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AGENDA

CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY

COMMITTEE MEETING
TUESDAY, JULY 7, 2015
CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS
C. ELLEN CONNALLY COUNCIL CHAMBERS - 4" FLOOR
10:00 AM

. CALLTO ORDER

ROLL CALL

PUBLIC COMMENT RELATED TO THE AGENDA

. APPROVAL OF MINUTES FROM THE JUNE 16, 2015 MEETING

MATTERS REFERRED TO COMMITTEE

a)

b)

R2015-0104: A Resolution adopting various changes to the Cuyahoga
County Non-bargaining Classification Plan, and declaring the necessity
that this Resolution become immediately effective.

R2015-0115: A Resolution approving the appointment of C. Ellen
Connally to serve on the Cuyahoga County Soldiers’ and Sailors’
Monument Board of Trustees for an unexpired term ending 4/15/2019,
and declaring the necessity that this Resolution become immediately
effective.

02015-0010: An Ordinance amending Sections 113.01, 301.02, 303.01
and 303.04 of the Cuyahoga County Code and enacting Section 303.07
of the Cuyahoga County Code to establish procedures by which the
Personnel Review Commission adopts its Administrative Rules and to
make various changes to the County’s civil service code; and declaring
the necessity that this Ordinance become immediately effective.
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6. DISCUSSION

a) Cuyahoga County Public Library Board of Trustees appointment —
Elizabeth Hijar

7. MISCELLANEOUS BUSINESS
8. OTHER PUBLIC COMMENT

9. ADJOURNMENT

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

**Council Chambers is equipped with a hearing assistance system. If needed, please see
the Clerk to obtain a receiver.
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MINUTES
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY
COMMITTEE MEETING

TUESDAY, JUNE 16, 2015
CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS
C. ELLEN CONNALLY COUNCIL CHAMBERS — 4™ FLOOR
10:00 AM

1. CALLTO ORDER

Chairwoman Conwell called the meeting to order at 10:09 a.m.

2. ROLL CALL

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

3. PUBLIC COMMENT RELATED TO THE AGENDA

No public comments were given.

4. APPROVAL OF MINUTES FROM THE JUNE 2, 2015 MEETING

A motion was made by Mr. Miller, seconded by Ms. Brown and approved by
unanimous vote to approve the minutes from the June 2, 2015 meeting.

5. MATTERS REFERRED TO COMMITTEE

a) R2015-0107: A Resolution confirming the County Executive’s
appointment of Gary Shamis to serve on the Cuyahoga County Audit
Committee to fill a vacancy in an incomplete term commencing
immediately and ending 12/31/2020, and declaring the necessity that
this Resolution become immediately effective.
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Mr. Chris Glassburn, Senior Policy Advisor, addressed the Committee regarding
Resolution No. R2015-0107. Discussion ensued.

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

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

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

A motion was then made by Ms. Conwell, seconded by Mr. Germana and approved by
unanimous vote to amend Resolution No. R2015-0107 by deleting “to fill a vacancy in
an incomplete term commencing immediately and” and inserting “for an unexpired
term” and deleting “2020” and inserting “2015” throughout the resolution.

On a motion by Ms. Conwell with a second by Mr. Miller, Resolution No. R2015-0107
was considered and approved by unanimous vote to be referred to the full Council
agenda with a recommendation for passage under second reading suspension of the
rules.

b) R2015-0108: A Resolution confirming the County Executive’s
appointment or reappointment of various individuals to serve on the
Cuyahoga County Planning Commission for the term 1/1/2015 -
12/31/2017, and declaring the necessity that this Resolution become
immediately effective:

1) Appointment:

a) The Honorable Bradley D. Sellers
(Chagrin/Southeast Region)

2) Reappointments:
a) The Honorable Susan K. Infeld (Heights Region)
b) The Honorable Merle S. Gorden (Hillcrest Region)
Mr. Glassburn and Mr. Glenn Coyne, Executive Director of the Cuyahoga County

Planning Commission, addressed the Committee regarding Resolution No. R2015-
0108. Discussion ensued.
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Committee members asked questions of Mr. Glassburn and Mr. Coyne pertaining
to the item, which they answered accordingly.

Mayor Bradley D. Sellers, Mayor Susan K. Infeld and Mayor Merle S. Gorden
addressed the Committee regarding their nomination to serve on the Cuyahoga

County Planning Commission. Discussion ensued.

Committee members asked questions of Mayor Sellers, Mayor Infeld and Mayor
Gorden pertaining to the item, which they answered accordingly.

On a motion by Mr. Miller with a second by Mr. Germana, Resolution No. R2015-
0108 was considered and approved by unanimous vote to be referred to the full
Council agenda with a recommendation for passage under second reading
suspension of the rules.

6. MISCELLANEOUS BUSINESS

There was no miscellaneous business.

7. OTHER PUBLIC COMMENT

No public comments were given.

8. ADJOURNMENT

With no further business to discuss, Chairwoman Conwell adjourned the meeting
at 10:55 a.m., without objection.
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County Council of Cuyahoga County, Ohio

Resolution No. R2015-0104

Sponsored by: Councilmember A Resolution adopting various changes to
Conwell on behalf of Personnel the Cuyahoga County Non-bargaining
Review Commission 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, Section 2.01 of the Cuyahoga County Personnel Policies and
Procedures Manual (Ordinances No. 02011-0015 and 02011-0028) states that the
employment of all classified County employees is subject to the provisions of the
Ohio Revised Code, the Ohio Administrative Code, the Cuyahoga County
Administrative Rules and the Policies and Procedures Manual; and

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

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

WHEREAS, on April 17, 2015, the Personnel Review Commission met and
recommended the classification changes (attached hereto as Exhibits A through BB)
and recommends to County Council the formal adoption and implementation of the
attached changes; and

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

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

SECTION 1. That the Cuyahoga County Council hereby adopts the following
changes to the Cuyahoga County Non-bargaining Classification Plan:



Modification of the following Classifications: (See Attached Classification
Specifications)

Proposed Revised Classifications:

Exhibit A: Class Title: Database Analyst
Class Number: 1053103
Pay Grade: 12B
*Revise title to Database Administrator
Exhibit B: Class Title: Nursing Director
Class Number: 1054115
Pay Grade: 14

*Change in pay grade from 14 to 15. Change department to read
Human Services Department and updated spec. to new format to
include percentages of time spent on essential functions.

Exhibit C: Class Title: Permit Coordinator
Class Number: 1062221
Pay Grade: 5

*Change pay grade from 5 to 6 and changed department from
Development to Public Works. Revised functions to include
additional duties assumed and updated spec. to new format to
include percentages of time spent on essential functions.

Exhibit D: Class Title: Senior Database Analyst
Class Number: 1053104
Pay Grade: 15B

*Reuvise title to Senior Database Administrator. Included clarifying
language to essential functions.

Proposed Deleted Classifications:

Exhibit E: Class Title:  Airport Manager
Number: 1042322
Pay Grade: 17

Exhibit F: Class Title:  Airport Operations Technician |
Number: 1042311
Pay Grade: 3

Exhibit G: Class Title:  Airport Operations Technician Il
Number: 1042312
Pay Grade: 4



Exhibit H:

Exhibit I:

Exhibit J:

Exhibit K:

Exhibit L:

Exhibit M:

Exhibit N:

Exhibit O:

Exhibit P:

Exhibit Q:

Exhibit R:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Airport Operations Technician 111
1042313
5

Assistant Airport Manager
1042321
13

Case Manager
1056261
6

Central Services Operations Manager
1044111
15

Clinical Services Manager
1056332
13

CRIS Center Manager
1053171
15

Financial System Admin Financial Analyst
1055141
13

Laboratory Analyst
1064212
;

Laboratory Supervisor
1064214
11

Mover Supervisor
1031112
6

Nurse Practitioner- Corrections
1059211
16



Exhibit S:

Exhibit T:

Exhibit U:

Exhibit V:

Exhibit W:

Exhibit X:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Psychologist - Corrections
1059111
14

Sewer Maintenance Manager
1043123
13

Telecommunications Coordinator
1053161
;

Telecommunications Coordinator Supervisor
1053162
11

Telecommunications Customer Service
Representative

1016111

4

Telecommunications Customer Service
Representative Supervisor

1016112

6

Addition of the following Classifications: (See attached Classification

Specifications)

Exhibit Y:

Exhibit Z:

Exhibit AA:

Exhibit BB:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Class Title:

Number:

Pay Grade:

Fingerprints Lab Supervisor
1071234
17

Firearms and Toolmarks Lab Supervisor
1071284
17

Forensic Scientist 2 - Fingerprints
1071232
11

Forensic Scientist 2 — Firearms and Toolmarks
1071282
11



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

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

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

First Reading/Referred to Committee: June 9, 2015
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Database Administrator Class Number: 1053103
FLSA: Exempt ' Pay Grade: 12B
Dept: Information Technology Department

Classification Function '

The purpose of this classification is to assist and administer daily maintenance of servers including
backing up, installing, monitoring and applying patches and to ensure data integrity and efficient
operation.

