generates reports based on data; looks at trends in data to determine how to improve services. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in administration, management, or related field with five (5) years of experience 

working in HHS with experience in benefits, social work, child support, or aging; or an equivalent 
combination of education, training, and experience. 

 
Highest degree of education attained Experience required 

High school diploma/GED 9 years 

Unrelated associate degree 7 years 

Related associate degree 7 years 

Unrelated bachelor’s degree 5 years 

Related bachelor’s degree 5 years 

Unrelated master’s/doctoral degree 3 years 

Related master’s/doctoral degree 3 years 
 

 
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 and equipment including computer and 

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

spreadsheet software (Microsoft Excel), electronic mail software (Microsoft Outlook), publishing 
software (Microsoft Publisher), and database software (Sequel Server Reporting System, Statewide 
Automated Child Welfare Information System, Support Enforcement Tracking System, OBWP, Cisco, 
Finesse, Matrix Civil, Customer Relations Management System). 

 
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. 
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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 established criteria to 
define impact and develop alternatives. 
 

 Ability to comprehend a variety of informational documents including time sheets, resumes, 
applications, training materials, Legal Aid Requests, and other reports and records. 

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

Ohio Revised Code (ORC), and the Ohio Administrative Code (OAC). 
 
 Ability to prepare monthly Customer Relations Management reports (CRMS), monthly call center 

reports, monthly Food Nutrition Supplement reports (FNS), monthly EPPIC 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 supervise and counsel employees, to record and deliver 

information, to explain procedures, and to follow instructions.   
 
 Ability to use and interpret social benefits and basic related legal terminology and language.   
 
 Ability to communicate with leaderships, vendors, state representatives, community partners, law 

enforcement, and other County employees.   
 
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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Manager, Special Projects and Business Class Number: 11221 
FLSA: Exempt Pay Grade: 16A 
Dept: Fiscal Office 

 
 
Classification Function   
 
The purpose of this classification is to plan and direct short- and long -term special projects and business 
operations for the Fiscal Office. 
 
Distinguishing Characteristics 
 
This is a management-level classification with responsibility for performing technical activities in the 
Accounting Division of the Fiscal Office. This class works under the direction of the Assistant Fiscal 
Officer and is responsible for managing and implementing complex projects that further the County’s 
mission and values. The employee works within a framework of established regulations, policies, and 
procedures and is expected to use judgment in performing work.  
 
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. 
 

   35% +/- 10% 
 Plans and directs short- and long -term special projects and business operations for the Fiscal Office 

in accordance with the County’s overall mission; establishes quantifiable goals and creates paths 
towards achieving these goals; manages focused studies or projects through research, analysis, 
design, and implementation phases; leads team of employees through project; sets and maintains 
project schedule; forecasts project resource requirements, assign project tasks to team members and 
follow up on task completion; identifies and engages stakeholders to deliver a high level of service 
that achieves results in alignment with organizational objectives; works closely with all Fiscal 
Department leaders to review and refine the department’s organizational structure to ensure 
alignment with service delivery and desired outcomes; leads business office activities;  advises 
executive leadership team in all areas of financial management and financial reporting; delivers 
administrative, accounting, and budgeting services, as needed while developing and managing the 
budget and other financial measures of the Fiscal Office departments. 

 
            30% +/- 10% 
 Directs the cash activities, accounting, and budget services for the Fiscal Office; oversees banking 

information, financial reports, cash postings, and revenue transactions; examines and corrects any 
cash transaction overages; manages various banking relationships and verification of cash balances; 
oversees the reconciliation of all bank accounts and cash activity; oversees preparation of bank 
confirmations for internal and external auditors; coordinates with the County Treasurer’s Office to 
analyze financial and investment reports for the purpose of summarizing daily, monthly, quarterly, 
and annual cash flow and accounts statements as needed for year-end reporting; directs and 
oversees the flow of information/data from the various financial institutions banking systems to the 
County financial system; collaborates and act as liaison with OBM staff in the review, reconciliation, 
and monitoring of debt.  

 
            20%+/- 10% 
 Focuses on continuous improvement by developing and implementing new policies, procedures and 

best practices; performs background research, tracks trends, and analyzes complex data; 
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researches, analyzes, and evaluates existing operations, processes, policies, and/or procedures to 
identify areas for improvement or enhancement; conducts program need analysis; compiles result 
data and identifies areas of program deficiencies. 

 
  15% +/- 5% 

 Supervises and directs the work of 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.  

                 
   

  
Minimum Training and Experience Required to Perform Essential Job Functions  
 
 Bachelor’s degree in business, accounting, financial management, or a related field with seven (7) years 

previous experience in accounting, financial management, or a related field, and three (3) years of 
management experience or any equivalent combination of training and experience as defined 
below:  
 

Highest degree of education attained Experience required Management 
Experience Required 

Unrelated associate degree 11 years 3 years 

Related associate degree 11 years 3 years 

Unrelated bachelor’s degree 9 years 3 years 

Related bachelor’s degree 7 years 3 years 

Unrelated master’s/doctoral degree 7 years 3 years 

Related master’s/doctoral degree 7 years 3 years 
 

Related degree fields: finance, business administration 
 
Related work experience: preparing company-wide financial reports, auditing, and/or GAAP 
research    

 
 Must be a Certified Public Accountant (CPA). 
  
Additional Requirements 
 
 No certificates or licenses required. 
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
 
 Ability to operate a variety of automated office machines and equipment including a computer and 

multifunction printer. 
 
Supervisory Responsibilities 
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 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 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. 

 
 
 Abilit to comprehend a variety of informational documents including county workpapers, budgets, 

grant reports, financial statements, responses to County correspondence, and other reports and 
records.  

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

the Employee Handbook, GAAP, GASB, Code of Federal Regulations (CFR), GAAFR. 
 
 Ability to prepare ACFR, Schedule of Federal Expenditures, Fiscal Procedure Guidelines, 

Administrative Rule Boards documents, Responses to State Auditor’s Office or Other Regulatory 
Agencies, correspondence, spreadsheets, and related documents using prescribed format and 
conforming to all rules of punctuation, grammar, diction, and style.  

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

information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret accounting terminology and language.  
 
 Ability to communicate with staff, external auditors, employees from outside agencies and 

departments, 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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 
Class Title: Chief Forensic Photographer Class Number: 12212 
FLSA: Exempt Pay Grade: 13A 
Dept: Medical Examiner’s Office 

 
 
Classification Function   
 
The purpose of this classification is to provide direct supervision to forensic photographers and to 
photograph a variety of scenes, subjects, and materials including physical evidence provided by law 
enforcement and to process all image files for investigative, scientific, and court presentation purposes.  
 
Distinguishing Characteristics 
This is a first-line supervisor classification working under general supervision of the Medical Examiner 
Director of Operations. This class works within a framework of policies, procedures, regulations, and laws 
and the employee exercises discretion and judgment in supervising employees, overseeing the unit’s 
functioning, resolving any service delivery problems, and ensuring compliance with applicable 
regulations. This position is considered essential and remains on-call 24 hours a day and during holidays 
and County closures.  

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% 
 Supervises and directs the work of Forensic Photographers and other assigned staff; directs staff to 

ensure work completion and maintenance of standards; plans, assigns, and reviews work; 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 payroll, timesheets, requests for leave and overtime; develops 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. 

 
            20% +/- 10% 

 Performs advanced Forensic Photography techniques (e.g. digital evidence evaluation, creation of 
1:1s, overlays, image enhancements, alternate light sources, ultraviolet, etc.) for analysis and 
comparisons; prepares and reviews various reports of scientific examination results; digitally captures 
photomicrographs of trace evidence and histological slides; duplicates and maintains video-graphic 
evidence; captures spherical images and constructs Spheron R2S published cases.  

 
  10% +/- 5% 

 Photographs a variety of subjects and materials including crime scenes, decedents, autopsies, 
clothing, property, specimen, vehicles, fingerprints, or other physical evidence; documents 
photographic processes and procedures; follows chain of custody with photographic evidence as 
necessary; gives expert testimony in court; prepares court exhibits; processes images in multiple file 
types using a wide variety of software tools for investigative, scientific, and court presentation 
purposes;  processes raw image files from digital media cards, processes property or digital media 
cards for other departments; copies files to digital media storage devices (optical discs, USBs, etc.) 
and distributes upon request; prints photographs; uses a scanner to digitize film, prints, and other 
copy work; prepares images for reports and exhibits; prepares and maintains digital files in 
accordance with applicable policies and procedures.  
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  10% +/- 5% 

 Performs miscellaneous responsibilities related to photography laboratory; oversees and participates 
in cleaning and maintaining equipment; tracks photography unit inventory and orders equipment and 
supplies; maintains photography inventory to ensure supply and equipment availability; maintains 
darkroom and photographic chemicals.  

   
  10% +/- 5% 

 Conducts tours and gives lectures to outside agencies, organizations, or individuals; participates on 
the Education Committee to organize, develop, and conduct training courses; generates brochures, 
binders/books, graphics, posters, and other course materials for educational purposes such as 
conference poster presentations, training course materials, etc. 
 

10% +/- 5% 
 Performs related administrative responsibilities; prepares various reports, records, and other 

documents; responds to emails and phone calls; attends various trainings and meetings; keeps 
abreast of current trends and technological developments in the field; researches emerging forensic 
photography and digital image techniques; conducts tours of photography unit; gives lectures to 
outside agencies, organizations, or individuals; uses and evaluates new equipment, hardware, and 
software; develops and conducts trainings. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in photography or related field and five (5) years of experience performing digital 

and conventional photography in a forensic setting; or an equivalent combination of education, training, 
and experience.   

 
Additional Requirements 
  

 Adobe Photoshop, Extensis Portfolio, and Camera RAW are required. Additional competencies in 
other photo software applications as needed.   

 
 Completion of FEMA ICS 100, 200, and 700 courses is required within probationary period (180 

days). 
  
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 
 
Physical Requirements   
 
 Ability to operate a variety of automated office machines and equipment including a computer and 

multifunction printer. 
 
 Ability to operate a variety of photographic equipment including digital cameras, tripods, strobes, 

scanners, spherocam, light meters, colorimeters, densitometers, microscopes, and projectors.    
 
 Physical abilities to perform essential functions. 
 
Technology Requirements 
 
 Ability to operate a variety of software including word processing software (Microsoft Word), 

spreadsheet software (Microsoft Excel), electronic mail software (Microsoft Outlook), presentation 
software (Microsoft PowerPoint), database software (Microsoft Access), various graphics/image 
management software (Adobe PageMaker, InDesign, Adobe Bridge, Adobe Photoshop Adobe 
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Lightroom, DNG, Image-Pro Plus), color analysis/management software (X-Rite EZ Color, DataColor, 
Spyder X Pro), video editing software (Adobe Premiere Pro), and virtual reality software (Apple 
QTVR, Max IMT R2S Crime).  

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan, and coordinate the work of other employees and to maintain standards. 
 
 Ability to provide instruction 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 the discipline or discharge of employees.  
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and utilize college level 

algebra, geometry, trigonometry, and descriptive 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 established criteria to define 
consequences and develop alternatives. 

 
 Ability to comprehend a variety of informational documents including photograph orders, diagrams, 

reports, image catalogues, list of Mugshots required,  list of autopsy cases, incident reports, crime 
scene/accident scene summaries, quality assurance reports, purchase orders, police reports, trace 
evidence reports, scale drawings/models, and other reports and records. 
  

 Ability to comprehend a variety of reference books and manuals including Ohio Revised Code 313.10, 
International Association for Identification Forensic Photography and Digital Image standards, 
scientific Working Group on Digital Evidence (SWGDE), National Association for Medical Examiners 
(NAME), Quality Assurance Manual, Materials Safety Data sheets, Training Manual, standard 
operating procedures, software and hardware manuals, safety manuals, publications, equipment 
manuals, reference books, journals, and the Employee Handbook. 

 
 Ability to prepare  optical discs, digital images, photographic prints, supply order forms, internal unit 

manual, budget reports, annual statistics, scale drawings/models, illustrations, PowerPoint 
presentations, standard operating procedures, publications signs, identification cards, graphics and 
court presentations, crime scene/accident scene summaries, equipment maintenance logs, and other 
job related documents using prescribed format and conforming to all rules of punctuation, grammar, 
diction, and style.   

 
 Ability to supervise and council employees, to persuade and influence others, to record and deliver 

information, to explain procedures, and to follow instructions.   
 
 Ability to use and interpret medical and legal terminology and language.   
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 Ability to communicate and to develop and maintain effective working relationships with subordinates, 
other departmental employees, supervisor, police department personnel, attorneys, investigators, 
and clerical staff. 

 
Environmental Adaptability 
 
 Work is typically performed in an office, laboratory and in the field.  
 
 Work may involve exposure to strong odors, toxic agents, bodily fluids, electrical currents, 

temperature extremes, wetness/humidity, and laboratory equipment/machinery. Requires periodic 
on-site investigations that may occur indoor or outside in changing locations, environments and 
conditions and at all times of day and night and year. Conditions could include adverse weather or 
unsanitary environments and may require the use of personal protective equipment, especially in 
disaster situations. 

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

Class Title: GIS Analyst Class Number: 16152 
FLSA: Exempt Pay Grade: 10B 
Dept: Information Technology and Planning Commission 

 
 
Classification Function  
 
The purpose of this classification is to assist with administration of the Geographic Information System 
(GIS) environment including the design and update of GIS data and the design and development of GIS 
applications and dashboards to solve problems using data modeling and spatial analysis.  
 
Distinguishing Characteristics 
 
This is a journey level classification in the GIS series responsible for the integrity of GIS data and for the 
development of GIS applications and dashboards. Employees at this level work under general 
supervision from a unit manager. Employees are expected to work independently and exercise judgment 
and initiative. Positions at this level receive instruction or assistance as needed and are expected to 
become up to date on the methods, operating procedures, and policies of the work unit. This classification 
is distinguished from GIS Technician where this classification is responsible for more complex GIS 
analyses. 
 
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% 
 Designs, refines, and updates GIS data, databases and metadata; collects and interprets GIS data 

(e.g., tax maps, legal centerlines of streets, collected field data) to update databases; cleans data 
and monitors health and performance of databases; designs and maintains spatial GIS models; 
performs database querying; develops requirements, specifications and diagrams for the GIS 
infrastructure. 

 
40% +/- 10% 

 Designs, develops, deploys, and tests GIS web applications and dashboards; determines clients’ GIS 
needs; writes queries to pull information for the application or dashboard; creates mapviewer 
applications, interactive graphs, and interactive charts; uses various software to create applications 
creates user accounts and passwords for client access to applications or dashboards; updates 
actions as needed.   

 
15% +/- 5% 

 Provides other software assistance; coordinates public and County GIS data sharing and exchange; 
designs and develops reports; designs and maintains desktop databases for reports and maps; 
provides training to lower-level employees and end-users.  

 
5% +/- 2% 

 Administers GIS databases; deploys and administers GIS applications, server software, middleware, 
and licensing; create backups; manages database security and user access. 
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Minimum Training and Experience Required to Perform Essential Job Functions 
 

 Bachelor’s degree in information technology or related field and three (3) years of GIS analysis, 
development, or computer programming experience; or an equivalent combination of education, 
training, and experience. 

 
Additional Requirements 
 
 No special license or certification is required.  
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 
 
Physical Requirements  
 
 Ability to operate a variety of automated office machines including personal computer, printer, plotter, 

GPS equipment, mobile devices, and drafting tools.  
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including GIS software (ArcGIS), image editing 

software (GIMP), spreadsheet software (Microsoft Excel), database software (Microsoft SQL server 
Studio), and word processing software (Microsoft Word, Nitro).  

 
Supervisory Responsibilities 
 
 No supervisory responsibilities required.  
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and make use of the 

principles of algebra, geometry, and descriptive and inferential 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 external GIS data, external 

assessment data, maintenance data, maps, schematics, design record drawings, CAD files, image 
files, fiscal records, property deeds, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including database documentation, 

development documentation, server documentation, Ohio Revised Code, departmental guidelines, 
and computer software manuals.  

 
 Ability to prepare GIS data, analysis reports, office application data, map reports, map deliverables, 

assessment estimates, application reports, annual report 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.  
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 Ability to use and interpret GIS data modeling, database and web development syntax, and statistical 
analysis terminology.  

 
 Ability to communicate with managers, supervisors, vendors, consultants, other County employees, 

and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment although time may be spent outdoors collecting 

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

Class Title: Medical Records Technician  Class Number: 17021 

FLSA: Non-Exempt Pay Grade: 6A 
Dept: Health and Human Services 
 
 
Classification Function 
 
The purpose of this classification is to maintain  invoicing, medical billing, medical supply inventory, 
electronic and paper medical records, chart audits, discharge records, storage of records, and current 
list of discharges in accordance with State and Federal guidelines for certification and reimbursement.  
 
Distinguishing Characteristics 
 
This is an entry level classification that is responsible for maintaining medical records, chart audits, and 
various other records. The incumbent in this position will review and correct discrepancy reports, enter 
codes and information into various billing systems for payment reimbursement, and will maintain the 
medical supplies inventory. This classification works under a framework of well-defined procedures. This 
class requires a limited exercise of judgment and consults with a supervisor as new or unusual situations 
arise. 
  
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. 
 
            45% +/- 10% 
 Maintains medical records, chart audits, discharge records, storage of records, and current list of 

discharges; ensures adherence to State and Federal guidelines for certification and reimbursement; 
maintains charts via electronic system as well as paper medical charts; reviews medical reports for 
completeness; reviews charts to ensure all reports and signatures are present; codes diagnoses; 
prepares charts for admission and re-admission;  prepares minimum data set for annual update; 
maintains chart overflow; maintains discharge chart files; documents deficiencies in patient charts; 
purges old records; maintains log of destroyed records; maintains diagnoses index; safeguards the 
confidentiality of clinical records. 

 
            30% +/- 10% 
 Reviews, sends, and verifies invoices from providers; creates and submits medical insurance claims 

for various programs within the agency; posts payments received from medical insurance payouts; 
records payments in accounts receivable; addresses denied claims; reviews and sends invoices to 
the Fiscal department for options providers; reviews the payment posting system to ensure all past 
dates of services have been paid; follows up on all claims within the billing process cycle time; replies 
to any queries. 