Distinguishing Characteristics

This is a technical, journey level classification, working under general supervision from the unit
manager. The employee in this class is expected become fully aware of the operating policies and
procedures of the work unit and, as experience is gained, to become able to perform the fult range of
duties assigned. Positions at this level receive instruction or assistance only as new or unusual
situations arise and are expected to exercise judgment and initiative. This class is distinguished from
the Senior Database Administrator in that the later class trains and oversees this class in performance
of database operations and activities and performs the more complex work of the unit.

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 in developing, maintaining and modifying databases; monitors servers, manages user
accounts; schedules system jobs; configures new devices; reviews and assists with database
design and programming; assists in planning systems architecture; creates standards; installs and
pariitions disk drives; assists with database installations and in installing applications.

20% +/- 10%
¢ Maintains the County backup system; prepares system securities; utilizes a variety of software in
order to schedule execution for reorganization of databases, to execute recovery, to back up.
databases, and to schedule execution for space allocation; uses software utilities for file management
and maintenance.

20% +/- 10%
¢ Provides support for assigned applications and systems; provides ongoing maintenance support;
prepares documentation; maintains print services; assists in assembling hardware.
Minimum Training and Experience Required to Perform Essential Job Functions
Bachelor's degree in computer science, information technology or a related field with three (3) years
experience in a data processing environment including database management, or an equivalent
combination of education, training, and experience.

Additional Requirements

No special license or ceriification is required.

EXHIBIT A
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Database Administrator
~Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

- o 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. _

Supervisory Responsibilities

e  No supervisory responsibilities.

Mathematical Ability

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

Language Ability & Interpersonal Communication

s Ability to comprehend a variety of informational documents including network backup status
reports, data input/output, email and WAN status reports.

s Ability to comprehend a variety of reference books and manuals including operating system
Administration reference, database documentation, backup Administration procedures; network,
and operation manuals, and schematic drawings..

« Ability to prepare documentation, backup strategy, backup server lists, backup chart, flow charts,
technical reports, diagrams and other job related documents using prescribed format and
conforming to all rules of punctuation, grammar, diction and style.

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

* Ability to develop and maintain effective working relaticnships with a variety of individuals within
and outside the Department and to communicate with users, vendors, peers, and departmental
employees and admlnlstrators

« Ability to use and interpret computer and computer programming 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

Disabifities Act, the County will provide reasonable accommodations to qualified individuals with

disabiliies and encourages both prospective employees and incumbents to discuss potential
accommadations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Nursing Director ‘ Class Number: | 1054115
FLSA: Exempt Pay Grade: 15
Dept: Human Services Department

Classification Function

The purpose of this classification is to administer and coordinate nursing services in the Home Care
Skilled Services Unit and to supervise senior nurse supervisor, nurse supervisors and support staff.

Distinguishing Characteristics

This is a professional journey level classification, responsible for defining scope of work, identifying
problem areas for service delivery and developing concepts and approaches for problem solving. The
employee in this class plans staffing and schedules, analyzes work flow and facilitates staff
performance evaluations. The incumbent recommends, integrates, administers, and evaluates
procedures and standards needed to provide refated services. The employee is responsible for
ensuring that operations and activities are completed in a safe, timely, effective and efficient manner
according to standards, procedures, regulations and laws.

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.

65% +/- 20%

+ Administers and coordinates nursing services in the Home Care Skilled Services Unit; determines
and recommends staffing needs; coordinates client services; collaborates and oversees staff
scheduling; coordinates nursing activities, develops and maintains policies and procedures;
verifies personnel are properly licensed; establishes method of recording nursing care provided;
monitors and maintains compliance with various third party payers, such as Medicaid and
Medicare; investigates and resolves client complaints and concerns; serves as a member of the
management team; provides leadership of vision and direction of unit.

20% +/- 10%

+ Supervises senior nurse supervisor, nurse supervisors and support staff; interviews and selects
professional and para-professional staff and assigns work to them; monitors employee work;
conducts employee performance; provides on-going training of all staff, recommends disciplinary
action, when necessary; delegates certain responsibility to staff members and ensures that they
are implemented; conducts staff meetings.

10% +/- 5%

s« Performs various administrative functions; serves on committees; attends various meetings,
conferences, workshops, and seminars;, prepares various reports including Ryan White reports
and reports for administrators; participates in budget preparation; develops and executes
presentations for community and internally.

5% +/- 2%
« May nursing services as necessary; makes patient visits to observe and evaluate physical and
emotional status; reviews and updates patient plan of care; reviews medication policies and

records. EXHIBIT B
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Nursing Director 1054115

Minimum Training and Experience Required to Perform Essential Job Functions

Must be licensed as registered nurse by the Ohio Board of Nursing with six () years nursing
experience including two (2) years in a supervisory capacity.

Additional Requirements

Biennial renewal of license 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, printer, fax machine,
copier and telephone.

« Abilty to operate medical equipment including intravenous pumps, G-tube pumps, suction
machine, sphygmomanometer, stethoscope, thermometer and other diagnostic instruments and
equipment. '

« Ability to push and pull in the movement or treatment of residents; ability to lift and carry medical
equipment and supplies.

Supervisory Responsibilities

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

e Ability to provide instruction to other empioyees.

e Ability to reéommend the discipline or discharge of other employees.

»  Ability to recommend the selection, transfer, or promotion of other employees.
Mathematical Ability

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

Language Ability & Interpersonal Communication

» Ability to perform 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 datafinformation and includes performance reviews pertinent to such objectives,
functions and requirements.

o Ability to comprehend a variety of informational documents including program contracts, billing
invoices, time sheets, progress reports, department memorandum, policies, and procedures and
other reports and records.

» Ability to comprehend a variety of reference books and manuals including the Ohio Revised Code,
collective bargaining agreements, Center for Medicare and Medicaid, grants, Ohio Department of
Health regulations and personnel policy manuals.
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Nursing Director 1054115

» Ability to prepare performance evaluations, progress reports, semi-annual and annual reports,
policies, procedures, and other job related documents using prescribed format and conforming to
‘aII rules of punctuation, grammar, diction and style.

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

.« Ability to use and interpret rhedical and counseling terminology and language.

o Ability to communicate effectively with managers, supervisors, nursing staff, home health aldes
community partners, clients, other County employees and the general public.

Environmental Adaptability

e Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabifities 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: | Permit Coordinator Class Number: 1062221
FLSA: Non - Exempt Pay Grade: 6
Dept: Public Works Office

Classification Function

The purpose of this classification is to coordinate the issuance of various perrmts and licenses and
maintenance of related records: schedule weddings and issue leases for use of County buildings;
issue road opening permits and to function as supervisor over lower [evel clerical employees.

Distinguishing Characteristics

This is a journey level technical classification with responsibility for coordinating the issuance of
various permits and licenses and maintaining related documents. This classification works under a
- framework of defined procedures and regulations. The incumbent exercises discretion in applying
procedures and serves as a first-line supervisor ensuring 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.

: 40% +/~ 10%

. Coordinates the issuance of permits and maintenance of related records; issues permits to
contractors to install sanitary and storm sewers for mainline, commercial and residentiai
connections; ensures engineering has approved plans and inspection fees are paid; ensures
work is scheduled; responds to inquires and complaints regarding permits and tap in fees; plans
approval process; issues permits for any capital improvement projects; issues road opening
permits; assures that the contractor licensing process is up to date; updates bonds, insurance
certificates and power of attorney forms; processes annual fees.

40% +/- 10%

. Interacts daily with prospective couples, government entities, attorneys and others regarding
leasing County space in the Old Court House, Huntington Parking Garage and the Justice
Center; reviews lease terms; conducts walk throughs of facilities; explains operational
procedures; calculates costs; responds to questions/inquires; drafts and distributes leases.

10% +/- 5%
. Supervises assigried lower level clerical employees; assigns and reviews work; provides job
training and instruction; responds to employee problems; evaluates employee performance.

: 10% +/- 5%
. Estabhshes project number and project name; keeps inspectors time sheets and other
documents; sends special events schedule to staff.

Experience Required to Perform Essential Job Functions
High school diploma or GED supplemented with vocational/technical training and three (3) years of

related experience; or any combination of education and experience that provides equivalent
knowledge, skills and abilities.

Additional Requirements EXHIBIT C
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Permit Coordinator ‘ 1062221

No license requirements.
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requirements

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

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 td act on employee problems.

» Ability to evaluate performance of assigned employees.

+  Ability to recommend the discipline or discharge of employees.

Mathematical Ability

« Ability to add, subtract, multiply and divide.

Language Ability & Interpersonal Communication

» Ability to perform basic level of data analysis including the ability to review, classify, categorize,
prioritize and/or reference data, statutes and/or guidelines andfor 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 timesheets, expense reports,
Scheduling of Courthouse events, Scheduling of Parking and Costs for events, insurance and

bonding firm’s permits, checks and roadway opening permit requests.

« Ability to comprehend a variety of reference books and manuals including departmental and
County policy manual, reference manuals, permit books, street guide and sewer plans.

« Ability to prepare activity reports, monthly inspector reports, sanitation and storm permits, wedding
event schedules and leases, databases and other job related documents using prescribed format
and conforming to all rules of punctuation, grammar, diction and style.

« Ability to serve as a first-line supervisor, provide lead worker influences, record, deliver, and file
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.

+ Ability to use and interpret engineering and related terminology and language.

. Ability to communicate with supervisor, employees of other sections, consultants, contractors,
inspectors, wedding parties, homeowners, government agencies and administrators.

Environmental Adaptability
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Permit Coordinator | 1062221

» Work is typically performed in an office environment.
Cuyahoga County is an Equal Opportunity Employer. in compliance with the Americans with Disabilities Acf,

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

@ Archer Company



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Senior Database Administrator Class Number: 1053104
FLSA.: Exempt Pay Grade: 16B
Dept. Information Technology Department

Classification Function
The purpose of this class is to monitor, design, implement and coordinate database operations and
assigned application systems to ensure data integrity and efficient operation.

Distinguishing Characteristics

This is a technical, advance journey level classification, working under direction from the unit manager.
The employee in this class is expected to be fully aware of the operating policies and procedures of the
work unit and to perform the full range of duties assigned.
occasional instruction or assistance as new or unusual situations arise and work independently,
exercising judgment and initiative. This class is distinguished from the Database Administrator in that
the senior level has more extensive database, computer networking, computer architecture, operating

Positions at this level receive only

system, and programming knowledge and experience and assists and instructs the ilower level class.

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%

Monitors database systems and analyzes, designs, and implements physical and logical database
designs to ensure optimal performance, system availability, data integrity and consistency and
security of data; monitors online performance of programs and growth of databases; creates and
maintains strategies for monitoring and maintaining the databases; executes disaster recovery
prepaeration by backing up and restoring databases; installs and configures software; provides
application support work and enhancements; extracts, transforms, loads and queries data from
various sources: documents procedures; creates and enforces standards; tunes databases.

35% +/- 10%

Troubleshoots and resolves application and maintenance anomalies involving databases, server
operating systems, networks, applications, websites and programming code; conducts program
code and database design reviews; researches and develops new software fixes and solutions;
installs patches and upgrades; designs and coordinates creation and modification of databases
and data warehousing solutions; maintains County backup system; prepares system securities;
utilizes a variety of software in order to schedule execution for reorganization of databases, to
execute recovery, to back up databases, and to schedule execution for space allocation; uses
software utilities for file management and maintenance; conducts database migrations.

20% +/- 10%
Collaborates with system and network administrators on best practices for database environment
configuration, application and system upgrades and capacity planning; researches, evaluates and
provides recommendations on other database systems; mentors developers on best practices for
software development, programming standards, change control and database design.

5% +- 10%
Provides advisory help and support work for mainframe platforms and client server platforms;
advises and instructs others regarding database operations and procedures; responds to service
calls and fixes for database systems.

EXHIBIT D
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Senjor Database Administrator

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in computer science, engineering, business administration or a related field and six
(6) years related experience including database administration and development; software
development, programming, and data modeling; 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
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

e Ability to operate a vari'ety of automated office machines including computers and peripheral
equipment.

Supervisory Responsibilities

« No supervisory responsibilities; may provide oversight, assistance and training to lower level
positions.

Mathematical Ability

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

Language Ability & Interpersonal Communication

o Ability to comprehend a variety of informational documents including diagnostic reports,
performance charts and queries, data flow, technical environment and entity-relationship diagrams,
context diagrams, performance, reorganization, space utilization, backup, database integrity,
monitoring and index data, transaction logs, transaction count reports, requirement documents,
and programming code.

« Ability to comprehend a variety of reference books and manuals- including data dictionary,
database reference books, requirement and instruction documents, entity-relationship diagrams,
programming code, technical environment diagrams, server books, software manuals and
documentation, installation/upgrade guides, and maintenance documentation.

« Ability to prepare documentation, diagnostic reports, performance charts and queries, dataflow
diagrams, context diagrams, database and system diagnostics, production reports, assessments,
standards documents, change contro! documents, instructions documents and other job related

© Archer Company



Senior Database Administrator

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

»  Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department and to communicate with working groups, users, vendors, peers, and
employees of own and outside departmental and administrators.

o  Ability to use and interpret computer terminclogy and programming languages.

Environmental Adaptability

o Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer.  In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations fo qualified individuals with

disabilities and encourages both prospective employees and incumbents to discuss potential
accommodations with the employer.

® Archer Company



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Airport Manager : Class Number: 1042322
: Pay Grade: 17

Development, only : : i

LDepartments:

Classification Function

The purpose of this classification is to manage the operations of the County Airport in accordance with state and federal
aviation regulations and to supervise employees classified as field supervisor and assistant ajrport manager.

|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.

¢  Manages the operations of a County Airport, certified under and in accordance with state and federal aviation
regulations (e.g. - programs current and firture maintenance and operational nesds; develops operating standards and
safety procedures in accordance with Federal Aviation Administration standards and regulations as required; prepares
and administers Federal and State grant programs for.eligible Capital Improvement programs; negotiates and/or directs
the preparation of all contracts, leases, concession and rental agreements and establishes related rates, fees, etc.;
manages the use of airport facilities by concessionaires, tenants and transients; directs the preparation of the operating
budget, various reports, and statistical records). :

». . Supervises employees classified as field supervisor and assistant airport manager (e.g. - prepares schedules; supervises
and instructs subordinate personnel; recommends employee selection, transfer, promotion, and discipline; operates
firefighting and building maintenance equipment to dernonsirate proper operation). '

*  Serves as a member of various commissions and boards representing dirport interests,

[Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in business administration or related field with six years of airport operations experience including three
years in a supervisory capacity; or any equivalent combination of training and experience.

Additional Requirements

No additional license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements .

e Ability to operate a variety of automated office machines including calculator, tybewriter, fax, copy machine, and IBM
scan system.

EXHIBIT E
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" Cuyahoga County Classification Specification ‘ 1042322

Supervisory Responsibilities

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

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

Mathematical Ability

Ability to add, subtract, multiply, divide and calculate decimals and percentages and make use of descriptive statistics.

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational docmnent§ including financial reports, FAMIS reports, certification
notices, contracts, leases, blueprints, FAA technical reports and other reports and records.

Ability to comprehend a variety of reference books and manuals inchiding Federal Aviation Regulations, Title 14,
airport certification manual, emergency plan manual, FAA advisory circulars, persmmel policy manuals, FAAf.DOT .
eurcraﬁ rescue fire fighting manuals etc.