 
15% +/- 5% 

 Performs supporting administrative duties; drafts policies and procedures for medical records and 
maintains policy and procedure manuals; attends staff meetings, workshops, and seminars;  serves 
on various committees; acts as consultant on medical record keeping procedures and problems;  
provides training in proper procedures for appropriate agency personnel;  assists in maintaining 
liaison between processing function and other functions within agency to develop effective working 
relationship; gathers and analyzes raw statistical data to compile into report form; develops reporting 
instruments such as forms, charts, and tables. 
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10% +/- 5% 
 Manages medical supplies inventory; orders and stocks required medical supplies; establishes and 

reevaluates desired inventory targets based on the operational needs of nursing aids, current usage, 
and the anticipated usage within the department; submits order requests; distributes supplies when 
needed throughout the agency. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 High School Diploma or equivalent, and 1 year of electronic health records, medical documentation, 

clerical, or administrative experience; or an equivalent combination of education, training, and 
experience. 
 

 Certified Medical Billing and Coding Specialist, or an equivalent certification 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 automated office machines and equipment including a computer and 

multifunction printer. 
 

Technology Requirements 
 
 Ability to operate a variety of software including email software (Microsoft Outlook), spreadsheet 

software (Microsoft Excel), word processing software (Microsoft Word), database software (Peer 
Place, Careware), and provider billing systems. 
 

Supervisory Responsibilities 
 
 No supervisory responsibilities required.  
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, and calculate decimals and percentages. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform basic level of data analysis including the ability to review, classify, 

categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate 
and problem solve. Requires discretion in determining and referencing established standards to 
recognize interactive effects and relationships. 
 

 Ability to comprehend a variety of informational documents including patient records, minimum data 
set (MDS), information request, options invoices, discrepancy reports, grant reports, and other reports 
and records. 

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

10-CM Codes, OBRA 87 Manual, Medicare Manual, medical textbooks, HIPAA, and computer 
handbooks. 
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Medical Records Technician  
  

           Effective Date: 1993 
           Last Modified: 11.27.2019 

 Ability to prepare audit reports, patient records, diagnosis lists, admission and discharge registries 
memos, correspondence, billing invoices, supply order requests, patient archives, 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 medical billing terminology and language.   
 
 Ability to communicate effectively with physicians, nursing staff, social service personnel, 

administrator, 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: 03.30.2005 
     Last Modified: 07.27.2021 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Systems Analyst Class Number: 16101 
FLSA: Exempt Pay Grade: 11B 
Dept: Information Technology 

 
 
Classification Function   
 
The purpose of this classification is to work with users and functional managers to design and develop 
system solutions to address business needs and perform systems analysis to troubleshoot the County’s 
computer information system(s).  
 
Distinguishing Characteristics 
 
This is a technical, journey level classification that ensures computer systems meet the needs of the 
department and makes the necessary changes to the system to meet those needs. Positions at this level 
work under general supervision of a manager-level position and receive instruction or assistance as 
unusual situations arise and are expected to exercise judgment and initiative. This position is 
distinguished from Information System Analyst where the latter is responsible for more complex projects 
and systems that utilize a greater amount of County resources and 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. 
 

25% +/- 10% 
 Design’s system solutions to address department needs; works with functional managers to discuss 

business requirements; assesses needs of proposed solution; analyzes feasibility of proposed 
solution; designs solutions to meet local, state, and federal requirements for the department; designs 
software enhancements; reviews and monitors systems for inadequacies.  

 
25% +/- 10% 

 Tests and monitors system solutions to ensure they functionally meet stakeholder needs; leads 
testing efforts and ensures issues are identified, tracked, and resolved; troubleshoots issues to the 
system solution; performs follow up studies and regression tests to make sure the software still works 
after changes; ensures software properly functions according to end user requirements and data is 
appropriately validated 

 
25% +/-10% 

 Provides continued end-user support for the software system; develops training lessons and 
materials for end-users; develops charts, graphs, and reports on system data for functional managers; 
provides data to governing and regulating bodies for audits and annual reporting; redacts data when 
necessary; makes recommendations for future development of department systems. 

 
20% +/- 10% 

 Assists development of system solutions; writes scripts to extract data for analysis and system testing; 
writes technical specifications for developers or DBAs to create automated processes or develop 
database architecture; works with vendor application support to resolve issues and to develop and 
maintain process flows and documentation.  
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Systems Analyst 
   

 
Effective Date: 03.30.2005 
Last Modified: 07.27.2021 

 
5% +/- 2% 

 Stays up to date on trends, methods, and technology in the industry; reads and reviews various trade 
websites and online content; attends development meetings, conferences, and webinars.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor's degree in computer science or related field with three (3) years of computer information 

systems experience; or any equivalent combination of training and experience as defined 
below: 

 
Highest degree of education attained Experience required 

No high school diploma/GED 7 years 

High school diploma/GED 6 years 

Unrelated associate degree 5 years 

Related associate degree 4 years 

Unrelated bachelor’s degree 4 years 

Related bachelor’s degree 3 years 

Unrelated master’s/doctoral degree 3 years 

Related master’s/doctoral degree No experience required 
 

Related degree fields: information technology, computer science, management 
information systems, mathematics, statistics, communications, project management, hard 
sciences. 

 
Related work experience: computer information systems, project management, gathering 
business requirements, implementing computer-related technologies, database 
analysis/design, web design, software design, UX/UI, QA/QC. 

 
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 and equipment including personal 

computers, mainframe computer, modems, hard drives, multifunction printers, and scanners. 
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including assigned departmental information 

systems (e.g., case management systems, records management systems, jail management systems, 
etc., Milestone), database software (SQL Server, Oracle, Microsoft Access, RedGate), email software 
(Microsoft Outlook), IT support ticket software (Cherwell), productivity software (Microsoft Excel, 
Outlook, Word, PowerPoint, Teams, etc.), script editing software (Notepad++).  
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Systems Analyst 
   

 
Effective Date: 03.30.2005 
Last Modified: 07.27.2021 

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 established criteria to 
define impact and develop alternatives.  

 
 Ability to comprehend a variety of informational documents including feasibility studies, systems 

report, database sets, user reports, computer periodicals, hardware and software specifications, 
source materials, internal data requests, public records requests, log files, Cherwell tickets, and other 
reports and records. 

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

computer software manuals, computer hardware manuals, systems documentation and manuals, 
software product manuals, standard operating procedures, security standards, and the Ohio Revised 
Code. 

 
 Ability to prepare feasibility studies, statistical reports, systems instruction curriculum, department 

reports, memos, correspondence, training documents, workflows, email notifications, 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 computer system terminology and computer programming languages.  
 
 Ability to communicate effectively with managers, supervisors, vendors, consultants, state 

employees, and other County employees.  
 
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: 06.02.2014 
          Last Modified: 06.02.2014 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Network Engineering Administrator Class Number: 16398 

FLSA: Exempt Pay Grade: 19B 
Dept: Information Technology 
 
Classification Function   
The purpose of the classification is to administer the design, management and monitoring of web 
applications, database servers, domain name systems, file transfer protocols, and file and print servers 
involving various operating systems, virtualized server and storage environment, enterprise email and 
various enterprise storage platforms; configure and maintain employee internet access in conjunction 
with the Security unit; implement and manage the County’s internet presence. 
 
Distinguishing Characteristics 
 
This is a management class that works under direction from the Chief Technology Officer.  The 
employee in this class is expected to exercise discretion in applying general goal and policy 
statements, in resolving organizational and service delivery problems and in supervising assigned 
staff.  The employee in this class is also responsible for participating in establishing and enforcing the 
policies and procedures of the division. 
 
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% +/- 15% 
 Act as a project manager, developing and executing plans for consolidation, active directory 

migration, integration, print management, enterprise storage design and integration, desktop/laptop 
refresh initiative, storage and server virtualization initiative, network redundancy design and 
implementation, and county-wide backup design. 

 
            30% +/- 10% 
 Provides supervision of Network Managers and assigned staff;  prioritizes, assigns, reviews, and 

coordinates work; consults with staff to review work requirements, status, and problems; assists 
staff with complex or problem situations; defines education and training needs and promotes 
employee development; prepares employee performance evaluations as scheduled or required; 
interviews and recommends new hires;  identifies opportunities for improvement and makes 
constructive suggestions; delegates and reviews tasks and project reviews. 

 
20% +/- 10% 

 Provides support for the day-to-day operations of the infrastructure county-wide; reviews and 
prioritizes failure events, performance monitoring, and operational status reporting. 
 
            5% +/- 5% 

 Reviews, approves, and/or recommends software and hardware solutions for infrastructure assets; 
install, configure and support various hardware and software platforms. 
 

             5% +/- 5% 
 Provides management with status of the performance of the infrastructure.  
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Network Engineer Administrator 
 
  

          Effective Date: 06.02.2014 
          Last Modified: 06.02.2014 

Minimum Training and Experience Required to Perform Essential Job Functions 
 
Bachelor’s degree in computer science, electrical engineering, management information systems or a 
related field with nine (9-) years of experience in network design and installation; or any equivalent 
combination of education, training, and experience. 
 
Additional Requirements 
 
No license or certification requirements. 
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 
 
Data Utilization 
 
 Requires the ability to perform mid to upper-level data analysis including the ability to coordinate, 

strategize, systemize and correlate, using discretion in determining time, place and/or sequence of 
operations within an organizational framework. Requires the ability to implement decisions based on 
such data, and overseeing the execution of these decisions.  

 
Physical Requirements   
 
 Ability to operate a variety of automated office machines including computers and peripheral 

equipment, toners, and cable testers.  
 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees and to maintain 

standards. 
 
 Ability to provide instruction to other employees and to act on employee problems. 
 
 Ability to prepare employee performance evaluations.  
 
 Ability to recommend the discipline or discharge of employees. 
 
 Ability to recommend the transfer, promotion or salary increase of other employees. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages; understand and 

apply descriptive statistics.  
 
Language Ability & Interpersonal Communication  
 
 Ability to comprehend a variety of informational documents including timesheets, network monitor, 

network drawings, customer requests for service, billing invoices, incident tickets, and technical 
documents. 
 

 Ability to comprehend a variety of reference materials and manuals including websites, software 
applications, reference manuals, network and server documentation, and policy and procedure 
manuals. 
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Network Engineer Administrator 
 
  

          Effective Date: 06.02.2014 
          Last Modified: 06.02.2014 

 Ability to prepare network documentation, network and information technology assessments, 
customer service requests, fiscal reporting, technical analysis, personnel evaluations and 
development plans and other job related documents using prescribed format and conforming to all 
rules of punctuation, grammar, diction and style.   

 
 Ability to manage, supervise and counsel employees, convince and influence others, to record 

and deliver information, to explain procedures, to follow instructions.    
 
 Ability to develop and maintain effective working relationships with a variety of individuals within 

and outside the Department including users, colleagues, vendors, and employees and managers 
of other divisions. 

 
 Ability to use and interpret computer, data communications and infrastructure terminology and 

language.    
 
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 41 of 257



   

          Effective Date: 06.29.2017 
          Last Modified: 06.29.2017 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Supervisor, Procurement Audit  Class Number: 11011 

FLSA: Exempt  Pay Grade: 10 
Dept: Health and Human Services 
 
 
Classification Function   
The purpose of this classification is to supervise a team conducting audits of contracted service 
providers and to complete auditing duties.  
 
Distinguishing Characteristics 
This is a supervisory-level classification that is responsible for supervising a team conducting audits of 
contracted service providers.  The employee works within a framework of established regulations, 
policies, and procedures and is expected to independently exercise judgment in performing work and 
ensure that the assigned activities are completed in a timely and efficient manner.  
 
 
Essential Job Functions 
 
The following duties are normal for this classification.   These are not to be construed as 
exclusive or all-inclusive.   Other duties may be required and assigned. 
 

60% +/- 10% 
 Completes auditing duties; plans and conducts audits of contracts; prepares documents to support 

audits; produces reports of audit findings; reviews audit reports; analyzes trends and patterns 
within audit findings; conducts research on state and federal rules and regulations, industry 
standards, and best practices; develops and revises audit policies and procedures; prepares 
Request for Proposals (RFPs); prepares and reviews contracts to ensure compliance with 
applicable agency, state, and federal regulations; completes contract evaluations to determine 
provider performance; creates reports regarding contract status; conducts provider training; assists 
providers with using online data management system; develops provider training materials.  

    
20% +/- 5% 

 Supervises assigned staff; directs staff to ensure work completion and maintenance of standards; 
plans, assigns, and reviews work; provides training and instruction; evaluates employee 
performance; conducts staff meetings; responds to employee questions, concerns, and problems; 
approves employee leave requests and time sheets; recommends personnel actions including 
selection, promotion, transfer, discipline, or discharge.  

 
20% +/- 10% 

 Performs related administrative responsibilities; prepares and maintains various related reports, 
records, and other documents; responds to emails and phone calls; attends various trainings and 
meetings; represents agency at community meetings.  

 
 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s Degree in public administration, business administration, public finance or related field 

with two (2) years of experience in contract monitoring, grant administration or related field and 
one (1) year of related supervisory experience; or any equivalent combination of training and 
experience. 

 
 Valid Ohio driver license, proof of automobile insurance, and a reliable vehicle. 
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Supervisor, Procurement Audit  
 
  

          Effective Date: 06.29.2017 
          Last Modified: 06.29.2017 

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. 
 
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, evaluating, 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-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 provider billing utilization, 

client satisfaction reports, goals and objectives reports, audit reports, correspondence, and other 
reports and records. 

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

Procedures Manual, Cuyahoga County Code, Ohio Administrative Code, and Ohio Revised Code. 
 
 Ability to prepare RFPs, contracts, audit reports, contract evaluation reports, performance 

appraisals, correspondence, 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, to follow instructions.   
 
 Ability to use and interpret accounting terminology and language. 
                      
 Ability to communicate with supervisor, subordinates, other County employees, vendors, and 

the general public. 
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Supervisor, Procurement Audit  
 
  

          Effective Date: 06.29.2017 
          Last Modified: 06.29.2017 

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 44 of 257



Posted:   9/25/2024, 10/31/2024 
Meeting:  11/13/2024 

 
 

Job Title 
 
NEW 

Classification 
Number 

Current 
Pay 
Grade & FLSA 

RECOMMENDE
D 
PAY GRADE 
 & FLSA 

Department Rationale 

HRIS Specialist  14241 N/A 10B Exempt Human 
Resources 

This is a new classification requested by the Department of Human Resources based on department 
need.  The classification reflects the essential functions and minimum qualifications of the position.   

Customer Relations 
Ombudsman  

13331 N/A 15A Exempt Health and 
Human 
Services 

This is a new classification requested by Human Resources based on a position audit. The classification 
reflects the essential functions and minimum qualifications of the position.   

Manager, Special Projects 
and Business  

11221 N/A 16A Exempt Fiscal Office This is a new classification derived from a position that is currently unclassified but determined to be in 
the classified service through an analysis and recommendation of the PRC. The classification reflects the 
essential functions and minimum qualifications of the position. 

Job Title 
 
REVISED  

Classification 
Number 

Current Pay 
Grade & FLSA 

RECOMMENDED 
PAY GRADE 
 & FLSA 

Department Rationale 

Chief Forensic 
Photographer 

12212 13A Exempt 13A Exempt 
(No Change) 

Medical 
Examiner 

PRC routine maintenance. Classification last revised in 2020. Changes made to essential functions, 
physical requirements, additional requirements, and language and formatting. A technology section 
was added. No change to pay grade or FLSA status 

GIS Analyst  16152 10B Exempt 10B Exempt 
(No Change) 

Information 
Technology 

At the request of the Planning Commission, Planning Commission was added to the applicable” 
Departments” so this position would be available for them to utilize. 

Medical Records 
Technician  

17021 6A Non-Exempt 6A Non-Exempt 
(No Change) 

Health and 
Human Services 

PRC routine maintenance. Classification last revised in 2019. Changes made to distinguishing 
characteristics, essential functions, and language and formatting. A technology section was added. 
No change to pay grade or FLSA status 

Systems Analyst  16101 10B Exempt 11B Exempt Information 
Technology 

PRC routine maintenance. Classification last revised in 2020. Changes made to essential functions, 
technology requirements, and language and formatting. No change to FLSA status. Pay grade 
increased from 10B to 11B 
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DELETED CLASSIFICATION PAY GRADE and FLSA 
STATUS 

DEPARTMENT Rationale 

Network Engineering 
Administrator 16398 

19B Exempt Information 
Technology 

This position is vacant and the IT department currently has no plans to utilize this position in the future. 

Supervisor, Procurement 
Audit 11011 

10A Exempt Health and Human 
Services 

This position is vacant and the department currently has no plans to utilize this position in the future. 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0019 
 

 

Sponsored by: Councilmember 

Sweeney 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 December 4, 2024, the Personnel Review Commission met 

and recommended the classification changes (attached hereto as Exhibits A 

through J) 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: Applications Analyst 

  Number:  16531 

Pay Grade: 12B/Exempt 
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  Proposed Revised Classifications: 

 

Exhibit B: Class Title:  Manager, Tax Collection (Administrator, Tax 

Collection Division) 

  Class Number: 11161 

Pay Grade:  13A/Exempt  

*Changes requested by the County Treasurer Department.  

Changes were made to the essential job functions, minimum 

qualifications, and language and formatting.  A minimum 

qualifications equivalencies section was added.  No change to 

the pay grade or FLSA status. 

 

Exhibit C: Class Title: Human Resources Business Partner             

Class Number: 14112 

    Pay Grade:  11A/Exempt (No change)   

* Changes requested by the Human Resources Department.  

Supervisory responsibilities were added to the position.  No 

change to pay grade or FLSA status.  

 

Exhibit D: Class Title: Information Technology Senior Project Manager  

Class Number: 16092 

    Pay Grade:  15B/Exempt   

* Update requested by Information Technology Department.  Changes 

were made to distinguishing characteristics, essential functions, 

minimum requirements, language and formatting, and an 

equivalency table.  A required certification was added to the 

minimum qualifications.  Pay grade changed from 13B to 15B. 

 

Exhibit E: Class Title: Manager, Parking Facility   

Class Number: 15132 

    Pay Grade:  10A/Exempt (No change)    

* PRC routine maintenance. Classification last revised in 2020.  

Changes were made to the essential functions, physical 

requirements, language and formatting and an equivalency table 

was added to the minimum qualifications.  No change to FLSA 

status.  

 

Exhibit F: Class Title: Supervisor, Pathology Assistant   

Class Number: 17002 

    Pay Grade:  11A/Non-Exempt  

* PRC routine maintenance. Classification last revised in 2020.  

Updates were made to language and formatting.  A technology 

requirement and a minimum qualification equivalencies section 

was added.  Pay grade increased from 10A to 11A.   

 

Proposed Deleted Classifications: 
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Exhibit G: Class Title: Business Administrator 1   

   Class Number: 11031 

    Pay Grade:  6A/Exempt  

* The positions in the Business Administrator series 1-4 were 

replaced with two positions: the Business Administrator and 

Supervisor, Business Administrator to increase efficiency 

reduce redundancy.  All employees have been moved to new 

positions and this position is now vacant. 