Ability to prepare correspondence, budgets, forecasts, contracts, leases, grant applications, memos, and other job related
documents using prescribed format and conforming to all rules of punctuation, grammar, diction and style.

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

Ability to use and interpret accounting, personnel, and aviation terminology and language.

Ability to communicate effectively with leasehold tenants, government persornel, FAA personnel, consuitants, division
managers, 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.

© DMG 1953 . Revised 1997




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Ajrport Operations Technician I Class Number: - 1042311
Pay Grade 3

| Departments: | Development, only |

Classification Function

The purpose of this classification is to maintain safety of airport runway and to maintain safety and security of airport grounds
and buildings.

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,

»  Maintains safety of airport runway (e.g.~ takes field measurements, assesses and transmits airport condition repotts to
flight service; reviews operations’ reports and briefings from preceding shifts, NOTAMS and other airfield reports;
makes régular physical inspections of the airfield, ranways, taxiways, ramp and construction sites, monitors runway
conditions to identify safety hazards). ‘ ‘ '

¢  Maintains security of airport grounds and buildings (e.g.- inspects grounds and buildings on foot end in motor vehicle;
~ checks for vandalism, property damage and irregular incidents; under supervision, carries out appropriate wildlife |
hazard mitigation tactics; secures all gates and destination building; inspects outdoor and indoor lighting; logs and
reports any airport policy violations; escorts emergency, construction and other vehicles approved by higher-level

employees). :

e  Responds to reports of fire, break-in or unusual incidents (e.g.- receives information regarding location and pature of
incident; assesses situation and ensures that appropriate safety and law enforcement personnel have been notified;
investigates incident; under supervision, and commiserate with any required training and/or certificates, performs
airport/aircraft fire rescue and emergency medical technician duties}.

e . Provides maintenance and cleaning services to maintain airport buildings and grounds (e.g.- repairs fencing and other
airport structures; performs minor comstruction work with runways, ramps and field areas; sweeps and mops floors;
vacuurms carpeting; cleans bathrooms; cleans windows; mows lawns; removes snow and ice).

Minimum Training and Experience Required to Perform Essential Job Functions

Vocational and technical training in maintenance trades with one year of safety and security experience; or any equivalent
combination of training and experience. '

Additional Requirements

Ohjo Commercial Driver's License required. Must be able to obtain Commercial Driver’s License with medical certificate
during probationary period. '

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Reqnirements \

+  Ability to operate a variety of communications equipment.

©® The Archer Compeany EXHIBIT F Agpril 10,2009




Cuyahoga County Classification Specification 1042311

*  Ability to operate various grounds maintenance equipment including lawn mower, snow blower, snow plow, and
motorized vehicles including car, pick-up truck and tractor.

Mathematical Ability

s Ability to add, subtract, ﬁulﬂply, divide and calculate decimals and percentages.

Language Abili;fy & Interpersonal Communication

¢ Abjlity to comprehend a variety-of mfo;mationaI documents including special bulletins and other repoﬁs and records.

»  Ability to comprehend a variety of reference books and manuals including seclrity manuals, snow removal manuals,
firearms imanuals, airport standards of procedure.

e  Ability to prepare duty reports, security reports, landing and take-off register and other job reIated documents using
prescnbed format and conforming to all rules of punctuation, grammar, diction and style.

s Ability to record and deliver information, to explain procedures, to follow instructions.
o Ability to use and interpret building maintenance and air traffic control terminology and language.
. Abiiity to communicate with: supervisory personnel], other County employees and the general public.

Environmental Adaptability

e Workis typically performed outdoors in varying weather conditions and requires responding to emergency situations.

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

© The Archer Company April 10,2009.




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Airport Operations Techaician IT ' Class Number: 1042312
Pay Grade 4

l Departments: I Development, only : I

Classification Function

The purpose of this classification is to maintain safety of airport runway and to maintain safety and security of airport grounds
and buildings. This clagsification requires one year of acceptable performance as an Airport Operations Technician L.

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.

*  Maintains safety of airport runway (e.g.- takes field measurements, assesses and transmits airport condition reports to
flight service; reviews operations’ reports and briefings from preceding shifts, NOTAMS and other airfield reports;
makes reguler physical inspections of the airfield, runways, taxiways, ramp and construction sites; monitors runway
conditions to identify safety hazards).

s Performs aircraft rescue and firefighting duties (e.g.- responds to aircraft incidents and/or crashes on Crash/Fire/Rescue
units; operates fire truck and fire fighting equipment to extinguish fires; responds to hazardous materials situations to
identify and control threat; uses airciafl extraction tools to rescue victims of aircraft crashes).

e Maintains security of airport grounds and buildings (e.g.- inspects giounds and buildings on foot and in motor vehicle;
checks for vandalism, property damage and irregular incidents; under supervision, carries out appropriate wildlife
hazard mitigation tactics; secures all gates and destination building; inspects outdoor and indoor lighting; logs and
reports any airport policy violations; escoris emergency, construction and other vehicles approved by higher-level
employees).

s  Responds to reports of fire, break-in or unusual incidents (e.g.- receives information regarding location and nature of
incident; assesses situation and ensures that appropriate safety and law enforcement personnel have been notified;
investigates incident; under supervision, and commiserate with any required training and/or certificates, performs
airport/aircraft fire rescue and emergency medical technician duties).

¢  Provides maintenance and cleaning services to maintain airport buildings and grounds (e.g.- repairs fencing and other
airport structures; performs minor construction work with runways, ramps and field areas; sweeps and mops floors;
vacuums carpeting; cleans bathrooms; cleans windows; mows lawns; removes snow and ice).

Minimum Training and Experience Required to Perform Essential Job Functions

Vocational and technical training in maintenance trades with two years of safety and security experience, including one year
as an Airport Operations Technician I.

Additional Requirements

Ohio Commetcial Driver's “License Class B” with a current medical certificate; AAAFE Basic Aircraft Rescue Fire Fighting
Certificate

EXHIBIT G
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Cuyahoga County Classification Specification ' 1042312

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

e Ability to operate a vafiety of communications eﬁqipment.
»  Ability to operate various pieces of equipment .including fire truck, dump truck, front-end loader and tractor. -

*  Ability to operate various grounds maintenance equipment including lawn mower, snow blower and snow plow.
Mathematical Ability |

+  Ability to add, subtract, nmltiply, divide and calculate decimals and percentages.

Language Ability £ Interpersonal Communication |

¢ Ability to comprehend a variety of informational documents including special bulletins and other reports and records.

s ' Ability to comprehend a variety of reference books and manuals including security manuals, snow removal manuals,
firearms manuals, airport standerds of procedure. -

e  Ability to prepare duty reports, security reports, landing and take-off register and other job 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, to follow instructions,
¢ Ability to use and interpret building maintenance and air traffic controf terminology and language.
»  Ability to communicate with supervisory personnel, other County employees and the general public.

Environmental Adaptability

s  Workis typica.llly performed outdoors in varying weather conditions and requires responding to emergency situations.

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

@ The Archer Company April 10,2009




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Adrport Operations Technician ITT Ciass Number: - 1042313
' Pay Grade ' 5

[ Departments: | Development, only : | |

Classification Function

The purpose of this classification is to maintain safety of airport runway and to aintain safety and security of airport grounds
and buildings and serves as a lead worker in absence of the Field Supervisor or other supervisory personnel. This
classification requires three years of acceptable performance as an Airport Operations Technician II.

| Essential Job Functions

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

e  Maintains safety of airport runway (e.g.- takes field measurements, assesses and transmits airport condition reports to
‘flight service; reviews operations’ reports and briefings from preceding shifts, NOTAMS and other airfield reports;
makes regular physical inspections of the airfield, runways, taxiways, ramp and construction sites; monitors rumway
conditions to identify safety hazards).

¢  Performs aircraft rescue and firefighting duties (e.g.- responds to aircraft incidents and/or crashes on Crash/Fire/Rescue
units; operates fire truck and fire fighting equipment to extinguish fires; responds to hazardous materials situations to
identify and control threat; uses aircraft extraction tools to rescue victims of ajrcraft crashes).