 

Exhibit H: Class Title: Business Administrator 2   

   Class Number: 11032 

    Pay Grade:  8A/Exempt  

* The positions in the Business Administrator series 1-4 were 

replaced with two positions: the Business Administrator and 

Supervisor, Business Administrator to increase efficiency 

reduce redundancy.  All employees have been moved to new 

positions and this position is now vacant. 

 

Exhibit I: Class Title: Business Administrator 3   

   Class Number: 11033 

    Pay Grade:  10A/Exempt  

* The positions in the Business Administrator series 1-4 were 

replaced with two positions: the Business Administrator and 

Supervisor, Business Administrator to increase efficiency 

reduce redundancy.  All employees have been moved to new 

positions and this position is now vacant. 

 

 

Exhibit J: Class Title: Business Administrator 4   

   Class Number: 11034 

    Pay Grade:  14A/Exempt  

* The positions in the Business Administrator series 1-4 were 

replaced with two positions: the Business Administrator and 

Supervisor, Business Administrator to increase efficiency 

reduce redundancy.  All employees have been moved to new 

positions and this position is now vacant. 

 

   

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. 
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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 cedsh1 

          

 

     

    Clerk of Council    Date ccdsh1 

 

 

 

First Reading/Referred to Committee: January 14, 2025 

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

 

Journal________________ 

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

 
 

CUYAHOGA COUNTY  
PERSONNEL REVIEW COMMSSION  

MEMORANDUM 
 
 
Date:  January 8, 2024 
 
To:  Cuyahoga County Council President Dale Miller 
 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 December 4, 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 

Applications Analyst 16531 12B Exempt Information Technology 

 
PROPOSED REVISED CLASSIFICATIONS 

REVISED CLASSIFICATIONS 
(Revised Title) 

CURRENT PAY 
GRADE & FLSA 

RECOMMENDED 
PAY GRADE & FLSA 

DEPARTMENT 
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Manager, Tax Collection 11161 
(Administrator, Tax Collection 
Division) 

12A Exempt 13A Exempt Treasurer 

Human Resources Business 
Partner 14112 

11A Exempt 11A Exempt 
(No Change) 

Human Resources 
and  
Sheriff’s Department 

Information Technology Senior 
Project Manager 16092 

13B Exempt 15B Exempt Information 
Technology 

Manager, Parking Facility 15132 10A Exempt 10A Exempt 
(No Change) 

Public Works 

Supervisor, Pathology Assistant 
17002 

10A Non-
Exempt 

11A Non-Exempt Medical Examiner’s 
Office 

 
DELETED CLASSIFICATION PAY GRADE and FLSA 

STATUS 
DEPARTMENT 

Business Administrator 1 11031 6A Exempt All Departments 
Business Administrator 2 11032 8A Exempt All Departments 
Business Administrator 3 11033 10A Exempt All Departments 
Business Administrator 4 11034 14A 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   Kelli Neale, Program Officer 4   
         Andria Richardson, Clerk of Council  
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Applications Analyst Class Number: 16531 
FLSA: Exempt Pay Grade: 12B 
Dept: Information Technology 

 
 
Classification Function   
 
The purpose of this classification is to work with users and functional managers to design and develop 
system solutions to address business needs and perform systems analysis to troubleshoot the County’s 
Enterprise application system(s).  
 
Distinguishing Characteristics 
 
This is a technical, journey level classification that ensures application systems meet the needs of the 
department and makes the necessary changes to the applications to meet those needs. Incumbents in 
this position work towards operational effectiveness and to maintain and support specific software 
applications. Positions at this level receive instruction or assistance as unusual situations arise and are 
expected to exercise judgment and initiative.  
 
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% 
 Administers system security; sets up new users and removes inactive users; adds and removes 

elevated security; performs security audits; determines appropriate security access and roles. 
    

  25% +/- 10% 
 Assists with development of system solutions; analyzes and creates system reporting via database 

scripts and reporting tools such as running, compiling, monitoring, and auditing system and data 
reporting needs; identifies trends in data and data cleanups or corrections needed; writes technical 
specifications for technical staff such as developers, database administrators, or network engineers 
to create new applications, enhancements to existing systems, and automated processes; works with 
vendor support to resolve issues. 

 
  20% +/- 10% 
 Provides continued end-user support for software systems; develops and delivers training lessons 

and materials for end-users; develops charts, graphs, and reports on system data for functional 
managers; provides data to governing and regulating bodies for audits and annual reporting; redacts 
data when necessary; designs system solutions to address department needs; works with functional 
managers to discuss business requirements; assesses needs of proposed solution; analyzes 
feasibility of proposed solution; designs solutions to meet local, state, and federal requirements for 
the department; designs software enhancements; makes recommendations for future development. 

 
15% +/- 5% 

 Implements system updates such as upgrades, patches, new releases, tracking, documentation, 
follow-up of progress, monitoring and distribution of release notes, testing, and sign offs; tests and 
monitors system solutions to ensure application properly functions according to end user 
requirements and data is appropriately validated; leads testing efforts and ensures issues are 
identified, tracked, and resolved; troubleshoots issues to the system solution; performs follow up 
studies and regression tests to make sure the software still works after changes.  
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15% +/- 5% 

 Tracks, documents, analyzes and follows up on status of bug fixes, data corrections, enhancement 
requests, and problems; works with vendor, technical and functional resources, management, and 
end users to track information gathering, testing, and planning. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor's degree in computer science, information technology, or related field with three (3) years 

of computer information systems experience; or any equivalent combination of training and 
experience as defined below: 

 
Highest degree of education attained Experience required* 

No high school diploma/GED 7 years 

High school diploma/GED 6 years 

Unrelated associate degree 5 years 

Related associate degree 4 years 

Unrelated bachelor’s degree 4 years 

Related bachelor’s degree 3 years 

Unrelated master’s/doctoral degree 3 years 

Related master’s/doctoral degree No experience required 
 

Related degree fields: computer science, management information systems, 
mathematics, statistics, communications, project management, hard sciences, social 
sciences, philosophy, or information technology fields. 

 
Related work experience: computer information systems, project management, gathering 
business requirements, implementing computer-related technologies, database 
analysis/design, web design, software design, UX/UI, QA/QC, OnBase,JMS systems, 
CRP systems, case management systems, ERP systems (Infor, Oracle, SAP, Workday, 
Microsoft Dynamics, Sage, Acumatica, IFS, Epicor), analytics, supply chain management, 
application support, application user security, system analysis, report creation/support 
(SQL, SSRS, Cognos, Crystal, Tableau, Power BI), workflows, programming (C#, Visual 
Basic, Python, JavaScript, Go, Java, Kotlin, PHP), troubleshooting.  
 
 
*Certifications are equivalent to six (6) months of the experience requirement. 
Certifications must be in a current information technology field as deemed relevant by the 
hiring managers (e.g., application development, analytics, Microsoft, ITIL/ITSM, Cisco, 
Solaris, Linux, VMWare, CompTIA, etc.). 

 
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 and equipment including a computer and 

multifunction printer. 
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Technology Requirements 
 
 Ability to operate a variety of software and databases including database software (SQL Server, Visio, 

Microsoft Access), email software (Microsoft Outlook), spreadsheet software (Microsoft Excel, 
Notepad++), word processing or script editing software (Microsoft Word, Notepad++, Planner, 
OneNote).  

 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

statistics and algebraic expressions. 
 
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 established criteria to 
define impact and develop alternatives.  

 
 Ability to comprehend a variety of informational documents including system 

patch/upgrades/enhancement details, security request forms, audit requests, system 
documentation/instructions, testing/remediation results, system instructions, requests for proposal 
(RFP), and other reports and records. 

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

computer software manuals, computer hardware manuals, systems documentation and manuals, 
software product manuals, standard operating procedures. 

 
 Ability to prepare testing scripts and tracking, data reports, system patch/upgrades/enhancement 

details, RFPs, 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 computer system terminology and computer programming languages.  
 
 Ability to communicate effectively with managers, supervisors, vendors, consultants, state 

employees, and other County employees.  
 
 
 
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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Administrator, Tax Collection Division Class Number: 11161 
FLSA: Exempt Pay Grade: 12A 
Dept: County Treasurer 

 
 
Classification Function   
 
The purpose of this classification is to administer the County Treasurer’s Office tax collection activities. 
 
Distinguishing Characteristics 
 
This is a management classification with responsibility for performing and overseeing the tax collection 
activities of the County Treasurer’s Office including administration of taxpayer services and tax support 
functions. This class works under the direction of the Deputy Treasurer and works within a broad 
framework of policies, procedures, regulations, and laws. The employee exercises discretion and 
judgment and participates in the development of departmental policies and procedures to ensure 
compliance with legislative requirements and is responsible for ensuring that the division’s activities are 
completed in a timely and accurate manner.  
 
Essential Job Functions 

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

40% +/- 10% 
 Manages and oversees the department’s tax collection and tax support activities; develops property 

tax collection plans for billing in collaboration with internal stakeholders; assists subordinate 
employees with resolving escalated tax issues, problems, and disagreements as they arise from 
taxpayers; monitors performance of office programs; strategizes to encourage greater taxpayer 
engagement; assists in preparation of tax lien certificate sales; reviews bankruptcy lists and ensure 
they are current and accurate; assists staff with planning for participation in Board of Revision 
hearings; monitors Sheriff’s sales and related tax prorations; assists with office outreach 
programming to ensure sufficient coverage; determines procedures for delinquent payment plans, 
refund requests, and penalty remissions for unit; directs implementation of delinquent tax payment 
plans; maintains electronic and hard copy files of payment adjustments; stays up-to-date on any 
relevant changes made to the Ohio Revised Code to ensure tax collection activities align with state 
law. 
       
           20% +/- 10% 

 Evaluates agency operations within the areas of taxpayer services and tax support functions; 
maintains, analyzes, and monitors statistics for taxpayer services and tax support functions; 
participates in post-tax collection period review; researches best practices and current trends to 
evaluate efficiency of current practices; counsels agency leadership regarding revisions to direct 
taxpayer services and tax support operations; reviews policies and procedures and submits proposals 
to management on potential improvements and efficiencies. 
      
           15% +/- 5% 

 Oversees delivery of key agency functions by subordinate employees; audits work of subordinate 
employees; provides final authorization of work for complete processing. 
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           10% +/- 5% 
 Supervises and directs the work of Fiscal Office Supervisors; 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.        
    
           10% +/- 5% 

 Manages tax refunds process; completes initial analysis of both hard-copy and electronic tax refund 
requests; prepares refund requests for file processing; coordinates intraoffice communication and 
multiple County computing and data processing systems to complete refund requests. 
 

5% +/- 2% 
 Performs supporting administrative responsibilities; prepares various reports, records, and other 

documents; responds to emails and phone calls; attends various trainings and meetings; prepares 
resource documents and training materials; represents the Treasurer in meetings, forums, or 
community events; answers the public’s questions; answers media questions as needed. 

    
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor’s degree in business administration, accounting, finance, economics, or a related field with 

seven (7) years of public sector treasury operations experience including two (2) years of supervisory 
experience; or any equivalent combination of education, training, and experience as defined 
below.  
 

Highest degree of education attained  Experience required  

High school diploma/GED  13 years 

Unrelated associate degree  11 years  

Related associate or unrelated bachelor’s degree  9 years  

Related bachelor’s degree or unrelated 
master’s/doctoral degree 

7 years  

Unrelated master’s/doctoral degree  5 years  
 
Related degree fields: accounting, business administration and management, data 
analytics, economics, finance, financial management, human resources, information 
systems, management, mathematics, operations management, public administration, 
public policy, statistics. 

Related work experience: public sector financial management, business systems analysis, 
public sector accounting. 

Supervisory experience: two (2) years of supervisory experience must be in public sector 
treasury operations experience and cannot be substituted. 

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

 
Physical Requirements   
 
 Ability to operate a variety of automated office machines and equipment including a computer,  

multifunction printer, mail sorting equipment, and payment kiosk/scanners. 
 
Technology Requirements 
 
 Ability to operate a variety of software including email word processing software (Microsoft Word), 

spreadsheet software (Microsoft Excel), electronic mail software (Microsoft Outlook), presentation 
software (Microsoft PowerPoint, Publisher) and real property tax database software. 

 
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 such 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including internal refund request forms, 

penalty remission applications, claim for tax refund, abatement requests, transfer requests, property 
tax payments, bankruptcy list, tax lien list, Sheriff’s sale proration list, correspondence, and 
timesheets.  
 

 Ability to comprehend a variety of reference books and manuals including the Employee Handbook, 
Ohio Revised Code (ORC), collective bargaining agreement (LIUNA Local 860 contract), and 
Treasurer’s Office Policies & Procedures. 

 
 Ability to prepare quarterly department update reports, internal refund forms, remission of penalty 

return notices, warrant requests, productivity statistics and reports, parcel analysis queries, employee 
training materials, employee performance appraisals, spreadsheets, executive office metric reports, 
standard operating procedures, training slideshows and materials, correspondence, and other job-
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related documents using prescribed format and conforming to all rules of punctuation, grammar, 
diction, and style.   

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

information, to explain procedures, and to follow instructions. 
 
 Ability to use and interpret basic accounting terminology and language. 
 
 Ability to communicate with direct reports, management, coworkers, subordinate employees, County 

Treasurer and Chief Deputy Treasurer, Fiscal Office staff, other County employees and departments, 
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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Human Resources Business Partner Class Number: 14112 

FLSA: Exempt Pay Grade: 11A 
Dept: Human Resources and Sheriff’s Department 
 
 
Classification Function  
 
The purpose of this classification is to provide Human Resources consultation to County agencies in 
achieving agency goals and ensuring the proper application of civil service laws, rules, collective 
bargaining agreements, and related policies and procedures. 
 
Distinguishing Characteristics 
 
This is a supervisory level classification with responsibility for collaborating with Human Resources 
Managers and agencies to plan, engage, and strategize Human Resources outcomes. The employee 
works within a framework of established regulations, policies, procedures, and collective bargaining unit 
agreements (CBA). The incumbent is expected to rely on experience to independently exercise judgment 
in performing work and ensure that assigned activities are planned and completed in a timely and efficient 
manner. This classification differs from the Human Resources Generalist in that this classification has 
more complex work, requires more work experience, and acts as a first-line supervisor. 
 
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% 
 Works collaboratively with the Manager, Human Resources to plan, engage, and strategize Human 

Resource outcomes for their assigned agency; works along-side Manager, Human Resources to plan 
Human Resources activities for agencies, departments, and individual stakeholders; leads projects, 
committees, teams, initiatives, and other various aspects of Human Resources service delivery. 

           
30% +/- 10% 

 Partners with agency management to recommend and develop programs and procedures that 
improve the effectiveness and efficiency of agency operations; analyzes the effects of new laws or 
administrative regulations on Human Resource programs; works with the Manager, Human 
Resources and the Human Resources Leadership Team to develop and implement strategies and 
practices in alignment with assigned agency objectives and goals; identifies and resolves Human 
Resource issues and concerns.; serves as a liaison between  employees, management, and training; 
Supports Human Resource services for assigned County agency in the area of employment and 
benefits; ensures compliance with and provides interpretation of Equal Employment Opportunity 
(EEO) guidelines relating to personnel processes; communicates with staff about employment benefit 
programs; participates in new employee orientation program. 

 
 
  

10% +/- 5% 
 Assists with employee corrective action process and administration of CBAs under the guidance of 

the Labor Relations unit; gathers statements; investigates complaints; conducts pre-disciplinary 
hearings regarding performance and leave issues. 
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10% +/- 5% 
 Supervises and directs the work of Human Resource Associates; directs staff to ensure work 

completion and maintenance of standards; plans, assigns, and reviews work; 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 payroll, timesheets, requests for leave and overtime; monitors and provides for training needs; 
recommends personnel actions including selection, promotion, transfer, discipline, or discharge. 

 
10% +/- 5% 

 Performs supporting administrative duties; represents the assigned agency for all Human Resources 
related activities and meetings; reviews and approves Family and Medical Leave Act (FMLA) 
requests; updates organizational charts; researches, analyzes, and presents data; writes reports; 
gives presentations to management; troubleshoots data and reports; provides reports requested by 
department directors or managers. 

  
 
 
  

Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in human resources management or a related field of study with five (5) years of 

human resources experience; or any equivalent combination of training, education, and experience.  
 

Highest degree of education attained Experience required 

High school diploma/GED 9 years 

Unrelated associate degree 7 years 

Related associate degree 7 years 

Unrelated bachelor’s degree 7 years 

Related bachelor’s degree 5 years 

Unrelated master’s/doctoral degree 5 years 

Related master’s/doctoral degree 3 years 
 

Related degree fields: labor relations, business management., organizational 
development, industrial/organizational psychology, liberal arts, or social sciences. 

 
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 software (Microsoft Outlook), spreadsheet 

software (Microsoft Excel), and word processing software (Microsoft Word). 
 
Supervisory Responsibilities 

Page 61 of 257



Human Resources Business Partner 
  

           Effective Date: 04.13.2017 
           Last Modified: 10.17.2022  

 
 Ability to assign, review, and plan 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-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 CBAs, personnel files, FMLA 

requests, medical documentation, seniority reports, discipline documents, time adjustment forms, and 
other reports and records.  

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

Employment Laws, Ohio Revised Code, and Benefits Manual.  
 
 Ability to prepare project management plans, Performance Improvement Plans (PIPs), policies, 

procedures, templates, organization charts, reports, memos, request for leave of absence 
notifications, FMLA designations, timesheets, and other job-related documents using prescribed 
format and conforming to all rules of punctuation, grammar, diction, and style.  

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

information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret Human Resources terminology and language.  
 
 Ability to communicate effectively with employees, supervisor, department leadership, department 

employees, executive staff, unions, and fiscal employees.  
 
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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Information Technology Senior Project Manager Class Number: 16092 
FLSA: Exempt Pay Grade: 15B 
Dept: Information Technology 

 
 
Classification Function  
 
The purpose of the classification is to organize, plan, and coordinate multi-program Information 
Technology projects that are time-limited and involve more than one internal and/or external stakeholder 
across organizational lines. Employee coordinates planning activities for specialized projects ensuring 
sufficient resources are available and involved.  
 
Distinguishing Characteristics 
 
This is a senior-level project management classification responsible for overseeing large, multi-faceted 
Information Technology projects. This class works under the direction of the PMO Administrator and  
senior management and is expected to drive high-impact projects and  resolve organizational and service 
delivery problems swiftly and efficiently. The employee in this class  facilitates collaboration and ensures 
strategic alignment with Information Technology and Executive Administration goals. The Senior Project 
Manager is distinguished from the Project Manager by the years of experience and the technical 
complexity of the assigned projects. 
 
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. 
 

45% +/- 10% 
 Oversees the management of large, multi-faceted projects to ensure that requirements are met and 

that projects are completed on time and on budget; assesses client needs and  works with subject 
matter experts to recommend solutions; establishes clear project objectives and performance  
metrics;; manages and coordinates cross-functional project teams; determines  resource 
requirements, roles, and responsibilities for project teams; creates project charters to define the 
project's objectives, deliverables, scope, milestones, known risks, and dependencies; ensures clear 
alignment between stakeholders and the project team from initiation to completion; creates and 
executes comprehensive project plans and revises as necessary in order to meet changing needs 
and requirements; monitors project timelines and milestones, adjusting as necessary to keep the 
project on track utilizing decision logs and approval processes;; identifies and implements strategies  
to improve project performance; facilitates procurement and delivery process; keeps administration 
informed of status of projects; facilitates client meetings with clients, vendors, consultants, and 
stakeholders to clarify goals, set expectations, address concerns, and provides status updates; 
facilitates end user testing and issue resolutions; receives final acceptance of project deliverables. 

    
30% +/- 10% 

 Manages changes in project scope, schedule, or resources effectively and with minimal disruption; 
oversees project budgets, ensuring financial control and cost-effectiveness; identifies potential 
risks, develop mitigation strategies, and monitor for issues throughout the project lifecycle. 

; integrates project management plans with performance objectives and goals of the organization; 
provides the sharing of technical and management knowledge across project functional and departmental 
lines; identifies potential risks, develops mitigation strategies, and monitors for issues throughout the 
project lifecycle;; establishes and oversees feedback loops, ensuring continuous evaluation and 
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optimization of processes to enhance project outcomes and team performance; ensures the project 
meets quality standards by implementing appropriate testing and validation processes. 

 
15% +/- 5% 

Leads the requirements gathering process to identify, document, and validate business and technical 
needs, ensuring that the project scope aligns with stakeholder expectations and project goals; leads kick-
off meetings to align stakeholders, clarify project goals, and set expectations for timelines, roles, and 
deliverables with the entire project team; creates RACI charts to clearly define team roles and 
responsibilities, ensuring accountability and efficient decision-making throughout the project.   
     

10% +/- 5% 
 Conducts lessons learned sessions to evaluate project performance and capture insights to ensure 

continuous improvement for future projects; attends and participates in professional group meetings, 
conferences, seminars and training; stays abreast of new trends and innovations in the field of 
computer technology; researches and evaluates software, hardware and technology products and 
trends; consults with other agencies, outside government and private organizations to their approach 
to projects and their experience with vendors. 

  
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor's degree in computer science, business administration, or a related field and seven (7) 

years IT project management experience; or any equivalent combination of education, training, 
and experience as defined below.  
 

  Highest degree of education attained Experience required 

High school diploma/GED 11 years 

Unrelated associate degree 10 years 

Related associate or unrelated bachelor’s degree 9 years 

Related bachelor’s degree 7 years 

Unrelated master’s/doctoral degree 7 years 

Related master’s/doctoral degree 5 years  
 

Related degree fields: computer science, business administration, information technology, 
finance, accounting, computer programming, computer engineering, business management. 

 
Related work experience:  

 
 A Project Management Professional certification is required at the time of hire.  
 
Additional Requirements 
 
 No additional 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 computer and multifunction 

printer. 
 
Technology Requirements 
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 Ability to operate a variety of software and database including email software (Microsoft Outlook), 

presentation and diagram software (Microsoft PowerPoint), project tracking software (Microsoft 
Project, Microsoft SharePoint), spreadsheet software (Microsoft Excel), teleconferencing software 
(Microsoft Teams), word processing software (Microsoft Word).  

 
Supervisory Responsibilities 
 
 No supervisory responsibilities required. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages; perform routine and 

advanced statistics, and algebra.  
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid to upper-level data analysis including the ability to coordinate, 

strategize, systemize and correlate, using discretion in determining time, place and/or sequence of 
operations within an organizational framework. Requires the ability to implement decisions based on 
such data and overseeing the execution of these decisions.  

 
 Ability to comprehend a variety of informational documents including Statements of Work, project 

charters, project plans, timelines, workflow charts, procedural diagrams, status reports, compliance 
reports, internet research for IT related products or services, vendor invoices, project documentation, 
requests for information, requests for proposal, requests for bids, project recommendations, , 
performance evaluations, billing statements, vendor quotes and invoices, Service Level Agreements 
(SLA), a variety of ERP reports, purchase orders, contracts, and project budgets. 

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

Handbook, project management standards and frameworks, documentation and trade publications, 
software white papers, County processes and procedures, Ohio Revised Code, Payment Card 
Industry Data Security Standard,and ADA compliance requirements. 

 
 Ability to prepare status and project budget reports, data compiled for IT related products and services 

project metrics and KPI’s, invoices, project documentation, project plans and schedules, requests for 
bid, requests for proposal, contracts, purchase orders, project charters, status reports, decision logs, 
Post Implementation Retrospective, 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 contract, computer, project management, and circuitry terminology and 

language. 
 

 Ability to develop and maintain effective working relationships with a variety of individuals within and 
outside the Department and to communicate with staff, users, vendors, clients, and outside agencies, 
departmental employees and senior managers. 

  
 
Environmental Adaptability 
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 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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Manager, Parking Facility  Class Number: 15132 

FLSA: Exempt Pay Grade: 10A 
Dept: Public Works 
 
 
Classification Function  
 
The purpose of this classification is to direct the operations of all of Cuyahoga County owned and 
leased parking facilities and supervise the Supervisor, Parking Facility and other assigned staff.  
 
Distinguishing Characteristics 
 
This is a management level classification with responsibility for planning, directing, and controlling the 
Parking Services Division of the Public Works under general direction. This class requires the solution 
of operational, technical, administrative, and management problems related to parking facilities. The 
employee is expected to meet, consult, and collaborate with the Supervisor, Parking Facilities to 
discuss plans, projects, and objectives, and to present solutions to identified concerns. The incumbent 
exercises discretion in applying policies and procedures to resolve organizational issues and to ensure 
that assigned activities are completed in a timely and efficient manner.  
  
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 

 
35% +/- 10% 

 Reviews and forwards daily, weekly, and monthly financial statements; organizes data and 
prepares reports; maintains a database of monthly customers; maintains inventory records; 
completes monthly tax preparation spreadsheets to send to the fiscal office; reviews overtime 
report; reviews accounts receivable reports; prepares daily cash reconciliation report. 

 
35% +/- 10% 

 Directs the overall operations of multiple parking facilities; monitors the operating budget for the 
division; assists with planning and coordination of the division; administers agreements with 
vendors including reviewing all quotes; monitors revenue intake of parking facilities; responds to 
customer complaints; updates reports and repair owe slip database; coordinates for snow and ice 
removal in parking facilities; evaluates the locations for cleanliness and safety hazards; oversees 
process for reimbursement of parking fees; communicates with the Sheriff’s department about 
safety and security issues; collects revenue receipts from remote parking facilities; performs routine 
parking facility duties such as filling salt spreaders, inspecting locations for cleanliness and safety 
hazards,  and moving signage; coordinates contracted services related to new construction or 
maintenance on parking facilities; plans and develops future business operations to meet goals and 
objectives. 

 
25% +/- 10% 

 Supervises and directs the work of parking facility supervisors and other assigned staff; assigns and 
schedules work for various parking facilities; directs staff to ensure work completion and 
maintenance of standards; plans, assigns, and reviews work; 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 
payroll, timesheets, requests for leave and overtime; develops unit work plans and work 
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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; processes mileage and parking reimbursement. 

 
5% +/- 2% 

 Performs other supporting administrative duties; functions as County liaison to other departments 
and public and private entities; delivers daily deposits to the bank, prepares various reports, 
records, and other documents; responds to emails and phone calls; attends various trainings and 
meetings. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Associates degree in business administration or related field and three (3) years of experience in 

parking facilities management or parking operations; or any equivalent combination of training 
and experience as defined in the table below.  
 

Highest degree of education attained Experience required 

High school diploma/GED 7 years 

Unrelated associate degree 5 years 

Related associate or unrelated bachelor’s degree 3 years 

Related bachelor’s or any graduate degree 2 years 
 

Related degree fields: project management, finance, accounting, public administration 
 

Related work experience: budget and revenue review 
 
Additional Requirements 
 
 No special license or certification is required.  
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to stand and walk for a prolonged period of time and ability to push, pull, and lift up to 50 lbs.  

 
 Ability to operate a variety of office machines and equipment including a computer and multifunction 

printer. 
 
 Ability to operate pay machines, ticket spitters, credit card servers, and entrance/exit gates. 

 
Technology Requirements 
 
 Ability to operate a variety of software and databases including email software (Microsoft Outlook), 

spreadsheet software (Microsoft Excel), and word processing software (Microsoft Word). 
 
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. 
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• 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-level data analysis including the ability to audit, deduce, assess, 

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

 
 Ability to comprehend a variety of informational documents including billing invoices, personal 

checks, daily deposit receipts, architectural drawings, certified department order, mileage 
reimbursement, and other reports and records. 

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

collective bargaining agreement, Standard Operations Procedure Manual, ADA requirements, and 
parking equipment manuals. 

 
 Ability to prepare daily, weekly, and monthly financial reports, work orders, performance appraisals, 

parking statistics, costing sheets, and other job-related documents using prescribed format and 
conforming to all rules of punctuation, grammar, diction, and style.  

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

information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret basic accounting terminology and language.  
 
 Ability to communicate effectively with customers, venders, Sheriff’s department, employees, 

Director, other County employees, and the general public.  
 
Environmental Adaptability 
 
 Work is typically performed in an office environment and at parking facilities. 
 
 Work may involve exposure to temperature/weather extremes, strong odors, smoke, dust, or pollen, 

wetness or humidity, bright/dim lights, noise extremes, and traffic hazards.  
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 
Class Title: Supervisor, Pathology Assistant Class Number: 17002 
FLSA: Non-Exempt Pay Grade: 11A 
Dept: Medical Examiner’s Office 

 
 
Classification Function   
 
The purpose of this classification is to provide autopsy assistance to the Medical Examiner and to assist 
in the supervision of department staff, ensuring a clean, safe work environment, regulatory compliance, 
and proper training and performance. 
  
Distinguishing Characteristics 
 
This classification is a first-line supervisor level classification that receives direction from the supervising 
Deputy Medical Examiner. Incumbents in this classification are expected to exercise discretion in 
applying goal and policy statements, in resolving any of the unit’s service delivery problems and in 
supervising assigned staff. Incumbents are expected to use judgment in performing duties and exercise 
discretion in following protocol, procedures, laws, and regulations in the performance of duties.  

Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 
                       30% +/- 10% 
 Assists Pathologist with autopsy procedures; prepares decedents for autopsy; performs evisceration 

of decedents; collects specimens and evidence taken during autopsy; performs x-rays of decedents; 
assists in external and internal examination of decedents; performs specialized dissection 
techniques; disposes of biohazard materials including fixed tissue, organs, and other refuse from 
autopsy; maintains autopsy logs. 

  
            20% +/- 10% 
 Supervises and directs the work of Pathology Assistants and departmental students/interns; directs 

staff to ensure work completion and maintenance of standards; plans, assigns, and reviews work; 
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 payroll, 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. 

 
            20% +/- 10% 
 Maintains clean, safe work environment; performs cleaning and maintenance of the work environment 

before and after autopsy; ensures that workstations are properly stocked and prepared, replacing 
supplies as needed; replaces instruments for autopsy; prepares labels for autopsy samples and 
specimens; transfers and maintains evidence in storage. 

  
           10% +/- 5% 

 Performs inventory control functions; maintains inventory of consumable items; prepares purchase 
orders as needed; ensures certification of vendors prior to placing orders; obtains product information 
and quotes from vendors. 
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20% +/- 10% 
 Manages a variety of administrative assignments; ensures compliance with registrations, licensing, 

etc.; maintains and updates departmental manuals; reviews and updates departmental inventory 
forms; maintains unit’s adherence to established departmental policies and procedures, quality 
assurance, and safety protocols; assists visiting students with completion of registration forms and 
waivers; assist with training of visiting students and residents.       
   

Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Associate degree in anatomy, biology, forensic science, mortuary science, or related field and five (5) 

years of experience in forensic autopsy or related experience; or an equivalent combination of 
training and experience as defined in the table below. 

 
Highest degree of education attained Experience required 

High school diploma/GED  7 years 

Unrelated associate degree 7 years 

Related associate degree 5 years 

Unrelated bachelor’s degree 5 years 

Related bachelor’s degree 3 years 

Unrelated master’s/doctoral degree 5 years 

Related master’s/doctoral degree  1 year 
 

Related work experience: funeral home services, embalming. 
 
Additional Requirements 
 
 Completion of FEMA ICS 100, 200, and 700 courses is required within probationary period (180 

days). 
   
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 
 
Physical Requirements   
 
 Ability to operate a variety of automated office machines including computers and peripheral 

equipment.  
 
 Ability to use a variety of tools and equipment including x-ray equipment, autopsy instruments, pallet 

jack, and an incinerator. 
 

 Ability to stand for a prolonged period of time, walk, bend, crouch, and push, pull or lift up to 200 lbs. 
(with assistance). 

 
Technology Requirements 
 
 Ability to operate a variety of software and databases including word processing software (Microsoft 

Word), spreadsheet software (Microsoft Excel), electronic mail software (Microsoft Outlook), desktop 
publishing software (Microsoft Publisher), and construction management software (Appia). 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan, and coordinate the work of other employees, and to maintain standards. 
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 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-level data analysis including the ability to audit, deduce, assess, 

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

 
 Ability to comprehend a variety of informational documents including statistical reports, monthly 

dosimetry reports, packing slips, Department of Health updates, preventative maintenance reports, 
calibration documents, police/EMS reports, patient/hospital records, and organ and tissue 
procurement documents. 
  

 Ability to comprehend a variety of reference books and manuals including the Employee Handbook, 
department standard operating procedures, forensic science books and journals, training manual, 
instrument/equipment manual, safety manual, quality assurance manual, Ohio Department of Health 
Radiology regulations, Ohio Revised Code, and hazardous materials information. 

 
 Ability to prepare tissue disposal records, monthly statistical reports, purchase orders, employee 

injury forms, employee evaluations, autopsy logs, autopsy labels, radiologic review records, 
equipment inventory records, and other job-related documents using prescribed format and 
conforming to all rules of punctuation, grammar, diction, and style.  

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

information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret medical/scientific terminology and language.  
 
 Ability to communicate and to develop and maintain effective working relationships with employees, 

other departmental employees, pathologists, students, law enforcement, partner organizations, 
vendors, and those in attendance/observance of autopsy. 

 
Environmental Adaptability 
 
 Work is typically performed in an office/laboratory environment.  
 
 Work may involve exposure to strong odors, disease, toxic agents, bodily fluids, bright/dime lights, 

hot/cold, electrical currents, noise extremes, and morgue equipment/machinery. 
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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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Business Administrator 1 Class Number: 11031 

FLSA: Non-Exempt Pay Grade: 6A 
Dept: All departments 
 
 
Classification Function   
 
The purpose of this classification is to assist higher level administrative staff (business administrators, 
fiscal officers or administrative officers) in the planning and administration of routine fiscal activities for 
a County department. This classification has budgetary accountability of less than $0.5 million.  
 
Distinguishing Characteristics 
 
This is any entry-level position that is responsible for assisting higher level administrative staff with the 
planning and administration of routine fiscal activities for a County department. The incumbent 
exercises discretion in following and ensuring adherence to protocol, procedures, laws, and regulations 
in the performance of duties.  
 
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% 
 Assists higher level administrative staff or managers in the planning and administration of 

routine fiscal activities for a County department; performs accounting, payroll, purchasing, or 
inventory control functions; assists in the development and preparation of budgets; reviews final 
budgetary recommendations; reviews the receipt and disbursement of funds, and authorizes 
expenditures; prepares bid specifications and purchase orders; adjusts fiscal errors; coordinates 
delivery of supplies and equipment. 

    
30% +/- 10% 

 Supervises clerical support personnel; coordinates, assigns. and reviews work; evaluates 
performance; provides instruction; responds to employee problems.   
  

  20% +/- 10% 
 Assists in the direction of support functions such as housekeeping, laundry, maintenance, 

grounds, safety and security or mail services; participates in policy development and 
implementation. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Associates degree in business administration, or a related field with five (5) months of 

administrative experience; or any equivalent combination of training and experience. 
 
Additional Requirements for all levels 
 
 No special license or certification is required.   
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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.  
 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees. 
 
 Ability to provide instruction to other employees. 
 
 Ability to recommend the discipline or discharge of other employees.  
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages.  
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform basic level of data analysis including the ability to review, classify, 

categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank, 
investigate and problem solve. Requires discretion in determining and referencing such to 
established standards to recognize interactive effects and relationships. 
 

 Ability to comprehend a variety of informational documents including financial reports, statistical 
reports, invoice vouchers, payroll forms, contracts, and other reports and records. 

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

purchasing manuals, personnel policy manuals, and administrative procedures. 
 
 Ability to prepare cash financial statements, statistical reports, contracts, budgets, budget 

projections, vouchers, 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.   
 
 Ability to use and interpret accounting terminology and language.   
 
 Ability to communicate with managers, supervisors, other County employees, state and federal 

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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Business Administrator 2 Class Number: 11032 

FLSA: Exempt Pay Grade: 8A 
Dept: All departments 
 
 
Classification Function   
 
The purpose of this classification is to assist higher level administrative staff (business administrators, 
fiscal officers or administrative officers) in the planning and administration of fiscal activities for a 
County department, or to independently plan and administer fiscal activities for a County department.   
This classification has budgetary accountability greater than $0.5 million and less than $1.6 million. 
 
Distinguishing Characteristics 
 
This an entry-level position that is responsible for assisting higher level administrative staff with the 
planning and administration of routine fiscal activities for a County department. This position is 
distinguished from the level below by a greater level of financial and planning responsibilities.  The 
incumbent exercises discretion in following and ensuring adherence to protocol, procedures, laws, and 
regulations in the performance of duties.  
 
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% 
 Assists higher level administrative staff or managers in the planning and administration of fiscal 

activities for a County department, or independently plans and administers fiscal activities for a 
County department; coordinates accounting, payroll, budget planning, purchasing, and inventory 
control; edits and maintains fiscal records; audits financial transactions for accuracy; reviews 
receipts and disbursements of funds; assists higher level administrative or managerial staff with 
planning and administering support functions including office services and communications. 