+  Muintaing security of airport grounds and buildings (e.g.- inspects grounds end buildings on foot and in motor vehicle;
checks for vandalism, property damage and irregular incidents; under supervision, catries out appropriate wildlife
hazard mitigation tactics; secures all gates and destination building; inspects outdoor and indoor lighting; logs and
reports any airport policy violations; escorts emergency, construction and other vehicles approved by higher-level

employees).

s In the absence of the Field Supervisor or other supervisory personnel, serves as a lead worker solely for the purpose of
developing a duty rostet, if one has not been provided, until other management personne] arrive or contact.

o  Responds to reports of fire, break-in or unusual incidents (e.g.- receives information regarding location and nature of
incident; asscsses situation and ensures that appropriate safety and law enforcement personnel have been notified;
investigates incident; under supervision, and commiserate with any required training and/or certificates, performs
alrport/aircraft fire rescue and emergency medical technician duties).

»  Provides maintenance and cleaning services to maintain airport buildings and grounds (e.g.- repairs fencing and other
airport structures; performs minor construction work with runways, ramps and field ereas; sweeps and mops floors;
vacuums carpeting; cleans bathrooms; cleans windows; mows lawns; removes show and ice).

Minimum Training and Experience Required to Perform Essential Job Functions

Vocational and technical fraining in maintenance trades with four years of safety and security experience, including three
years as an Airport Operations Technician IL

Additional Requirements

Ohio Commercial Driver's “License Class B” with a current medical certificate; AAAE Basic Alrcraft Rescue Fire Fighting .
Certificate; Hazardous Materials First Responder Certificate ) :

® The Archer Company * April 10,2008
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Cuyahoga County Classification Specification ' 1042313

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

Ability to operate a variety of communications equipment.
Ability to operate various pieces of heavy equipment including fire truck, dump truck, front-end loader and tractor.

Ability to operate various grounds maintenance equipment including lawn mower, snow blower and snow plow.

Mathematical Ability

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

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational documents including special bulletins and other reports and records.

Ability to comprehend & variety of reference books and manuals including security manuals, snow removal manuals,
firearms manuals, airport standards of procedure.

Ability to prepare duty reports, security reports, landing and take-off register and other job 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, to follow instructions.
Ability to uge and interpret building maintenance and air traffic control terminology and language.

Ability to communicate with supervisory personnel, other County employees and the general public.

Environmental Adaptability

Work is typically performed cutdoors in varying weather conditions and requires responding to emergency situations.

Cupahoga County is an Egual Opportuhity 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.

® The Archer Company
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: - | Assistant Airport Manager Class Number; 1042321
' Pay Grade: 13

{ Departments: | Development, only .

Classification Function

The purpose of this classification is to assist the airport manager with the management of the County airport insuring that all
operatiots are complying with local, state, and federal regulations.

Essential Job Functions

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

e Assists the airport manager with the management of the County airport insuring that all operations are complying with
local, state, and federal regulations (e.g. — assists in developing strategic, facilities, business, financial, noise mitigation,
and environmental plans; completes directives of the afrport manager involving day-to-day operations of the Airport;
assists in the enforcement of operating rules and regulations; promotes and maintains safety in airport services and
operations; responds to public and tenant concerns; assists in Airport marketing tasks involving Airport improvements,
Airport properties and leases (real estate and buildings) and other revenue-enhancement inttiatives; prepares and reviews
statistical reports; assists in the development and implementation of compliance strategies. regarding rules and
regulations of the Federal Aviation Administration and Transportation Security Administration (FAA), as applicable;
prepares grant-in-aid applications and reimbursement olaims for financial assistance from the FAA and other applicable

-agencies).

»  Supervises field employees assigned to County Airport (e.g. - supervises inventory coritrols; assigns, reviews, plans and
coordinates work; provides job training and instruction; oversees time keeping policies and procedures; approves
employee leave requests; monitors employee leave accruals and balances; recommends and implements related
personnel policies and procedures; recommends personnel actions including selection, promotion, transfer, discipline or

discharge).

¢ Supervises field operations (é. g — conducts Airport rescue and fire fighting services; conducts snow and ice removal;
conducts wildlife management; conduct Airport security; conducts Airport field inspections; conducts emergency
response; investigates noise complaints).

s  Prepares and maintains budgetary réports and records (e.g. - prepares financial and statistical records; assists in the
preparation of the annual Airport Division operating budget and the Airport Capital Improvement Program or related
programs; reports the status of airport finances).

Minimum Training and Experience Requiréd to Perform Essential Job Functions

Bachelot's degree in business or related field with five years of airport operationé and/or administration experience including
two yeats in a supervisory capacity; or any equivalent combination of training and experience. -

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

© DMG 1993 Revised August 29, 2008
Revised November 17, 2004 EXHIBIT I




Cuyahoga County Classification Specification : 1042321

Physical Requirements

s  Ability to operate a variety of au;bmated office machines including typewriter and adding machine.

»  Ability to operate a variety of motorized vehicles and equipment including a fire truck, tractor, dump truck, broom truck
and pick-up truck.

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

“[e  Ability to use specialized equipment includin% a runway scan system, Tapley friction meter, and reﬁ'actometef.
Supervisory Responsibilities -

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

e Ability to provide instruction to-other employees.

s Ability to recommend the discipline or discharge of other employees.

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

Mathematical Ability

»  Ability to add, subtract, multiply, divide, calculate' decimals and percentages and make use of the principles of basic
dlgebra. ‘ ‘ .
Language Ability & Interpersonal Communication

*  Ability to comprehend a variety of informational documents including security reports, time sheets, vehicle maintenance
reports, meter readings, inspection reports, operations manuals, periodicals, and other reports and records.

»  Ability to coﬁlprahend a variety of reference books and manuals inéluding FAA Advisory Circulus, union contract,
accounting manwals and personnel policy manuals.

¢ Ability to prepare purchase orders, billing statements, vehicle maintenance reports, financial statements, lease
agreements, correspondence, memos, 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. -

s Ability to use and interpret aviation, engineering, mechanical and accounting terminology and language.

¢ Ability to communicate effectively with airpott ﬁlanager, subordinates, FAA persomnel, and the general public.
Environmental Adaptability

s Work is typically performed in an office environment.

»  Work may be performed outdoors in varying weather conditions.

¢  Work involves responding to emergency situations.

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

® DMG 1993 . Revised August 29, 2008
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Case Manager . Clasé Number: . 1056261

Pay Grade: 6

| Departments: | Justice Affairs, only : _ |

Classification Function

The purpose of this classification is to assist clients create and follow through with a case management plan consistent with
their asgegsment diagnosis, level and type of care. :

‘ 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.

Essential Job Functions

Assists clients create and follow through with a case management plan consistent with their assessment diagnosis, level
and type of care (e.g. — conducts interviews and assists clients with accomplishing the goals of their case management
plan and self-sufficiency; determines immediate and long-term needs, employability and identify key barriers or assets
in client self-sufficiency; communicates with service providers to evaluate client progress, offer counsel and guidance;
maintains regular face-to-face contact with clients}.

MBaintains case documentation (e.g. — enters collect data, progress notes and all other relevant information to assist
clients and to comply with program requirements; reviews and verifies all documentation submitted to support request
for assistance in accordance with program guidelines; explains to clients their rights, responsibilities, required actions,
and other available services based on the clients’ ability to be successful).

Travels to assist clients with specific case management needs,

Conducts other case managerment activities (e.g, —reviews client assessment and acnv1ty prior to meetings, prepares
case surnmaries and reports). :

Attends meetings and fraining gessions.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degtee in social work or related field with six months of related experience; or any equivalent combination of
fraining and experience.

© Archer Company
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Cuyahoga County Classification Specification : : | 1056261

Additional Requirements

No special license or certification is required,

Minimum Physical and Mental Abilities Requﬁ‘ed to Perform Essential Job Functions

Physical Reguirements | |

*»  Ability toloperate a variety of automated office machﬁles including personal computers, copier, fax, and phone.

s Ability to operate motor vehicle.

s Ability to use breathalyzer,

Mathematical Ability

. Ab_ility to 2dd, subtract, multiply, divide, calculate decimals and percentages, and perform calculations utilizing algebra.
Language Ability & Interpersonal Communication |

«  Ability to comprehend a variety of informational documents including assessments, client verification of work, progress
reports from treatment, and other reports and records. :

»  Ability to comprehend a variety of reference books and manuals inchiding ODADAS, Statistical Manual of Disorders,
office policies, and other operational policies-and procedure manuals. .