    
30% +/- 10% 

 Supervises support personnel including lower-level business administrators, office managers, 
and/or clerical supervisors; coordinates, assigns, and reviews work; evaluates performance; 
provides instruction; responds to employee problems. 
 

            10% +/- 5% 
 Balances accounts and reports daily to ensure that all monies entered correspond to all monies 

disbursed; verifies daily reports from County Data Center with previous day's work including 
adjustments, check registers, daily application reports, daily detail reports, and other reports 
indicating the various transactions of the previous day.   

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Associate degree in business administration or a related field with one (1) year of accounting, fiscal, 

or budget administration experience; or any equivalent combination of training and experience 
as defined below: 
 

Highest degree of education attained Experience required 

High school diploma/GED 3 years 
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Unrelated associate degree 2 years 

Related associate degree 1 year 

Unrelated bachelor’s degree 1 year 

Related bachelor’s degree No experience required 

Unrelated master’s/doctoral degree 1 year 

Related master’s/doctoral degree No experience required 
 
Related degree fields: business administration, accounting, finance, management, economics, 
public/non-profit administration, math, marketing. 
 
Related work experience: accounting, fiscal, business administration, operations management (e.g., 
inventory control, logistics), project management, purchasing, invoicing, data analysis, or any office 
experience with a significant fiscal or accounting responsibility. 
 
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.  

 
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, evaluating, or promotion of employees. 
 

 Ability to recommend and act on the discipline or discharge of employees. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform basic level of data analysis including the ability to review, classify, 

categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank, 
investigate and problem solve. Requires discretion in determining and referencing such to 
established standards to recognize interactive effects and relationships. 
 

 Ability to comprehend a variety of informational documents including financial reports, statistical 
reports, invoice vouchers, payroll forms, contracts, blueprints, and other reports and records. 
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 Ability to comprehend a variety of reference books and manuals including Ohio Revised Code, 
purchasing manuals, personnel policy manuals, and administrative procedures. 

 
 Ability to prepare cash financial statements, statistical reports, contracts, budgets, budget 

projections, vouchers, 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.   
 
 Ability to use and interpret accounting terminology and language.   
 
 Ability to communicate with Directors, managers, supervisors, other County employees, state and 

federal 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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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Business Administrator 3 Class Number: 11033 

FLSA: Exempt Pay Grade: 10A 
Dept: All departments 
 
 
Classification Function   
 
The purpose of this classification is to coordinate fiscal management activities for County division or 
department. This classification has budgetary accountability greater than $1.6 million and less than 
$13.0 million.  
 
Distinguishing Characteristics 
 
This is a supervisory-level classification that is responsible for coordinating fiscal management activities 
for a County division or department. The employees in this class work under general supervision but 
are expected to work with a degree of independence and exercise discretion in applying procedures 
and regulations to resolve project issues. The employees in this classification assist in ensuring that 
projects are completed on time and with adherence to requirements. This position is distinguished from 
the level below by a greater level of financial responsibility. 
 
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% 
 Coordinates fiscal management activities for County division or department; coordinates all 

fiscal activities of division including accounting, payroll, budgeting, disbursement of funds, 
purchasing, and equipment inventory; assists in developing goals and objectives; prepares 
annual operating and program budgets; projects budgets for subsequent fiscal years; monitors 
budgetary activity; reviews monthly financial reports; monitors fiscal status of various fund 
accounts to prevent deficit balances.   

 
30% +/- 10% 

 Supervises employees involved in division activities; assigns work and reviews completed work 
assignments; provides job instruction and training; evaluates performance; recommends the 
selection and promotion of employees; recommends discipline or discharge.   

   
  10% +/- 5% 
 Coordinates financial report preparations and explanations with state departments and federal 

agencies. 
  
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor's degree in business administration, or a related field with three (3) years of 

accounting, fiscal, or budget experience including two (2) years of supervisory experience; or 
any equivalent combination of training and experience. 

 
Additional Requirements for all levels 
 
 No special license or certification is required.   
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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.  
 
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, evaluating, 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 apply the 

principles of descriptive 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 financial reports, statistical 
reports, invoice vouchers, payroll forms, budget appropriations, vouchers, audits, inventory, 
contracts, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including Federal Regulations, 

Ohio Revised Code, audit circulars, purchasing manuals, personnel policy manuals, and 
administrative procedures. 

 
 Ability to prepare financial statements, statistical reports, contracts, budgets, budget projections, 

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

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

information, to explain procedures, to follow instructions.   
 
 Ability to use and interpret accounting and legal terminology and language.   
 
 Ability to communicate with Directors, managers, supervisors, other County employees, state and 

federal employees, contractors, vendors, consultants, and the general public. 
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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: 1993 
Last Modified: 10.11.2018 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Business Administrator 4 Class Number: 11034 

FLSA: Exempt Pay Grade: 14A 
Dept: All departments 
 
 
Classification Function   
 
The purpose of this classification is to coordinate fiscal management activities for a County department 
with budgetary accountability greater than $13 million and less than $30 million or a division with 
budgetary accountability greater than $20 million. and less than $100 million.  
 
Distinguishing Characteristics 
 
This is a managerial-level classification that is responsible for coordinating fiscal management activities 
for a County division or department. Employees work independently with minimal instruction or 
assistance and perform work in accordance with established departmental policies and procedures. 
The incumbent exercises discretion in applying policies and procedures to resolve organizational issues 
and to ensure that assigned activities are completed in a timely and efficient manner. This class has a 
higher level of financial responsibility than the class below and has broader managerial responsibilities.  
 
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% 
 Coordinates fiscal management activities for County department with budgetary accountability 

greater than $13 million and less than $30 million or a division with budgetary accountability 
greater than $20 million and less than $100 million; coordinates budget planning, payroll, 
purchasing, and inventory control; monitors receipt and disbursement of funds; projects 
budgets for subsequent fiscal years; assists with purchasing requirements and vendor 
selections; monitors cash flow management; develops and implements fiscal policy.   

 
30% +/- 10% 

 Supervises employees involved in department/division activities; assigns work and reviews 
completed work assignments; provides job instruction and training; evaluates performance; 
recommends the selection and promotion of employees; recommends discipline or discharge.    

   
  10% +/- 5% 
 Coordinates financial report preparation and interface with various state departments, federal 

offices, banks, and/or other county agencies; cooperates with state and federal auditors allowing 
access to necessary information. 

             
            10% +/- 5% 
 Coordinates and conducts management studies; reviews and assists in determining data 

processing needs.   
 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor's degree in business administration, or related field with five (5) years of accounting, fiscal 

or budget administration experience including four (4) years in a supervisory capacity; or any 
equivalent combination of training and experience. 
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Business Administrator 4  
 
  

          Effective Date: 1993 
Last Modified: 10.11.2018 

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. 
 
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, evaluating, 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 apply the 

principles of descriptive 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 financial reports, statistical 
reports, invoice vouchers, payroll forms, indirect cost plans, contracts, and other reports and 
records. 

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

reporting requirements, purchasing manuals, personnel manuals, and administrative procedures. 
 
 Ability to prepare financial statements, statistical reports, contracts, budgets, budget projections, 

vouchers, 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, to follow instructions.   
 
 Ability to use and interpret accounting and legal terminology and language.   
 
 Ability to communicate with the County Executive, Directors, managers, supervisors, other County 

employees, state and federal employees, contractors, vendors, consultants, and the general public. 
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Business Administrator 4  
 
  

          Effective Date: 1993 
Last Modified: 10.11.2018 

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:   11/27/2024 
Meeting:  12/4/2024 
 
 

 
 

Job Title 
 
NEW 

Classification 
Number 

Current 
Pay 
Grade & FLSA 

RECOMMENDED 
PAY GRADE 
 & FLSA 

Department Rationale 

Applications Analyst 16531 N\A 12B Exempt Information 
Technology 

This is a new classification requested by the Information Technology department based on department 
need. The classification reflects the essential functions and minimum qualifications of the position. 

Job Title 
 
REVISED  

Classification 
Number 

Current Pay 
Grade & FLSA 

RECOMMENDED 
PAY GRADE 
 & FLSA 

Department Rationale 

Manager, Tax Collection  
(Administrator, Tax 
Collection Division) 

11161 12A Exempt 13A Exempt Treasurer Changes requested by County Treasurer Department. Changes were made to the essential job 
functions, minimum qualifications, and language and formatting. A minimum qualifications 
equivalencies section was added. Pay grade increased from 12A to 13A. 

Human Resources Business 
Partner  

14112 11A Exempt 11A Exempt 
(No Change) 

Human 
Resources and 

Sheriff’s 
Department 

Changes requested by the Human Resources Department. Supervisory responsibilities were added to 
the position. No change to pay grade or FLSA status. 

Information Technology 
Senior Project Manager  

16092 13B Exempt 15B Exempt Information 
Technology 

Update requested by IT. Changes were made to distinguishing characteristics, essential functions, 
minimum requirements, language and formatting, and an equivalency table. A Required certification 
was added to the minimum qualifications. Pay grade changed from 13B to 15B. 

Manager, Parking Facility  15132 10A Exempt 10A Exempt 
(No Change) 

Public Works PRC routine maintenance. Classification last revised in 2020. Changes were made to essential 
functions, physical requirements, language and formatting, and an equivalency table was added to 
the minimum qualifications. No change to pay grade or FLSA status. 

Supervisor, Pathology 
Assistant  

17002 10A Non-
Exempt 

11A Non-Exempt Medical 
Examiner’s 

Office 

PRC routine maintenance. Classification last revised in 2020. Updates were made to language and 
formatting. A technology requirement and a minimum qualification equivalencies section was added. 
Pay grade increased from 10A to 11A. 

Page 85 of 257



DELETED CLASSIFICATION PAY GRADE and FLSA 
STATUS 

DEPARTMENT Rationale 

Business Administrator 1 
11031 

6A Exempt All Departments The positions in the Business Administrator series 1-4 were replaced with two positions: the Business Administrator and 
Supervisor, Business Administrator to increase efficiency reduce redundancy. All employees have been moved to new 
positions and this position is now vacant.  

Business Administrator 2 
11032 

8A Exempt All Departments The positions in the Business Administrator series 1-4 were replaced with two positions: the Business Administrator and 
Supervisor, Business Administrator to increase efficiency reduce redundancy. All employees have been moved to new 
positions and this position is now vacant.  

Business Administrator 3 
11033 

10A Exempt All Departments The positions in the Business Administrator series 1-4 were replaced with two positions: the Business Administrator and 
Supervisor, Business Administrator to increase efficiency reduce redundancy. All employees have been moved to new 
positions and this position is now vacant.  

Business Administrator 4 
11034 

14A Exempt All Departments The positions in the Business Administrator series 1-4 were replaced with two positions: the Business Administrator and 
Supervisor, Business Administrator to increase efficiency reduce redundancy. All employees have been moved to new 
positions and this position is now vacant.  
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County Council of Cuyahoga County, Ohio 
 

Resolution No. R2025-0021 

 
Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s appointment of Sara Steimle to 

serve on the Cuyahoga County Board of 

Developmental Disabilities for the term 

2/1/2025 – 1/31/2029; and declaring the 

necessity that this Resolution become 

immediately effective. 

   

WHEREAS, pursuant to Ohio Revised Code Section 5126.02, the County of 

Cuyahoga shall have its own county board of developmental disabilities; and 

WHEREAS, pursuant to the provisions in Ohio Revised Code Section 

5126.021, the Cuyahoga County Board of Developmental Disabilities consists of 

seven members: five members appointed by the County and two members  

appointed by the Probate Court; and 

WHEREAS, members appointed to the Cuyahoga County board of 

Developmental Disabilities shall service a term of four years; 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 Sara Steimle (replacing 

Steven M. Licciardi) to serve on the Cuyahoga County Board of Developmental 

Disabilities for the term 2/1/2025 – 1/31/2029. 

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 Sara Steimle (replacing Steven M. Licciardi) to serve 

on the Cuyahoga County Board of Developmental Disabilities for the term 

2/1/2025 – 1/31/2029. 

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 
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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  

    n     

 

 

    _________________________ __________ 

    Clerk of Council    Date   

 

 

First Reading/Referred to Committee: January 14, 2025 

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

 

Journal 

_________, 20__ 
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County Council of Cuyahoga County, Ohio 
 

Resolution No. R2025-0022 

 
Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s reappointment of Alaina 

McCruel to serve on the Cuyahoga County 

Board of Developmental Disabilities for the 

term 5/1/2025 – 1/31/2029; and declaring the 

necessity that this Resolution become 

immediately effective. 

   

WHEREAS, pursuant to Ohio Revised Code Section 5126.02, the County of 

Cuyahoga shall have its own county board of developmental disabilities; and 

WHEREAS, pursuant to the provisions in Ohio Revised Code Section 

5126.021, the Cuyahoga County Board of Developmental Disabilities consists of 

seven members: five members are appointed by the County and two members 

appointed by the Probate Court; and 

WHEREAS, members appointed to fill a vacancy in the Cuyahoga County 

board of Developmental Disabilities shall service a term of four years; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and 

WHEREAS, the County Executive has nominated Alaina McCruel to serve on 

the Cuyahoga County Board of Developmental Disabilities for the term 5/1/2025 – 

1/31/2029. 

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 Alaina McCruel to serve on the Cuyahoga County 

Board of Developmental Disabilities for the term 5/1/2025 – 1/31/2029. 

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 
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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  

    n     

 

 

    _________________________ __________ 

    Clerk of Council    Date   

 

 

First Reading/Referred to Committee:  January 14, 2025 

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

 

Journal 

_________, 20__ 
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   2079 East Ninth Street  |  Cleveland, Ohio 44115  |  216-668-6400 |  www.cuyahogacounty.us 

 
Cuyahoga County 

Chris Ronayne 
Cuyahoga County Executive 

 
 
 

 
December 31, 2024 

 
Pernel Jones, Jr., President 
Cuyahoga County Council 
2079 E. Ninth Street, 8th Floor 
Cleveland, OH 44115 
 
Re: Cuyahoga County Board of Developmental Disabilities  
 
Dear President Jones, 

Pursuant to the provisions found in Ohio Revised Code Section 5126, I submit the following 
nominee for appointment to the Cuyahoga County Board of Developmental Disabilities: 

• Alaina McCruel, 4-year term, 5/1/25-1/31/29 (Reappointment) 

The Board of Developmental Disabilities is composed of seven members. Five of the members are 
appointed by the County and two are appointed by the Probate Court. The Board helps to establish 
policies to assist children and adults with developmental disabilities so they can live, learn, work and 
play in our community. Also, the Board and the policies it enacts, play a pivotal role in providing 
needed resources and assistance for families who have family members receiving services from this 
body. 

The nominee has experience in the medical field as a nurse and fulfills the requirement for 
appointing a member with an immediate family member eligible to receive services from the Board. 
Ms. McCruel’s resume has been attached for your review. 

There are no known conflicts of interest for which an advisory opinion has been requested. This 
board is uncompensated. There are thirteen additional candidates on file for this position. 

Thank you for your consideration of these appointments. Should you or any of your colleagues 
have any questions, please feel free to contact Christopher Alvarado in my office at 216-348-
4239. 
 
Sincerely, 

 
Chris Ronayne 
County Executive 
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Alaina McCruel- Board of Developmental Disabilities 

  

 

Chapter 114: Appointment and Confirmation 

Section 114.01: Submission of Appointments to County Council 

 

 

1. The submission of any candidate to the Council for confirmation shall be accompanied 

by the following:  

 

1.1   A letter from the candidate requesting the appointment, if such a letter was 

submitted to the appointing authority;  

 

N/A 

 

1.2   A copy of the candidate’s current résumé or equivalent summary of academic, 

professional, and experiential qualifications;  

 

Please see attached  

 

1.3   A copy of any and all professional licenses or other credentials held by the 

candidate that are required to be held by the appointee; and 

 

Professional licenses are not required for this position under County Charter or 

state law. 

 

2. A letter from the appointing authority providing the following information:  

 

2.1   The title of the board, agency, commission, or authority to which the candidate is 

being appointed;  

 

Cuyahoga County Board of Developmental Disabilities 

 

 

2.2    Any statutory or other qualifications required to hold the appointed position, 

plus a statement that the candidate meets such qualifications;  

 
ORC 5126.021 outlines the following qualifications: 

(1) Appoint only individuals who are adult residents of the county the 

appointing authority serves, citizens of the United States, and interested and 
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Alaina McCruel- Board of Developmental Disabilities 

  

 

knowledgeable in the field of intellectual and developmental disabilities and 

other allied fields; 

 

(C) If the appointing authority is a board of county commissioners, the board of 

county commissioners shall appoint the following: 

(1) Except as otherwise provided in this section, at least one individual 

with developmental disabilities; 

(2) At least one individual who is a family member of an individual with 

developmental disabilities. 

 

Alaina McCruel is an individual who is a family member of an individual with 

developmental disabilities. They are a resident of Cuyahoga County. 

 

2.3   The specific term of office during which the candidate would serve;  

 

5/1/2025 – 1/31/2029 

 

2.4   An indication of whether the candidate is being considered for a new 

appointment or for reappointment;  

 

Reappointment 

 

2.5   For a new appointment: the name of the individual who the candidate would 

replace;  

 

N/A 

 

2.6   For a reappointment: the past attendance record of the candidate, if maintained 

by the board, agency, commission or authority to which the candidate is being 

appointed;  

 

N/A 

 

2.7   A cumulative list of individuals who applied for the position;  

 

Tracy Marie Greenberg 

Shalida Dobbins 

  

Stephanie Leigh Barbee 

Albano Mahilaj 
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Alaina McCruel- Board of Developmental Disabilities 

  

 

Ashley Johnson 

Kara Tatum- Johnson 

Dana Corraini 

Najiiah Abdul-Hakim 

Jeanne Gallagher 

Elaine Matthews 

Demar Sheffey 

Sara Steimle 

Cynthia Schulz 

Alaina McCruel  

 

2.8   The candidate’s city and county of residence;  

 

Cleveland, Cuyahoga County 

 

2.9   An indication of whether the candidate currently serves on any government, 

private, or non-profit board or commission;  

 

N/A 

 

2.10  An indication of whether any opinion was requested or issued from the Inspector 

General, the Ohio Ethics Commission, or other authority regarding potential 

conflicts of interest related to the candidate’s appointment. 

 

No ethics opinion was requested or issued. 

 

2.11  If the candidate is being appointed to a compensated position, the starting 

annual compensation of the position.  

 

There is no compensation for this position. 

 

2.12  In the event that any of the information identified in this Section is not provided 

to the Council with the submission of an appointment, such omission shall be 

deemed sufficient grounds for rejection of a candidate’s appointment by the 

Council.  

 

Section 114.02:  Notice of Interim Appointments 

1. In the event an interim appointment is made pursuant to Section 2.03 (2) of the charter, 

the county executive or designee shall notify the president of council within five days of 
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Alaina McCruel- Board of Developmental Disabilities 

  

 

making the appointment, including the date the appointment was made, and shall file 

the interim appointee’s oath of office with the clerk of council pursuant to chapter 107 

of this code.  
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A L A I N A  M C C R U E L ,  B S N , R N  

  

 

S K I L L S  

➢ Pediatric Operating Room Circulator & Scrub 

Nurse 

➢ Medical/Surgical Floor Nurse 

➢ EPIC Systems 

 

E X P E R I E N C E  

RN I Legacy Health Visiting Services I November 2019 – 

Present 

Homecare, trach care, g-tube, assisting ADL, total care 

OR RN | Rainbow Babies & Children’s Hospital | August 

2015-April 2019 

Circulate & Scrub pediatric dental, general, urology, 

orthopedic, ENT, and neuro surgery. 

RN  | HillCrest Hospital | August 2014-August 2015 

Floor nurse on Med-Surg/Oncology/Hospice unit. 

  

E D U C A T I O N  

Bachelor of Science in Nursing| May 2014 |Notre Dame 

College 

 

 

W H O  A M  I ?  

Ambitious nurse with 7 years of home 

care, operating room and floor 

experience with newborn, pediatric, 

adult, and geriatric populations.  

 

 

 

 

C E R T I F I C A T I O N S  

Basic Life Support (BLS) –American 

Red Cross 
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1275 Lakeside Avenue       •      Cleveland, OH  44114-1129       •      (216) 241-8230      •      Fax (216) 861-0253 
 

Stephen M. Scheidt, President   •   Allison R. Frazier, Vice President    •   Mozelle T. Jackson, Secretary 

Lisa M. Hunt    •    Steven M. Licciardi    •    Alaina N. McCruel     •    Cynthia V. Schulz 

 

 
 
 
 
 
 
November 19, 2024 
 
Chris Ronayne, Executive 
Via Email 
 
Re:  Cuyahoga DD Board Members appointments  
 
Dear Mr. Ronayne: 
 
I am writing concerning our seven-member DD Board. As you know from our conversations, the terms of three 
of our Cuyahoga County appointed members will expire in January 2025. Two of these members are eligible 
for an additional term, and we request that they be reappointed. The Board members listed below have 
performed well, have expressed interest in serving again, and we would be pleased to have them continue. 

 
•  Cynthia (Cindy) Vrsansky Schulz will complete her second four-year term in January 2025 and is 
eligible to serve a third and final term. She has been an active member and has held the roles of 
President and Vice President. Ms. Schulz has a daughter with a developmental disability who receives 
services from Cuyahoga DD. As a retired communications executive, Cindy brings a wealth of 
experience to the Board 
 
•  Alaina McCruel’s first four-year term expires April 30, 2025, and is eligible to serve again. Generally, 
Board members’ terms begin and end in January on the date of our Organizational Meeting. Ms. 
McCruel’s term started after this due to the timing of the outgoing Board members notification to step 
down. Ms McCruel’s son receives supports from Cuyahoga DD, therefore she (along with Ms. Schulz) 
fulfills the requirement for appointing a member with an immediate family member eligible to receive 
services from our Board.  

 
Following 12 years of dedicated service, Stephen Licciardi’s term will end in January 2025 as our board 
members are limited to three consecutive terms. The result is our third open position. We ask that you appoint 
Sara Steimle, an individual eligible for Cuyahoga DD services who has served in many leadership and advocacy 
roles in the DD system throughout the state. She will be a strong addition to our board, providing us with the 
critical perspective of someone with a disability.  
 
Please let me know if we can be of any other assistance in the process of appointing these valued members of 
our Board. Thank you. 
 
 
Sincerely, 
 
 
Amber C. Gibbs, Ed.D 
Superintendent and CEO 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0023 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s reappointment of Janice Dzigiel 

to serve on the Western Reserve Area 

Agency on Aging Board of Trustees for the 

term 1/1/2025 – 12/31/2027; and declaring 

the necessity that this Resolution become 

immediately effective. 

   

WHEREAS, Ohio Revised Code Chapter 173.011 provides for the 

designation of a private nonprofit entity as an “area agency on aging” to administer 

programs granted under the Older Americans Act of 1965; and 

WHEREAS, the Western Reserve Area Agency on Aging (“WRAAA”) is a 

private nonprofit corporation organized and designated by the State of Ohio to be 

the planning, coordinating, administrative agency for federal and state aging 

programs in Cuyahoga, Geauga, Lake, Lorain, and Medina Counties and is one of 

twelve (12) Area Agencies on Aging that the State organized together with  local 

service provider organizations and the Ohio Department of Aging to form the 

State’s public aging network; and 

WHEREAS, the Western Reserve Area on Aging Board of Trustees is 

composed of twenty-one (21) members who serve three (3) year terms; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and 

WHEREAS, the County Executive has nominated Janice Dzigiel to serve on 

the Western Reserve Area Agency on Aging Board of Trustees for the term 

1/1/2025 – 12/31/2027. 

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 Janice Dzigiel to serve on the Western Reserve Area 

Agency on Aging Board of Trustees for the term 1/1/2025 – 12/31/2027. 

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 Sectio 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 cpdsh1 

    n     

 

 

     

    Clerk of Council    Date ccdsh1  

 

 

First Reading/Referred to Committee:  January 14, 2025 

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

 

Journal 

, 20  
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   2079 East Ninth Street  |  Cleveland, Ohio 44115  |  216-443-7178  |  www.cuyahogacounty.us 

 
Cuyahoga County 

Chris Ronayne 
Cuyahoga County Executive

 

 
 

 
December 31, 2024 
 
Pernel Jones, Jr., President 
Cuyahoga County Council 
Cuyahoga County Administration Building 
2079 E.9th, 8th Floor 
Cleveland, OH  44115 

 
Re: Western Reserve Area Agency on Aging (WRAAA) 
 
Dear President Jones: 
 
Pursuant to Article IV, Section 2 of the Code of Regulations of the Western Reserve Area Agency on 
Aging, I submit the following nominee for reappointment to the Western Reserve Area Agency on 
Aging (WRAAA) Board: 
 

o Janice Dzigiel, 3-year term, 1/1/25 to 12/31/27-- Reappointment 
o Resides in Seven Hills (Cuyahoga County) 

The Western Reserve Area Agency on Aging is the state-designated funding, planning and 
coordinating authority for home- and community-based services and supports for older adults and 
individuals with disabilities. The organization serves planning and service area (PSA) 10A, which 
includes the counties of Cuyahoga, Geauga, Lake, Lorain and Medina. 
 
The Board consists of 23 members – four appointed by the Cuyahoga County Executive; one each 
appointed by the counties of Geauga, Lake, Lorain and Medina; two ex-officio members; and 
thirteen at-large members appointed by the trustees. Article IV, Section 4 of the WRAAA 
Regulations – “Selection” – requires that board candidates be nominated by a county’s Advisory 
Council. In Cuyahoga County, the Division of Senior and Adult Services Advisory Board serves as the 
local Advisory Council. Ms. Dzigiel was nominated and submitted for consideration for 
reappointment through this process. 
 
Article IV, Section (2)(b) of the Agency’s Code of Regulations states the following qualifications for 
trustees appointed by the County Executive: 
 
• Prior to being appointed, all trustees shall have qualifications which will help the Agency 

advance consumers’ independence and welfare, and have demonstrated an interest in 
consumers of the Agency, particularly the socially and economically disadvantaged; and 

 
• Trustees must reside within PSA 10A; and 
 
• Trustees cannot have a financial interest in any organization that received funds from the 

WRAA or is under contract with WRAA 
 

Page 107 of 257



 
   2079 East Ninth Street  |  Cleveland, Ohio 44115  |  216-443-7178  |  www.cuyahogacounty.us 

No advisory opinion was requested. A copy of Janice Dzigiel’s resume is attached for your review. 
There are 13 candidates on file for this position. Thank you for your consideration of these 
appointments. Should you or any of your colleagues have any questions, please feel free to contact 
Christopher Alvarado my office at 216-348-4239. 
 
Sincerely, 

 
Chris Ronayne 
County Executive 
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Janice Dzigiel- WRAAA 

  

 

Chapter 114: Appointment and Confirmation 

Section 114.01: Submission of Appointments to County Council 

1. The submission of any candidate to the Council for confirmation shall be accompanied 
by the following:  

 

1.1   A letter from the candidate requesting the appointment, if such a letter was 

submitted to the appointing authority;  

 

Please see attached 

 

1.2   A copy of the candidate’s current résumé or equivalent summary of academic, 

professional, and experiential qualifications;  

 

Please see attached  

 

1.3   A copy of any and all professional licenses or other credentials held by the 

candidate that are required to be held by the appointee; and 

 

Professional licenses are not required for this position under County Charter or 

state law. 

 

2. A letter from the appointing authority providing the following information:  

 

2.1   The title of the board, agency, commission, or authority to which the candidate is 

being appointed;  

 

Western Reserve Area Agency on Aging (WRAAA) 

 

2.2    Any statutory or other qualifications required to hold the appointed position, 

plus a statement that the candidate meets such qualifications;  

 
Article IV, Section (2)(b) of the Agency’s Code of Regulations states the 

following qualifications for trustees appointed by the County Executive: 

 

• Prior to being appointed, all trustees shall have qualifications which will 

help the Agency advance consumers’ independence and welfare, and have 

demonstrated an interest in consumers of the Agency, particularly the socially 

and economically disadvantaged; and 
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• Trustees must reside within PSA 10A; and 

 

• Trustees cannot have a financial interest in any organization that 

received funds from the WRAA or is under contract with WRAA  

2.3   The specific term of office during which the candidate would serve;  
 

1/1/2025 to 12/31/2027 

 

2.4   An indication of whether the candidate is being considered for a new 

appointment or for reappointment;  
 

Reappointment 

 

2.5   For a new appointment: the name of the individual who the candidate would 

replace;  
 

N/A 

 

2.6   For a reappointment: the past attendance record of the candidate, if maintained 

by the board, agency, commission or authority to which the candidate is being 
appointed;  

 

N/A 

 

2.7   A cumulative list of individuals who applied for the position;  
 

Sue Biagianti 

Mary McNamara 

Sam Thomas III 

Stephanie Leigh Barbee 
Demar Sheffey  

Brenda Stoller 

Elaine Matthews  

Ismael Flores 

Yuvette Bozman 
Daniel B Pajak 

Tammy Kennedy 

Albano Mahilaj 

Janice Dzigiel 

 
2.8   The candidate’s city and county of residence;  
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Seven Hills, Cuyahoga County 
 

2.9   An indication of whether the candidate currently serves on any government, 

private, or non-profit board or commission;  

 

N/A 

 

2.10  An indication of whether any opinion was requested or issued from the Inspector 

General, the Ohio Ethics Commission, or other authority regarding potential 

conflicts of interest related to the candidate’s appointment. 

 
No ethics opinion was requested or issued. 

 

2.11  If the candidate is being appointed to a compensated position, the starting 

annual compensation of the position.  

 
There is no compensation for this position. 

 

2.12  In the event that any of the information identified in this Section is not provided 

to the Council with the submission of an appointment, such omission shall be 

deemed sufficient grounds for rejection of a candidate’s appointment by the 

Council.  

 

Section 114.02:  Notice of Interim Appointments 

1. In the event an interim appointment is made pursuant to Section 2.03 (2) of the charter, 

the county executive or designee shall notify the president of council within five days of 
making the appointment, including the date the appointment was made, and shall file 

the interim appointee’s oath of office with the clerk of council pursuant to chapter 107 

of this code.  
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Janice M. Dzigiel 
 

 

CURRENT COMMITMENTS 

 

Volunteer - Home Delivered Meals 

City of Maple Heights    

 

Volunteer 

Neighborhood Pets Resource Center    

 

Dog Handler/Goose Chaser 

Ohio Geese Control    

Part time employment 

 

Member, Board of Trustees 

Western Reserve Area Agency on Aging (WRAAA) 

Member, Public Policy Committee 

Appointee of Cuyahoga County Council 2023   
 

PROFESSIONAL EXPERIENCE 

 

Executive Director 

Senior Transportation Connection (STC)     2006-2021 (retired) 

 

District Director, Center for Aging Initiatives (formerly Center for Applied Gerontology) 

Cuyahoga Community College     

 
Site Coordinator 
City of Lakewood, Division of Aging   

 

Senior Planning Specialist/Planning Specialist  

Western Reserve Area Agency on Aging    

 

EDUCATION 

 

Kent State University   Cleveland State University    

Bachelor of Arts in Gerontology  Master of Public Administration 

Pi Alpha Alpha Honor Society 
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PREVIOUS COMMUNITY AND PROFESSIONAL INVOLVEMENT 

 

Adult Guardianship Services - Lutheran Metropolitan Ministries  

Member and Chair, Board of Directors  

 

Center for Community Solutions -Council on Older Persons (COOP) 

Member and Chair 
 

Cuyahoga County Advisory Council 

Department of Senior and Adult Services 

Appointed Member  
 

Cleveland Bridge Builders Leadership Development Program 

Member, Charter Class  
 

Greater Cleveland Volunteers  

Member, Board of Trustees  
 

Senior Success Vision Council, United Way Services 

Member  
 

West Side Catholic Center  

Member, Board of Trustees  
 

Western Reserve Geriatric Education Center, Case Western Reserve University 

Member, Executive Committee  
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0024 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s appointment of Ben Goodwin to 

serve on the Cuyahoga County Advisory 

Board on Senior and Adult Services for the 

unexpired term ending 12/31/2026; and 

declaring the necessity that this Resolution 

become immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and  

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall consist of no less than ten (10) and no more than twenty-five (25) 

appointed members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Ben Goodwin to serve on 

the Cuyahoga County Advisory Board on Senior and Adult Services for the 

unexpired term ending 12/31/2026. 

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 Ben Goodwin (replacing Christina Bohuslawsky-
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Brown) to serve on the Cuyahoga County Advisory Board on Senior and Adult 

Services for the unexpired term ending 12/31/2026. 

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 cpdsh1 

    n     

 

 

     

    Clerk of Council    Date ccdsh1  

 

 

First Reading/Referred to Committee:  January 14, 2025 

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

 

Journal 

, 20  
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0025 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s appointment of Alyssa Peters to 

serve on the Cuyahoga County Advisory 

Board on Senior and Adult Services for the 

term 1/1/2025 – 12/31/2027; and declaring 

the necessity that this Resolution become 

immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and  

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall consist of no less than ten (10) and no more than twenty-five (25) 

appointed members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Alyssa Peters (replacing 

Ashley Morrissey) to serve on the Cuyahoga County Advisory Board on Senior 

and Adult Services for the term 1/1/2025 – 12/31/2027. 

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 Alyssa Peters (replacing Ashley Morrissey) to serve 
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on the Cuyahoga County Advisory Board on Senior and Adult Services for the 

term 1/1/2025 – 12/31/2027. 

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 cpdsh1 

    n     

 

 

     

    Clerk of Council    Date ccdsh1  

 

First Reading/Referred to Committee:  January 14, 2025 

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

 

Journal ______________ 

, 20  
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Alyssa Peters MSW, LISW-S, CCM 

 
 
Professional Licensures 
 Licensed Independent Social Worker with Supervision Designation (LISW-S)     October 2020 (LISW-S) 
 State of Ohio Counselor, Social Worker, and Marriage & Family Therapist Board          October 2019 (LISW) 

July 2012 (LSW) 
  

Certified Case Manager (CCM)                                September 2020 
 Commission for Case Manager Certification 
 
Education  
 Master of Social Work                                            June 2012 
 Specialization: Health and Aging 
 University of Cincinnati, Cincinnati, OH 
 
 Bachelor of Arts in Psychology                                             May 2010 
 Minor: Family and Couple Relationships 

Miami University, Oxford, OH 
   
Work Experience 

 
United States Department of Veterans Affairs (VA)              April 2021- present 
VA Northeast Ohio Healthcare System 
Dementia Care Coordination  
Full time (40hrs/week) 
Program Coordinator/Clinical Social Worker 
● Job Description: Coordinates administrative aspects of the Dementia Care Coordination program in addition 

to providing clinical social work services to Veterans and their caregivers.  
● Responsibilities: Triages and manages program consults. Manages day-to-day program administration tasks. 

Conducts initial and ongoing psychosocial assessments. Provides caregiver support, dementia education, and 
crisis intervention services. Manages program data and participates in program related research projects. 
Actively collaborates with the clinic’s interdisciplinary care team and Veterans’ primary care providers. 
Connects Veterans and caregivers to VA and community resources. Provides dementia and caregiver 
education across the healthcare system. Assists Veterans and caregivers navigate complex healthcare 
systems. 

 
Cleveland Clinic  Main Campus          August 2018- April 2021 
Case Management Department 
Inpatient Neurology 
Full time (40hrs/week) 
Social Work Case Manager 
● Job Description: Managed all aspects of case management and discharge planning for admitted Neurology 

patients in order to ensure a timely and medically appropriate discharge.  Addressed the needs of patients 
through ongoing psychosocial assessment and connection to available community resources.  

● Responsibilities: Conducted initial and ongoing psychosocial assessments.  Provided supportive counseling 
and crisis intervention. Linked patients with appropriate and available community resources. Worked with 
families including those exhibiting complex family dynamics. Assisted patients and their families navigate 
complex healthcare systems. Worked directly with the interdisciplinary team to ensure all patient care needs 
are met. Educated patients, families, and the interdisciplinary team regarding post-acute care options. 
Implemented interventions to engage patients and families in treatment plan adherence by reducing or 
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eliminating the social, psychological, financial, behavioral, and regulatory barriers to successful medical 
outcomes. Served as a supportive resource for patients, families, and the interdisciplinary team regarding 
treatment decisions, advanced directives, and end-of-life situations. Advocated for patients and families by 
providing intervention in cases involving abuse, neglect, domestic violence, substance abuse, mental health, 
and other acute psychosocial needs.  Served as a preceptor, mentor, and resource to less experienced and 
newly hired staff. 

 
Cleveland Clinic  Main Campus                               January 2017-August 2018 
Ombudsman Office  
Full time (40hrs/week) 
Ombudsman 
● Job Description: Identified, evaluated, and resolved patient care concerns through detail oriented 

investigations. Served as a liaison and advocate for patients, Cleveland Clinic staff, and the healthcare 
organization as a whole.  

● Responsibilities:  Conducted detail oriented investigations of patient care concerns in an effort to improve 
care delivery and outcomes.  Offered conflict resolution, crisis intervention, mediation, and behavioral 
management services. Communicated patient concerns to Physicians, Nurse Managers, 
Department/Institute Chairpersons, Administrators, and Law/Clinical Risk professionals with the goal of 
informing continuous improvement.  Adhered to all CMS guidelines and deadlines. 