»  Ability to prepare case management plans, .progress reports, 90 Day Reviews, urinalysis request forms, memos,
correspondence, and other job related documents using prescribed format and conforming to all rules of punctuation,
grammar, diction and style.

e Ability to convince end influence others, to record and deliver information, to explain procedures, maintains
confidentiality of restricted information, and to follow- instructions.

»  Ability to use and interpret counseling terminology end language.

s Ability to communicate effectively with case managers, Courts, referred agencies, chents chents family and friends,
othet agencies, supervisors, other County employees, and the general public,

Environmental Adaptability

*»  Work s typically performed in an office environment. However, regular travel to clients is required.

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

Class Title: Centra] Services Operations Manager Class Number: 1044111
: Pay Grade: 15

| Departments: | Central Services, only |

Classification Function

The purpose of this classification is to manage the ongoing business operations of the following Central Services divisions:
Reproduction Services, Communications, Mail Services, Parking Services, Fleet Services and Health & Safety Services.
This classification is also responsible for direct supervision of an administrative support employee and the supervisors of the

sbove divisions.

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.

o Manages the ongoing business opeérations of the following Central Services divisioms: Reproduction Services, |-
Communications, Mail Services, Parking Services, Fleet Services and Health & Safety Services (e.g.- manages and
monitors the operating and capital budgets of each division; administers contractual agreements with vendors, and
consultants for all divisions which includes reviewing quotes and proposals, and negotiating contracts, establishes annual
performance indicators/measures for the divisions; monitors and reports the achievement of these performance
indicators/measures; communicates with officials from other County agencies and departments in order to meet their
needs and to ensure customer service).

o Directly supervises an administrative support employee and the supervisors of the following Central Services divisions:
Reproduction Services, Communications, Mail Services, Parking Services, Fleet Services and Health & Safety Services
(e.g.- recormmends the selection of new employees and the transfet/promotion of current employees; recommends the

" discipline or discharge of employees; assigns and reviews completed work assignments; prepares employee performance
evaluations; approves employee leave requests; monitors use of leave),

e Plans and develops future business operations to meet goals and objectives (e.g.- develops and recommends new
programs for the divisions that enhance services and/or save money; develops and drafts new policies and procedures;
identifies operating and capital budgetary needs, assesses feasibility, and incorporates them into future operating and
capital budgets; develops and proposes changes to personnel assignment and organizational structure to achieve optimal

business operations).

e Performs related administrative responsibilities (e.g.- prepares monthly report of divisional activities for the department
Director; receives and responds to verbal, written and electronic inquiries and information; maintains related records).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in public administration or business administration with six years of public administration or facilities
operations experience, or any equivalent combination of training and experience.

Additional Requiremenis

No additional license or certification is required,

© DMG June 14, 2600 EXHIBIT K




Cuyahoga County Classification Specification 1044111

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

s Ability to operate a variety of automated office machines including personal computer and printer, fax machine,
calculator, copier and telephone.

Supervisory Responsibilities '

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

*  Ability to provide instruction to other employees.
*  Ability to recommend the discipline or discharge of other employees.

*  Ability to recommend the selection, iransfer, promotion or salary increese of other employees.

Mathematical Ability

*  Ability to add, subtract, multiply, divide, caloulate decimals and percentages and apply the basic prmclpIes of algebra
and geometry,

Langnage Ability & Interpersonal Communication

¢ Ability to comprehend a variety of informational documents including fiseal reports, division statistics and reports, bid
specifications, consultant invoices, employee time sheets, employee leave requests, written and electronic
communications, and related reports and records.

s Ability to comprehend a variety of reference books and manuals including State Purchasing Contracts, Buyers
Laboratory Index, OSHA rules and regulations, NAPA Used Car Guide, Nortel Planning Guide, Ohio Civil Service
Laws and Rules Annotated, Ohio Revised Code, Personnel Policies and Procedures Manual equipment handbooks and

operating manuals, and County policies and procedures manuals.
e  Ability to prepare petformance indicators/measures, bid specifications, monthly reports, board actions, budget

proposals, employee performance appraisals, electronic presentations, paper and electronic correspondence and other
job related documents using prescribed format and conforming to all rules of punctuation, grammar, diction and style.

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

e  Ability to use and interpret accounting, mechanical, human resources, and telecommunications terminology and
language. '

¢ Ability to communicate with elected officials, department director, other County directors and administrators, sales
representatives, vendors and consultants, subordinate employees, customers 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 ehcourages both prospective
employees and incumbents to discuss potential accommodations with the employer.

® DMG June 14, 2000 Revised July 29, 2007




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Clinical Services Manager Class Number: . | 1056332
FLSA Exempt ‘ ' : Pay Grade: 13

[ Departments: { Justice Affairs, only

Classification Functio_n

The purpose of this classification is to manage all aspects of the both the Treatment Alternative to Street Crime (TASC)
programs and Treatment Services clinical components and supervise personnel providing clinical services.

Essential Duties and Responsibilities

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

e Manages all aspects of the TASC programs and Treatment Services clinical components (e.g.- manages clinical drug and
alcohol assessments, clinical treatment plans, 90 day plan reviews, and discharge summaries; coordinates chart reviews

" n order in order to maintain and monitor State compliance along with clinical appropriateness; coordinate service
contracts between treatment providers, the Department, and the court system; prepares written case summaries and other
forms of communication to the court system; serves as the clinical expert on relevant TASC operations; represents |-
TASC on all appropriate clinical matters).

e  Supervises personnel involved in the provision of clinical services (e.g.- provides work direction and reviews completed §
work; evaluates performance; interviews and selects new employees and recommends promotions; responds to employee
problems and issues; supervises in-service training programs for new employees; provides clinical supervision to
licensed professional providing counseling services). -

»  May advanced-level counseling and consultation services (e.g.- may provide individual counseling to select group of
clients; may provide counseling to clients’ families who are in need of additional support; may conduct chemical
dependency assessments of adult and adolescent clients; may conduct psychological and mental status assessments of

senior citizen ¢lients).
¢  Evaluates and monitors federal research projects ongoing implementation and progress.
e  Performs miscellaveous duties related to coordination of clinical services (e.g.- serves as management team member;

participates actively in continuous quality and performance jmprovement of TASC program services; may serve as staff
representative on the Juvenile Justice Committee; prepares monthly reports on Clinical Coordination activities).

Minimum Training and Experience Required to Perform Essential Job Functions

Master’s degree in social work or counselor with six years of social work experience; a scope of practice in chemical
dependency, or any equivalent combination of training and expetience.

Additional Requirements

Must hold License of Independent Social Worker (LISW-S) or License of Professional Clinical Counselor (LPCC-5) or
Licensed Independent Chemical Dependency Counselor (LICDC) in the State of Ohio and lcensure to diagnose in the State | -

of Ohio.

EXHIBIT L

®Archer Company Proposed September 2009
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Cuyahoga County Classification Specification - , 1056332

Minimum Physical and Mental Abilities Required to Perform Essential Job F‘unctions
Physical Requirements

. Ability to operate a variety of automated office machines including personal computer, fax, telephone and copier.
Supervisory Responsibilities

s Abjlity to assign, review,. plan and coordinate the wc;rk of other employees.

*  Ability to provide instruction to other employees.

s Ability to recommend the discipline or discharge of other employees.

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

Mathematical Ability

o Ability to add, suBfract, multiply, divide and calculate decimals and percentages.

Language Ability & Interpersonal Communication

¢ Ability to comprehend a variety of informational documents including caseloads, individual treatment plans, chemical
dependency diagnostics, monthly reports, program proposals, psychological and psychiatric reports, productivity
reports, daily attendance records and other reports and records.

+  Ability to comprehend a variety of reference books and manuals including social work journal, PDR Manual, social
work reference books, DSM IV and personnel pelicy manuais. .

e Ability to prepare weekly and monthly reports, statistical reports, progress reports, annudl reports, diagnosties reports,
‘performance evaluations, correspondence and other job related documents using prescribed format and conforming to all

rules of punctuation, grammear, diction and style.

e Ability to manage and érupervise others, to convince and influence others, to record and deliver information, to explain
procedures, to follow instructions. :

s Ability to use and interpret chemicat dependency, counseling, legal and medical terminology and language.

s Ability to communicate effectively with supﬁervisor,’ training officer, Juvenile Court liaison, intake coordinator, social
workers, clients, aftercare staff, families, Juvenile Court Judges and psychological, psychlatnc medical and school

personmel.
Environmental Adaptability
¢ Work is typically performed in an office environment.

+  Work involves responding to crisis situations.

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

® Archer Company Proposed September 2009

Revised November 27, 2007




CUYAHOGA COUNT Y‘CLASS.IF ICATION SPECIFICATION

Class Title; CRIS Center Manager ‘ | Class Number: 1053171
Departments: | Justice Affairs, only

Classification Funection

The purpose of this classification is to manage information technology activities of the- Cuyahoga Regional Information
Systemm (CRIS), provide computerized criminal justice information to various criminal justice agencies, and supervises
information technology and administrative personnel. : '

Essential Job Functions

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

*  Manages information technology activities of the Cuyahoga Regional Information System (CRIS) (e.g. - plaus, direcis,
and monitors activities; develops, evaluates, and maintains standards for system design, program development, system
documentation, production control, computer operations, data entry and user interface; facilitates the research and
development of new technologies to improve and enhance client services; evaluates systems in terms of efficiency,
feasibility and cost, makes recommendations for appropriate systems update),

s  Provides computerized criminal justice information to various criminal justice agencies (e.g. — collects, manages, and
distributes computerized criminal justice information to verious criminal justice agencies; facilitates the coordination of
new subscriber orientation' and training; insures agency and usér compliance with rules and regulations established by
the Chio Law Enforcement Automated Data System (LEADS) and the Federal Criminal Justice Information System

. (CN8); provides CRIS user advocacy through active participation in appropriate criminal justice forums; consults with
information technology personnel of other jurisdictions to meet agency needs and to exchange information regarding
computer systems).

¢  Performs supervisory duties {e.g. - supervises information technology personne] such as network managers, cettified
network engineers, systems analysts, and programmers, etc.; interviews applicants; makes recommendations to hire,
transfer, suspend, lay off, recall, promote, discharge, assign, reward or discipline employees; trains employees; makes
staffing recommendations; handles personnel complaints and grievances),

¢  Performs administrative duties (e.g. - represents agency at local, State and national meetings and workshops; facilitates
and supports the CRIS Board of Advisers; manages overall budget planning, management and fiscal reporting; maintains
cost accounting and fiscal comtrols; oversees vendor contract nepotiation and management; respomsible for
equipment/asset inventory and management; prepares correspondence and documentation; prepares crime statistics data
and various other reports; develops and maintains newslettet; prepares, reviews and disseminates CRIS Board of
Advisors’ minutes and committee minutes; consults with State and Federal officials; establishes and maintains contacts
with users of systems and programs to determine needs and explain systerns developed).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in public administration, law enforcement or a related field with nine years of related experience including
law enforcement experience with program and grants management and three years in a supervisory capacity; or any equivalent
combination of training and experience.

Additional Requirements

Ohio L.E.A.D.S. Certification is required after employment.

© DMG 1993 April 14, 2009
Revised 1997
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.Cuyahoga County Classification Specification : 1053171

°

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

e Ability to operate a variety of automated office machines including personal computer, mainframe computer, printer,
plotter, overhead projector, computer projector, adding machine, shredder, copier.

Supervisory Responsibilities

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

»  Ability to provide instruction to other employees.

. Abi]ity‘to recommend the discipline or discharge of other employees,

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

Mathematical Ability

»  Ability to add, subtract, multiply, dividé and calculate decimals and percentages and use algebra descnptlve statistics
and statistical theory.

Langunage Ability & Interpersonal Communication

s Ability to comprehend a variety of mformatlonal documents including accounting reports, crime reports, system reports,
monthly invoices, user statistics and other reports and records.

»  Ability to comprehend a variety of reference books and manuals including CRIS Manual, L.E.A.D.S, Manual, NCIC
Manual, computer manuals and handbooks, and the Ohio Revised Code.

»  Ability to prepare budgets, correspondence, memos, financial documents, and other job related documents ﬁsing
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 influeice others to record
and deliver information, to explain procedures, to follow instructions.

»  Ability to use and interpret legal and law enforcément terminology and language.
e Ability to use and interpret computer systems and computer programming terminology and language.

e  Ability to communicate effectively with Directors, managess, supervisors, other County employees, law enforcement
personnel, city, state and federal personnel, and the general public. :

Environmental Adaptability

¢ Work is typically performed in an office envirom_nent.'

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

. ©DMG 1993 ‘ April 14, 2009
Reviged 1997 ‘




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Financial System Adminisirator-Financial Analyst | Class Number: 1055141

Pay Grade: 13

| Departments: | Office of Budget and Management, only : |

Classification Function

The purpose of this classification is to assist in planning and managing the activities and operations of the budget/forecast:
system operations.

Essential Job Functions

The following duties are normal for this classification. These are not fo be construed as exclnsive or all-inclusive.
- | Other duties may be required and assigned. '

Assists in planning and managing the activities and operations of the budget/forecast information system operations (e.g.
develops and implements plan that meets short and long-term information needs of the department develops, evaluates
and maintains standards for systern design and application development; modifies or develops systemns to accommodate
changes in financial policies or budget techniques; evaluates effectiveness of information system and processing
functions; serves as liaison to other County departments; may serve as lead member on special project team).

Assists in providing computer sofiware technical support and assistance to end-users in County departments. (e.g.
oversees installation and maintenance of softiware and associated hardware systems; monitors problems with software
programs or supporting hardware and makes or initiates corrections; prepares procedural manuals; maintains system
documentation; prepares and designs queries and reports utilizing report writer tools and database query languages (e.g.
SQL); prepares graphs, etc. to present financial, statistical and descriptive program/service level activity; conducts
software training sessions for OBM staff and Agency fiscal officers).

Assists in developing and coordinating new project development and system changes (e.g. designs enhancements to
current automated systems; determines requirements for development of system modifications to existing systems;

designs action plans for system development).

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

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

Performs cost allocation duties. (e.g, prepares billing rates for Jail; develops the indirect cost plan; prepares invoices and
pursues collections; serves as staff on the Investment Advisory Working Group; assist in the identification and
development of revenue enhancement alternatives)

Perfonns capital budget management duties. (c.g. participates in capital planning and budget process; monitors revenue
and expenditures in capital improvement funds; evaluates proposals for new or expanded projects; develops funding
recommendation and rationale).

Jamuary 4, 2005
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Cuyahoga County Classification Specification . | 1055141

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degreé in business or information management or related field with two years of experience in financial
information system support; or any equivalent combination of training and experience.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

«  Ability to operate a variety of automated office machines including computer, printer, adding machine, copy machine,
fax machine, etc.

Supervisory Responsibilities

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

Mathematical Ability

s Ability to add, subtract, multiply, divide, calculate decimals and percentages, and apply the basic principles of algebra .
and descriptive statistics. :

Language Ability & Interpersonal Communication

e Ability to comprehend a variety of informational documents including informational documents, forecast reports,
FAMIS reports, project plans, billing invoices, vouchers, departmental financial statements, letters, warrants, and other

reports and records.

¢ Ability to comprehend a variety of reference books and manuals including budget systern manuals, personnel policy
mannals, administrative procedures, accounting manuals, fiscal handbooks, financial compliance guidelines, etc. '

s  Ability to prepare budget/forecast reports, revenus reports, descriptive statistical reports, correspondence, and other job
related documents using prescribed format and conforming to all rules of punctuation, grammar, diction and style.

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

e Ability to use and interpret budgst system and acéounti.ng terminology and language:-

e Ability to communicate effectively with immediate supervisor, vendors, other County employees, State Auditor's
employees, external auditors, suberdinates, and the general public.

Environmental Adaptability

e  Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
employees and incumbents 1o discuss potential accommodations with the employer.

" January 4, 2005




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Laboratory Analyst Class Number: 1064212
' - : Pay Grade: 7

[Departments: | Community Services, only _ |

Classification Function

The purpose of this classification is to examine water quality through chemical and biological testing in the County’s
- | wastewater/water laboratory.