 
Saber Healthcare                              October 2015- January 2017 

 Highland Pointe Health and Rehabilitation Center 
Full time (40hrs/week) 

 Director of Social Services 
● Job Description: Established, built, and directed the Department of Social Services at a start-up Skilled 

Nursing Facility that offered long term care and skilled rehabilitation services. 
● Responsibilities:  Developed processes and procedures for the newly established Social Services 

Department. Directed the daily operations of the Social Services Department. Supervised Social Work 
Designee and other support staff.  Ensured facility compliance with PASRR/LOC, CMS, and MDS 
requirements. Conducted initial and ongoing psychosocial assessments for all residents. Coordinated 
resident discharges to the community. Made referrals to supportive and community services for residents 
and families. Collaborated with APS, Long Term Care Ombudsman, and other community agencies in order 
to meet residents’ care needs.  Coordinated all ancillary services.  Coordinated and facilitated 
interdisciplinary care plan meetings. Supported internal marketing measures and census development. 

 
Progressive Quality Care                                                   December 2014- October 2015 

 Parma Care Center 
Full time (40hrs/week) 

 Director of Social Services and Admissions 
● Job Description: Directed the Department of Social Services and Admissions at a Skilled Nursing Facility that 

offered a secured dementia unit, long term care services, and skilled rehabilitation services.  
● Responsibilities:  Directed the daily operations of the Social Services and Admissions Departments. Provided 

continuous coverage for admissions referrals including resident tours, paperwork, authorizations, and 
transfer coordination.  Supported internal marketing measures and census development. Ensured facility 
compliance with PASRR/LOC, CMS, and MDS requirements. Conducted initial and ongoing psychosocial 
assessments for all residents. Coordinated resident discharges to the community. Made referrals to 
supportive and community services for residents and families. Collaborated with APS, Long Term Care 
Ombudsman, and other community agencies in order to meet residents’ care needs.  Coordinated all 
ancillary services.  Coordinated and facilitated interdisciplinary care plan meetings. 
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Durham County Government- Department of Social Services                                   September 2013- December 2014 
 Child Protective Services- Family and Investigative Assessments 

Full time (40hrs/week) 
Social Worker III 
● Job Description: Investigated allegations of child abuse and/or neglect and implemented safety 

interventions as appropriate. 
● Responsibilities: Completed family and investigative assessments in order to protect children from abuse 

and/or neglect. Worked to preserve the family unit while advocating for the well-being needs of children. 
Provided alternative placements in the child’s best interest. Provided psychosocial intervention in crisis 
situations. Provided families and children with community resources and services as needed. Collaborated 
with the Durham County’s Police Departments. Testified in court for protective custody proceedings. 
 

University of Cincinnati                                 February 2012- June 2013 
 UC Degrees Independent Alliance and Higher Education Mentoring Initiative programs 
 Program Specialist (September 2012- June 2013) 

Full time (40hrs/week) 
Graduate Assistant (February 2012- September 2012) 
Part Time (approx 20hrs/week) 
● Job Description: Coordinated two higher education programs that served to increase college access and 

success for foster youth aging-out of the Hamilton County child welfare system.  
● Responsibilities: Provided overall program management and administration activities including budget 

management. Developed program operations based on research-based best practices. Conducted one-on-
one student assessments and ongoing case management services that included advising, counseling, 
support, and connections to community resources. Recruited and trained program students and volunteer 
mentors. Developed and maintained connections to numerous community and campus resources. Served as 
a board member of Ohio Reach.  Implemented program events and activities including a large annual 
fundraising event.  Assisted with the supervision of several student workers and Graduate Assistants. 
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10701 East Blvd  
Cleveland, OH 44106 

 

 

 

 

 

October 10, 2024 

 

Chris Ronayne 

Cuyahoga County Executive 

Cuyahoga County Administrative Headquarters 

2079 East 9th Street 

Cleveland, OH 44115 

 

This letter formally expresses my interest in serving on the Advisory Board for the Cuyahoga 

County Division of Senior and Adult Services (DSAS). I currently work at the Veterans Health 

Administration Northeast Ohio Healthcare System (VANEOHS) as a Clinical Social Worker and 

Program Coordinator for the outpatient Memory Care Clinic. In this role, I serve Veterans who 

are living with dementia, as well as, their caregivers. This role has afforded me unique skills and 

knowledge about how to best support aging Veterans. The Veterans Administration is a large and 

often confusing system, so I feel that I can offer this unique knowledge and perspective to the 

DSAS Advisory Board. 

 

I have been a licensed and practicing social worker for twelve years with the bulk of my career 

serving older adults. My Masters Degree in Social Work (MSW) included a specialization in 

health and aging. I first professionally served older adults while working as the Director of 

Social Services at several community nursing facilities. This gave me extensive hands on 

experience and knowledge regarding the everyday needs and challenges of older adults. From 

there, I spent several years working as an inpatient Social Work Case Manager in Neurology at 

the Cleveland Clinic Foundation. My patients were largely older adults with recent stroke or 

neurosurgical intervention. Again, this gave me extensive experience in private healthcare, 

Medicare, and rehabilitation that would be of value to the DSAS Advisory Board. In my current 

role, I get to work with aging Veterans who are living with dementia, as well as, their caregivers. 

I feel that this role has rounded out my professional experience serving older adults across a 

myriad of settings and circumstances.  

 

Using my clinical experience to inform higher level advocacy and change with the DSAS 

Advisory Board is an amazing opportunity. I believe deeply in DSAS’ mission of empowering 

senior and adults with disabilities to age successfully, by providing resources and support that 

preserves their independence. Supporting older adults to safely age in place not only benefits 

individuals but local government and the community at large. I would be deeply proud to serve 

on the DSAS Advisory Board and help make meaningful change for the lives of seniors in 

Cuyahoga County.  

 

Sincerely, 

 

Alyssa Peters MSW, LISW-S 

Clinical Social Worker/Program Coordinator 

Memory Care Clinic 

VA Northeast Ohio Healthcare System 

10701 East Blvd | Cleveland, OH 44106 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0026 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s appointment of Victoria 

Bowden to serve on the Cuyahoga County 

Advisory Board on Senior and Adult 

Services for the term 1/1/2025 – 12/31/2027; 

and declaring the necessity that this 

Resolution become immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; 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, Cuyahoga County Advisory Board on Senior and Adult Services 

shall consist of no less than ten (10) and no more than twenty-five (25) appointed 

members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Victoria Bowden (replacing 

Carolyn Lookabill) to serve on the Cuyahoga County Advisory Board on Senior 

and Adult Services for the term 1/1/2025 – 12/31/2027. 

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 Victoria Bowden (replacing Carolyn Lookabill) to 
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serve on the Cuyahoga County Advisory Board on Senior and Adult Services for 

the term 1/1/2025 – 12/31/2027. 

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 cpdsh1 

    n     

 

 

     

    Clerk of Council    Date ccdsh1  

 

 

First Reading/Referred to Committee:  January 14, 2025 

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

 

Journal 

, 20  
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0027 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s appointment of Robyn 

Kaltenbach to serve on the Cuyahoga County 

Advisory Board on Senior and Adult 

Services for the term 1/1/2025 – 12/31/2027; 

and declaring the necessity that this 

Resolution become immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; 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, Cuyahoga County Advisory Board on Senior and Adult Services 

shall consist of no less than ten (10) and no more than twenty-five (25) appointed 

members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Robyn Kaltenbach 

(replacing Douglas Tayek) to serve on the Cuyahoga County Advisory Board on 

Senior and Adult Services for the term 1/1/2025 – 12/31/2027. 

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 Robyn Kaltenbach (replacing Douglas Tayek) to serve 
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on the Cuyahoga County Advisory Board on Senior and Adult Services for the 

term 1/1/2025 – 12/31/2027. 

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 cpdsh1 

    n     

 

 

     

    Clerk of Council    Date ccdsh1  

 

 

First Reading/Referred to Committee:  January 14, 2025 

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

 

Journal 

, 20  
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ROBYN KALTENBACH
SUMMARY

Highly driven and professional nonprofit leader with over 15 years of experience leading diverse teams. 
Skilled communicator with the proven ability to cultivate meaningful collaboratives. 
More than 15 years of experience presenting on live television, in front of large audiences, and with high
profile stakeholders.
Accomplished innovator with more than 17 years of experience managing dynamic programming.
Determined to empower others through a passion for social equity so everyone has access to the resources
they need to live healthy, fulfilling lives.

PROFESSIONAL SUMMARYEDUCATION

MA,  Organizational Communication 
Ohio University, 2021

BS, Natural Resources
The Ohio State University, 2000

Grassroots Advocacy and Volunteer Engagement

Collected dozens of stories for state policy priorities 
Participated in a public policy debate for a local issue and
recruited and coached volunteers to testify for state issues
Recruited, trained, and organized volunteers for various
tactics including state and federal lobby days 
Used Direct Action Organizing (DAO) strategies to develop
short and long-term campaign tactics
Coordinated state-wide action alerts for social media, phone,
and email campaigns for targeted lawmakers and key policies

Community Partnerships

Proven ability to develop trust and collaboration with internal
and external stakeholders
Collaborated with subject-matter experts on several tactics
Actively participated in multiple community coalitions and
launched a work-group for equity and inclusion capacity building
Exceptional cultural communication competency, active
listening, and empathy allow me to seamlessly engage with
diverse communities

Community Engagement

12+ years researching and engaging with divers communities and
offering learning opportunities based on their unique needs

Developed and delivered hands-on learning opportunities for
Cleveland youth
Coach and train diverse staff and volunteers on pedagogical
best practices for delivering informal education to diverse
audiences
Process-oriented with an eye for detail leading to greater
relevancy for targeted audience
Tabling and supporting partner-led events

SKILLS

ADDITIONAL TRAINING

Project management
Communication
Critical thinking
Analytics
Volunteer management
Critical conversations
Innovation and design
Strategic thinking
Collaboration

YWCA Racial Justice
Challenge, 2023
Inclusive Leadership,
Corporate College, 2022
Racial Equity & The Law, U of
A, 2020-2021
LeadDIVERSITY, The Diversity
Center of NEO, 2019-2020
Inclusion Training, The
Diversity Center of NEO, 2015
YWCA Women’s Leadership
Boot Camp, 2011-2012

15+ years cultivating and stewarding meaningful, strategic
relationships built on trust and mutual gain

16+ years actively participating in advocacy and managing
volunteers to achieve mission priorities 

VOLUNTEER WORK

Big Brothers Big Sisters of
Greater Cleveland (BBBS), BIG
American Cancer Society Cancer
Action Network (ACS CAN),
Legislative Ambassador
Ohio Museum Association (OMA),
Board member
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ROBYN KALTENBACH
WORK EXPERIENCE

November 2022-February 2024
Cleveland Museum of Natural History Director of Programming and Community Partnership

Work across departments to develop, evaluate and oversee a robust
calendar of public-facing free and revenue-generating programs 
Recommend and approve all marketing and communication plans
Research and evaluate industry, demographic, and cultural trends
Design and manage creation and execution of Standard Operating
Procedures (SOP's)
Oversee museum-wide community partnerships and collaboratives to
connect with Museum efforts and support partner-led initiatives

June 2021 - November 2022

American Cancer Society Cancer
Action Network, ACS CAN Grassroots Manager, Ohio

Develop and execute grassroots advocacy initiatives across Ohio to
reduce disparities, improve access to care, and fight social determinates
of health
Recruit and train diverse volunteers 
Lead fundraising initiatives
Design, write, and distribute state-wide action alerts 
Content creation for social media and web site
Support Enterprise-wide initiatives and campaigns
Develop and maintain relationships with coalition partners, community
leaders, community members, researchers, and health systems

STEM Learning Director       

Promoted multiple times with increased visibility and impact 
Managed all aspects of multi-functional teams including volunteer
engagement, operations, curriculum development, pedagogy,
grant reporting, earned and owned media
Served as lead content creator and media representative 
Coach and inspire paid and unpaid staff to reach personal and
professional goals
Led development of an award-nominated transformative
emergent technology program to narrow the digital divide for
Cleveland Metropolitan School District 8th graders
Project management including museum-wide collaboration 
Community partnership and outreach 

Program Development Manager
Public Programs Manager
Visitor & School Engagement Manager
Visitor Experience Supervisor

Great Lakes Science Center
October 2019 - October 2020
June 2018 - October 2019
June 2016 - June 2018
February 2014 - June 2016
April 2010 - February 2014

February 2024-Current
AARP Associate State Director, Advocacy & Community Engagement

Recruit and collaborate with diverse volunteers to deliver meaningful
engagements throughout Northeast Ohio
Lead local advocacy and support state and federal policy priorities
Direct state efforts on Veteran and Military Family Audience engagement
Collaborate with diverse stakeholders throughout the region to support
programs that improve the lives of older adults
Use data to develop and deliver programs that support and enhance
quality of life for all older Americans
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Robyn Kaltenbach 
AARP, Associate State Director, Advocacy & Community Engagement 
4734 W. 58th St.  
Cleveland, OH 44144 
 
October 11, 2024 
 
Chris Ronayne 
Cuyahoga County Executive 
Cuyahoga County Administrative Headquarters 
2079 East Ninth Street 
Cleveland, OH 44115 
 
Dear Executive Ronayne, 
 
I am writing to express my sincere interest in joining the Advisory Board of the Division of Adult and 
Senior Services (DSAS). I currently serve as the Associate State Director of Advocacy and 
Community Engagement for AARP in Northeast Ohio. I have dedicated my career to advocating for 
the aging population while simultaneously working hard to foster a community rooted in resiliency 
and informed decision-making.  
 
My passion for serving the aging and disabled population throughout Northeast Ohio stems from 
both professional and personal experiences. Professionally, I have worked in the non-profit sector 
for more than two decades. I am driven by social mission and have led numerous programs and 
activities aimed at empowering underserved and underaccessed communities. I work to ensure 
every voice is heard and that the unique needs of older adults are addressed. Some of these 
initiatives include leading a diverse group of volunteers to deliver educational programs that 
connect older adults with resources to protect them from scams, activities to keep their minds and 
bodies healthy, and advocating for better healthcare, affordable housing, and accessible 
transportation, all components of a livable community.  
 
Personally, I experienced the pain and sadness that engulphed my family when my grandmother 
could no longer live independently in her home of nearly sixty years. Now, nearly two decades later, 
I wish we had known then that there were home modifications and other resources available to her. 
Like 80% of adults, my grandmother wanted nothing more than to age in her home. Moving into a 
senior apartment community with a step-up care facility, was received by my independent, Polish 
grandmother, as defeat. As the cycle continues and I assume an even more active role in caring for 
my aging mother, my mind turns to all the families in our community that are looking to our leaders 
to create communities where everyone can thrive with dignity and respect. 
 
Becoming an active member of the DSAS Advisory Board would provide me with an invaluable 
opportunity to further this mission. Knowing that county leadership understands and prioritizes 
efforts to enhance quality of life and promote healthy aging through Livable Cuyahoga, aligns with 
AARP’s efforts to create age-friendly communities. Furthermore, I feel I am uniquely positioned to 
bring my expertise in advocacy and community engagement to support the diverse and dedicated 
voices on the Advisory Board, thus enhancing our impact for all Cuyahoga County residents. 
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I am confident that my background, skills, and passion make me a strong candidate for this role. I 
am eager to contribute to the Advisory Board’s efforts to help shape policies and programs that will 
benefit our aging population. Thank you for considering my application. I look forward to the 
possibility of working together to make a positive impact in the lives of older adults. 
 
Sincerely, 
 
Robyn Kaltenbach 
 

Robyn Kaltenbach 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0028 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s appointment of Jared Sherman 

to serve on the Cuyahoga County Advisory 

Board on Senior and Adult Services for the 

term 1/1/2025 – 12/31/2027; and declaring 

the necessity that this Resolution become 

immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and  

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall consist of no less than ten (10) and no more than twenty-five (25) 

appointed members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Jared Sherman (replacing 

Eugene Ward, Jr.) to serve on the Cuyahoga County Advisory Board on Senior 

and Adult Services for the term 1/1/2025 – 12/31/2027. 

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 Jared Sherman (replacing Eugene Ward, Jr.) to serve 
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on the Cuyahoga County Advisory Board on Senior and Adult Services for the 

term 1/1/2025 – 12/31/2027. 

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 cpdsh1 

    n     

 

 

     

    Clerk of Council    Date ccdsh1  

 

 

First Reading/Referred to Committee:  January 14, 2025 

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

 

Journal 

, 20  
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Jared D. Sherman

Work Experience

The Office of Congresswoman Shontel Brown
Caseworker/Field Representative Cleveland, Ohio (Aug. 2024 - Present)
● Managed a portfolio including the IRS, Social Security Administration, Medicare, Aging/Senior issues, and Science and

Technology, providing expert assistance to constituents and resolving complex issues with federal agencies.
● Provide representation of Congresswoman Brown out in the community to raise awareness of the office and the

constituent services that the congresswoman offers.

Staff Assistant/Congressional Aide Cleveland, Ohio (Nov. 2023-Aug. 2024)
● Coordinated federal grant activities for the OH-11 Congressional District, such as writing letters of support for

organizations applying for federal funding and collaborating with federal agencies to organize grant webinars, providing
stakeholders with access to relevant information.

● Ensured stakeholders were aware of federal funding opportunities by writing a federal grants newsletter & email outreach.
● Drafted resolutions to honor constituents for their contributions and achievements.
● Managed our district office interns, including training and day-to-day oversight.

The Office of Congresswoman Marcy Kaptur
Staff Assistant Toledo, Ohio (Oct. 2021-Apr. 2022, Nov. 2022 -Nov. 2023)
● Delivered exceptional constituent services by promptly addressing inquiries, concerns, and requests from constituents

professionally and courteously.
● Worked with constituents to resolve issues with federal agencies such as the IRS, the State Department, the Department of

Housing and Urban Development, and the United States Post Office, amongst others.
● Collaborated with our federal grant coordinator to create events and educational opportunities to help constituents learn

about grants and funding opportunities.
● Conducted various research and administrative tasks assigned by the Congresswoman.

DCCC - Democratic Congressional Campaign Committee
Organizing Director - Ohio 9th Congressional District Toledo, Ohio (Apr. 2022-Nov. 2022)
● Managed the DCCC organizing program in the Ohio 9th Congressional district, contributing to the re-election of

Congresswoman Marcy Kaptur by a margin of 13% over her opponent.
● Wrote and implemented an organizing plan utilizing direct voter contact activities, such as canvasses, phone banks, and

text banks, along with non-direct activities like organizational meetings.
● Recruited, trained, and managed a team of 3 full-time organizers, 2 part-time organizers, 1 Progressive Turnout Pact

Fellow, and 2 other DCCC Fellows.
● Implemented a successful volunteer recruitment strategy that increased the number of volunteers from 8 to over 500.
● Executed a robust voter persuasion and turnout program that resulted in over 30,000 door-knocking attempts, 60,000

phone call attempts, and 130,000 text message attempts.

Michigan Organizing Together 2020
Regional Organizing Director Akron, Ohio (Apr. 2020 - Jun. 2020)
● Hired, trained, and managed a team of 4 organizers in the Marquette, Baraga, Houghton, and Alger counties in

Michigan’s Upper Peninsula.
● Trained organizers to identify, train, and mobilize over 100 volunteers to make direct voter contact calls, hold virtual

events, and encourage voters to request absentee ballot applications.
● Developed a strategy for running virtual organizing events using Zoom, ensuring continued engagement during

COVID-19.
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Pete For America
Organizer Iowa (Oct. 2019 - Feb. 2020), Oklahoma (Feb. 2020 - Mar. 2020)
● Executed the organizing plan for Pete for America in Howard, Mitchell, and Worth counties in Iowa.
● Recruited and trained precinct captains for 28 precincts over three counties, building effective Get Out The Caucus teams.
● Led over 70 active volunteers to do weekly direct and non-direct voter contact events.
● Created and implemented Pete for America's earned media program in Oklahoma during the primary.

Campaign for Ohio - Ohio Democratic Party
Regional Field Director Akron, Ohio (Mar. 2018 - Nov. 2018)
● Successfully executed the 2018 Ohio Democratic Party’s Coordinated Campaign organizing plan for Summit, Stark, and

Wayne counties.
● Hired, trained, and managed a team of 8 organizers who recruited and managed volunteers to make direct voter contact

calls, canvass, register voters, and enter data.
● Managed a regional organizing program that recruited over 1,000 GOTV shifts.
● Coordinated with congressional and local campaigns to maximize Get Out The Vote efforts.

Hillary for Ohio - Ohio Democratic Party
Organizer Canton, Ohio (Mar. 2016 - Nov. 2016)
● Identified, trained, and mobilized volunteers for the Hillary Clinton campaign through the Ohio Democratic Party.
● Recruited over 100 volunteers throughout the campaign by holding daily phone banks and weekly canvasses.
● Utilized a variety of outreach strategies, including high-traffic canvassing and targeted door-to-door, to register over 500

voters and increase civic engagement.

Education

The University of Toledo, Economics Toledo, Ohio
Bachelor of Arts in Economics
Expected graduation: December 2024

● Current UT GPA: 3.685
● Full-time student completing degree remotely
● Transferred from the University of Akron and the University of Tennessee

Community Development

The Final Farewell Project
Co-Founder and President Akron, Ohio (Jun. 2017-July 2021, Feb 2023- Dec. 2023)
● Co-founded The Final Farewell Project, a not-for-profit organization that provides financial assistance to people who have

lost a loved one and cannot afford final expenses.
● Served over 60 individual families through The Final Farewell Project.
● Secured a pair of $5,000 grants from the Akron Community Foundation to support the mission of The Final Farewell

Project.

Additional Skills

Technical Skills: Google Suite, Microsoft Systems including Excel, VAN, Mobilize, Google Suite, Hustle, Canva, Shadow,
Mobilize IO, Thrutext, Thrutalk, Impactive, Google BigQuery. IQ, and Zoom.
Training: Arena Academy Campaign Data Training (2022)
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0029 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s reappointment of Christopher 

Hall to serve on the Cuyahoga County 

Advisory Board on Senior and Adult 

Services for the term 1/1/2025 – 12/31/2027; 

and declaring the necessity that this 

Resolution become immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and  

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall consist of no less than ten (10) and no more than twenty-five (25) 

appointed members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Christopher Hall to serve 

on the Cuyahoga County Advisory Board on Senior and Adult Services for the 

term 1/1/2025 – 12/31/2027. 

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 reappointment of Christopher Hall to serve on the Cuyahoga County 

Advisory Board on Senior and Adult Services for the term 1/1/2025 – 12/31/2027. 
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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:  January 14, 2025 

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

 

Journal ______________ 

_______________, 20__ 
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CHRISTOPHER T. HALL, CPA 

 

 

 
Experienced COO with a proven record of establishing cross-functional partnerships in delivering stellar 
results. Strategic leader driving operations/income areas within analytics, payroll structure, human 
resources, information technology  and cyber security, marketing and social media, and business operation 
development. Accountable for multi-million-dollar budgets and resource allocations to exceed profit and 
business sales goals. Adept at streamlining, reorganizing and managing large staff productivity in meeting 
compliance standards and metric goals. 

 

• Strategic Financial Planning & Data Analysis 
• P&L Ownership & Management 
• Budgeting, Forecasting, & Ad hoc Analysis 
• Organizational Structuring/Re-engineering 
• Information Technology & Cyber Security 

Administration 
• Social Media/Marketing Management 
• New Business Line Development 

• Fiscal & Productivity Tool Design & Execution 
• Internal Control System Compliance: GAAP, 

SEC, Sarbanes-Oxley Act (2002) 
• Human Resource Talent Development, Training 

& Retention 
• Legal Affairs Oversight 
• Provider Operations, Medical Records & 

Clerical Support Management 
 
 

 

 
EDUCATION 

Certified Public Accountant, State of Ohio 
Bachelor of Science in Accounting, Cum Laude, Cleveland State University 

 

 

 
EXPERIENCE 

 
Western Reserve Area Agency on Aging ("WRAAA"), 2004 - Present 
Chief Operating Officer, 2024 
Chief Financial and Operating Officer, 2015 
Director of Financial Operations, 2012 
Controller, 2008 
Financial Manager, 2006 
Senior Accountant, 2005 
Staff Accountant, 2004 
Decades plus senior level experience of reproachless financial statements and internal control systems in 
complete compliance with: GAAP, SEC regulations and Sarbanes-Oxley Act 2002. Accounting specialist 
in allocation capital and debt management. Manages functional and operational areas of finance, 
accounting, internal controls, special analysis and reports, IT & cyber security programs and protections, 
Human Resource department responsibility, legal matters, customer/client service needs, banking 
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relationships, external accountants and attorneys. Strategic planner and systems analyst; demonstrated 
consistent proficiencies in problem solving, goal setting, cash flow maximization, revenue increase and 
optimized measurable, achievable, relevant, traceable resources. Instates confident relationships with 
banking and investment establishments ordaining new opportunities in 'unchartered territory', [e.g., 
401(k) company plans] and positions the corporation to capitalize its competitive edge. Possesses and 
exercises knowledge and technical skill of the high tech industry and its market driver dynamics of 
software programs and cyber security 'threat' protections. Employs financial integrity in risk calculation 
for company growth and financial position improvement; philosophic operative is, "Change before you 
have to!" 

 
Nature Center at Shaker Lakes, Cleveland, OH 
Director of Finance, Investment Advisor, 2010 - Present 
Shoulders complete responsibility for Center's 1.2M annual budget operation. Works extensively with 
CEO and Board of Trustees to ensure Center's continued financial viability and sustained growth through 
employed grant funding and fee-for-service programs. Institutes financial and programmatic procedures to 
assure all programs are sufficiently funded while contributed to Center's mission and financial bottom line. 
Supplies financial leadership that led organization from $300k/year deficit status to surplus net income 
every year in personal tenure position. 

CMH Accounting Services, Willoughby, OH 
Principal of Partnership, 1990 - Present 
Provides professional financial, accounting and consultation services to extensive for-profit and non- 
profit clients. Co-owned and of substantive growth, CMH is an independent, payroll processing, 
accounting and bookkeeping enterprise that delivers an exceptional fairly-priced product to organizations 
and retained client base of 20+ years. 

 
Ball and Associates, Solon, OH 
Staff Accountant, 1994 - 1996 
Conducted general ledger functions for clients, including tax analysis and reconciliations, journal entries, 
and AR/AP. Prepared individual and corporate tax returns for clients. Developed, implemented and 
performed external audits. Consistently met deadlines through use of strong analytical, problem-solving 
skills and achieved firm's objectives. 

 
 
 
 

COMMUNITY SERVICE 

• Department of Senior and Adult Services (Cuyahoga County) January 2022-Present, Co-Chair 
Transportation subcommittee 

• Nature Center at Shaker Lakes (Non-Profit Organization), 2600 S. Park Boulevard, CLE 44120; 
Board Consultant to the Center's Staff Finance & Executive Committee. 

• City of Willoughby Baseball League Board; President of Hard Ball, Coach and Teams Management 
serving 1900+ youth per year, including Fund Raising Events' Organization/Participation, 15 years. 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0030 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s reappointment of Jennifer Kons 

to serve on the Cuyahoga County Advisory 

Board on Senior and Adult Services for the 

term 1/1/2025 – 12/31/2027; and declaring 

the necessity that this Resolution become 

immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and  

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall consist of no less than ten (10) and no more than twenty-five (25) 

appointed members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Jennifer Kons to serve on 

the Cuyahoga County Advisory Board on Senior and Adult Services for the term 

1/1/2025 – 12/31/2027. 

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 Jennifer Kons to serve on the Cuyahoga County 

Advisory Board on Senior and Adult Services for the term 1/1/2025 – 12/31/2027. 

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 cpdsh1 

    n     

 

 

    _________________________ __________ 

    Clerk of Council    Date ccdsh1  

 

First Reading/Referred to Committee:  January 14, 2025 

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

 

Journal ______________ 

_______________, 20__ 
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HEALTH & SOCIAL SERVICES ALIGNMENT
MEDICAID POLICY &  IMPLEMENTATION

J e n n i f e r  K o n s ,  M P A

S K I L L S  &  E X P E R T I S E P R O F E S S I O N A L  E X P E R I E N C E

Mission-driven, relational, results-oriented professional with

demonstrated success to lead and grow projects in the Medicaid

space. Experienced program administrator and advocate.
Passion for working in diverse communities to foster equity. 

Care Alliance Health Center                                                 2012 - 2017 
Cleveland, Ohio 
Community health center dedicated to serving individuals
experiencing homelessness and living in public housing, 
Director, External Affairs                                                    (2016 - 2017) 
Manager of Programs and Development                       (2012 - 2016)

United Way of Greater Cleveland                                 2017 - Present 
Regional non-profit that mobilizes and empowers Greater
Clevelanders to help break cycles of poverty
Director, Strategic Initiatives                                       (2022 - present)
Develop partnerships and programming to enhance 211 strategic
initiatives; align community needs, investment strategy, and metrics
Community Investment Director, Health                      (2021 - 2022)
Manager, Accountable Health Communities                (2017 - 2021)

Spearheaded MetroHealth Care Plus and Medicaid enrollment
initiatives, growing patient insured rate from 12% to 65% and
generating over $4M annually

Led collaborative financing model with health care providers,
payers, & philanthropy, creating $700k new investment in health-
related social needs; evaluated financial return
Managed 5-year, $5M federally-funded (Centers for Medicare and
Medicaid) project to link health care and social services
Partnered with population health leadership and clinical teams to
serve 5,000 patients at 16 practices across 3 health systems.
Leveraged 30+ member advisory board of hospital systems,
insurers, & social services to address social drivers of health
Directed organizational investments for health-related priorities
Engaged in equitable grantmaking via Greater Clev COVID-19 Fund
behavioral health and vaccine access committees

Public Policy 
State & federal public benefits
Policy analysis
Budget advocacy

Project Administration 
Program development 
Evaluation design
Data-driven assessment
Budget management

Fiscal Alignment
Investing for value 
Collaborative investments
Evaluating financial return

Fund Development 
Proposal writing
Report writing 
Foundation relations
Federal grants & compliance

Healthcare 
Social drivers of health 
FQHC operations 
Workflow design
Clinical quality metrics
HIPAA compliance

- -
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Led cross-agency workgroup to expand services including long
acting reversible contraception, Centering Pregnancy, and 10
school-based health clinic sites 
Grew patient navigation team from 3 to 12 staff; implemented
community engagement to add 1500+ new patients in 3 years
Executed $5.5M capital campaign; grew federal funding from $2.5
to $4.5M for integrated behavioral health care, Medication Assisted
Treatment, pediatric care, dental care, & HIV prevention
Promoted the impact of agency activities to public officials, funders,
and stakeholders through timely grant reporting, events, social
media, and newsletters

Care Alliance Health Center con't

Created new policy expertise dedicated to healthcare reform
implementation; Initiated advocacy team to maintain state
Medicaid coverage for low-income undocumented children
Liaison with state and local health and human service
administrators to improve services for individuals with limited
English proficiency
Designed and delivered training and technical support on policy
changes and best practices to promote equitable access to health,
income, and nutrition supports
Coordinated with key legislators to maintain $7 million in state
funding for immigrant integration; mobilized advocates through in-
district meetings, rallies, and 1300+ member lobby days
Administered annual $3M in public and private funds to promote
access to public benefits through a network of 39 ethnic
community organizations serving over 24,000 Illinois families
Spearheaded a strategic planning and rebranding effort for the 12-
year-old program; acquired over $435k in federal funding and
$283k in foundation grants to expand department efforts

Master of Public

Administration (MPA)

Cleveland State University,

Levin College of Urban Affairs

Bachelor of Arts (BA)

Mercyhurst College
English Education & Religious

Studies
Erie, Pennsylvania

Recognized with Sister Carolyn
Hermann mission award

IL Coalition for Immigrant and Refugee Rights         2006 - 2012
Chicago, Illinois
Statewide coalition promoting the rights of immigrants & refugees
to full and equal participation in civic, cultural, social, & political life
Director, Immigrant Family Resource Program         (2010 - 2012)
Associate, Outreach & Interpretation Program         (2006 - 2010)

E D U C A T I O N

Cleveland, Ohio

Recognized with Sylvester
Murray Award for excellence

Cuyahoga Division of
Senior & Adults Services
Advisory Board
Community Based Services
Committee Co-Chair
2022 - present

Healthcare Payment
Learning & Action
Network
Health Equity Action Team 
2022 - present

Cleveland Bridge Builders
Class of 2016
Cleveland Colectivo
2012 - 2017

J e n n i f e r  K o n s ,  M P A

S E R V I C E  & 

L E A D E R S H I P
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November 13, 2024 

Chris Ronayne 

Cuyahoga County Executive 

Cuyahoga County Administrative Headquarters 

2079 East Ninth Street  
Cleveland, OH 441 15 

Dear Executive Ronayne: 

Please accept this letter of interest in continued service on the Cuyahoga County Advisory Board for the 
Division of Senior and Adult Services (DSAS). It has been a pleasure to serve these past few years and 
take on a leadership role as co-chair of the Community Based Services Committee.  

I believe strongly that individuals deserve to live in their communities with dignity and that 
government plays a critical role such efforts. I have been fortunate to work in dynamic health and social 
service environments for the past 15+ years supporting and leading projects that help seniors and 
individuals with disabilities, amongst others, live dignified, connected lives. I hope to continue to 
leverage these experiences to support the Division of Senior and Adult Services (DSAS) and residents of 
Cuyahoga County.  

In Chicago I worked with ethnic community-based organizations across the city and state of Illinois, 
many of whom served seniors though congregate meal programs and adult day programs, English 
language classes, digital connectivity, and citizenship preparation. I was able to see firsthand the unique 
strengths and needs amongst older adults, particularly those within at times isolated immigrant 
communities. In Cleveland, my experience at a  community health center focused on individuals 
experiencing homelessness and living in public housing brought me into closer relationship with the 
local challenges and opportunities to support individuals with disabilities, including those aging rapidly 
due to chronic homelessness. Working with seniors living in public housing demonstrated the 
importance of creating opportunities for seniors to age in their communities and access high quality, 
trusted health care in their neighborhoods.  
 
Most recently at United Way of Greater Cleveland, my work has centered on our 211 program, which is 
frequently contacted by older adults seeking resources. At United Way 211, we collaborate with DSAS to 
ensure residents have update to date information and resources to address their needs.  
 
On a personal note, physical and mental health disabilities have touched numerous family members 
here in Cuyahoga County. Critical supports made possible by public and private entities allow them to 
continue to live in non-institutional settings and participate in their communities.  
 
Across these experiences, I have been committed to work that upholds the dignity of community 
members, regardless of income, race, ethnicity, immigration status, or housing status. I hope to leverage 
these learnings and commitment to support DSAS and the communities it serves through the Advisory 
Board. Thank you for your consideration of my application. 
 
Sincerely, 

 

 

 

Jennifer M Kons, MPA 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0031 

 

Sponsored by: County Executive 

Ronayne 

A Resolution confirming the County 

Executive’s reappointment of Cheryl Bradas 

to serve on the Cuyahoga County Advisory 

Board on Senior and Adult Services for the 

term 1/1/2025 – 12/31/2027; and declaring 

the necessity that this Resolution become 

immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and  

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall consist of no less than ten (10) and no more than twenty-five (25) 

appointed members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Cheryl Bradas to serve on 

the Cuyahoga County Advisory Board on Senior and Adult Services for the term 

1/1/2025 – 12/31/2027. 

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 reappointment of Cheryl Bradas to serve on the Cuyahoga County 

Advisory Board on Senior and Adult Services for the term 1/1/2025 – 12/31/2027. 
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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: January 14, 2025  

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

 

Journal ______________ 

_______________, 20__ 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2025-0032 

 

Sponsored by: County Executive 

Ronayne 

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 1/1/2025 – 12/31/2027; 

and declaring the necessity that this 

Resolution become immediately effective. 

   

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall provide a forum for senior, adults and adults with disabilities, 

consumers, elected officials, agency representatives and others interested in the 

concerns of senior and adults; and 

WHEREAS, Cuyahoga County Charter Section 6.04, entitled Special Boards 

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

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

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

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

the Council;” and  

WHEREAS, the Cuyahoga County Advisory Board on Senior and Adult 

Services shall consist of no less than ten (10) and no more than twenty-five (25) 

appointed members; and 

WHEREAS, members of the Cuyahoga County Advisory Board on Senior 

and Adult Services shall be appointed to serve a three-year term; and 

WHEREAS, the County Executive has nominated Donisha Greene to serve on 

the Cuyahoga County Advisory Board on Senior and Adult Services for the term 

1/1/2025 – 12/31/2027. 

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 reappointment of Donisha Greene to serve on the Cuyahoga County 

Advisory Board on Senior and Adult Services for the term 1/1/2025 – 12/31/2027. 
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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:  January 14, 2025 

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

 

Journal ______________ 

_______________, 20__ 
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