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. '

o  Examines water quality through chemical and biological testing in the County’s wastewater/water laboratory (e.g-
performs laboratory analysis according to accredited practices and procedures; enters analysis results in computer data
base; interprets results of analysis for field application; responsible for chain of custody of in-coming samples).

«  Maintains laboratory equipment and supplies (e.g.- calibrates equipment; prepares reagents; maintains inventory of
chemicals and supplies; cleans glassware). -

Minimum Training and Experience Required to Perform Essential Job Functions

Vocational or technical education in laboratory analysis with one year of experience with laboratory analysis techniques; or
any equivalent combination of training and experience. '

Additional Requirements

Must hold certification of Laboratory Analyst 1.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

o Ability to operate a variety laboratory equipment including pH meter, balance, autoclave, microscope, incubator, still,
spectrophotometer, specific ion meter, oven, furnace, and dishwasher.

s  Ability to operate a computer.

Mathematical Ability

o Ability to add, subtract, multiply, divide, caloulate decimals and percentages and make use of the principles of
descriptive statistics.

Language Ability & Interpersonal Communication

o  Ability to comprehend a variety of informationel documents including wastewater treatment plant operating data,
environmental protection agency teports, correspondence and various reports and records. '

© DMG 1995 )
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Cuyahoga County Classification Specification 1064212

¢ Abijlity to comprehend a variety of reference books and manuals including standard methods publications, equipment
~manuels, safety manual, methods of operation, computer program manuals and MSDS shegts.

s  Ability to prepare bench sheets, plant performance repo:ts ﬂow charts, graphs, and work orders using prescnbed format
and conforming to all rules of punctuation, grammar, dlCthIl and style, :

o Ability to convince and influence others, to record and deliver information, to explain procédures, to follow instructions,
) Ability to use and interpret laboratory terminology and language.

e Ability to communicate effectively with supervisor, laboratory assistants, Envn'omnental Protection Agency personnel,
superintendent and other County employees.

Environmental Adapiability

o Work is performed in a laboratory environment with exposure to odors, toxic agents and chemicals.

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

®DMG 1995




'CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Laboratory Supervigsor : | Class Number: 1064214
- Pay Grade: 11

[ Departments: | Development, only |

Classification Function

The purpose of this classification is to supervise laboratory analysts and laboratory assistants collecting samples and
examining water quality through chemical and biological testing in the County’s wastewater/water laboratory.

Essential Job Functions

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

»  Supervises laboratory analysts and laboratory assistants collecting samples and examining water quality through
chemical ‘and biological testing in the County’s wastewater/water laboratory (e.g - assigns work and reviews work
completed; provides job training and instmaction; evaluates employee performance; recommends - discipline and
promotion). ' '

o Performs tasks related to administration of the laboratory (e.g.- assists with development of operating budget; prepates
requisitions for equipment, chemicals and supplies; develops, implements and monitors laboratory hygiene plan;
coordinates samaple collection with outside entities).

e Responsible for ail laboratory reporting {e.g.- develops flow charts and graphs to track and document plant’s
performance; prepares cost figures for all analyses).

o  Bxamines water quality through chemical and biological testing in the County’s wastewater/water laboratory (e.g.-
performs laboratory analysis according to accredited practices and procedures; enters analysis results in computer data
base; interprets results of analysis for field application; responsible for chain of custody of in-coming samples).

e  Maintains laboratory equipment and supplies (e.g.- calibrates equipment, prepares reagents; maintains inveﬁtory of
chemicals and supplies; cleans glassware).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in chemistty or related field with three years of experience with laboratory analysis techniques; or any
equivalent combination of training and experience.

Additional Requirements

Must hold certification of Laboratory Analyst [l or 1V.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requiremenis

»  Ability to operate a variety laboratory equipment including pH meter, balance, autoclave, microscope, in¢ubator, still,
spectrophotometer, specific ion meter, oven, furnace, and dishwasher.

e  Ability to operate a computer.

Revised 1997

© DMG 1995
EXHIBIT P




Cuyahoga County Classification Specification

1064214

Mathematical Ability

JLanguage Ability & 1nterpersonal Communication

Environmental Adaptability

s Work is performed in a laboratory environment with exposure to odors, toxic agents and chemicals.

_Ability to comprehend a variety of reference books and manuals inclﬁding standard methods publications, equipment

Ability to add, subtract, multiply, divide, calculate decimals and percentages and make use of the principles of
descriptive statistics. '

Ability to comprehend a variety of informational documents including analytical results, wastewater tI'e_&h'llEﬁt plant
operating - data, environmental protection agency reports, purchase orders, requisitions, budget documents,
correspondence and various reports and records. :

manuals, safety manual, methods of operation, computer program manuals, MSDS sheets and personnel policy manuals.

Ability to prepare bench sheets, plant performance reports, Environmental Protection Agency reports, Health
Department reports, flow charts, graphs, ‘training requests, employee performance evaluations, and work orders using
prescribed format and conforming to ali rules of punctuation, grammar, diction and style.

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

Ability to use and interpret laboratory and persomnel terminology and language.

Abilify to communicate effectively with superintendent, laboratory analysts, laboratory assistants, Environmental
Protection Agency personnel, other laboratories, clients and other County employees.

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
emplayees and incumbents to discuss potential accommodations with the employer. ‘

© DMG 1995
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Mover Supervisor Class Number: 1031112
' Pay Grade 6

[ Departments: | Central Services, only ~ : |

Classification Function

The purpose of this classification is to supervise movers and to plan and coordinate furniture and box moves according to
County and/or department needs. ‘

Essential Job Functions

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

¢  Supervises movers (e.g.- maintains daily attendance records; assigns and reviews work; completes payroll; provides
training and instruction; authorxzes overtime when necessary; responds to employee complamts maintains employee
records). '

¢ Plans and coordinates farniture and box moves according to County and/or department needs (e.g.-coordinates moving
crew and use of County equipment to meet work demands; receives and reviews list of furniture for delivery; receives
and reviews list of boxes for delivery; reviews office diagrams for deliveries; stores County furniture and equipment for
auction; inspects County vehicles used by movers).

e Performs moving duties (e.g.- drives County trucks and vans; moves office furniture and boxes both inter-office and site
to site; collects recyclable materials).

e Operates other equipment such as forklift, snowplow truck, salt spreader truck and front-end loader.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent with five years of moving experience; or any equivalent combination of training and
experience.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

s Ability to operate a variety of automated office machines including personal computer, typewriter, adding machine and
telephone.

o Ability to operate a variety of moving equipment including box truck, van, snowplow truck, forklift, salt spreader truck,
and front-end loader. ,

Supervisory Responsibilities

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

Proposed 4, 2008
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Cuyahoga County Classification Specification _ 1031112

e Ability to provide instruction to other employees.

e Ability to recommend the discipline or aiSChmge of other employees.

e Ability to evaluate the performance of other employees.

| Ma thematical Ability

. AbﬂitS/ to add, 'sul')tract, multiply, divide and calcuiate decimals énd percentages.
Langupage Ability & Interpersonal Communication |

s Ability to comprehend a variety of informational documents including payroll documents, vendor invoices, work orders,
incident reports, inspection reports, delivery slips, correspondence and other reports and records.

*  Ability to comprehend a variety of reference books and manuals including County policies and procedures manuals and
equipment operating manuals and perscnnel policy manuals

s Ability to prepare payroil documents, incident reports, attendance records, work orders, accident reports, supply
inventory, equipment inventory, delivery log, inspection reports, correspondence and other job related documents using
prescribed format and conforming to alf rules of punctuation, grammar, diction and style.

|s  Ability to convince and influence others, to explain procedures, to record and deliver information, to follow instructions.
e  Ability to communicate with supervisors, movers, other County employees and the general public.

Environmental Adaptability

e Work is typically performed in an office environment with exposure to travel conditions. '

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

employees and incumbents to discuss potential accommodations with the employer.

© Archer Company Proposed April 4, 2008




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Nurse Practitioner - Corrections - | Class Number: | 1059211
FLSA: Exempt _ Pay Grade: 16
Dept: Sheriff's Office I

Classification Function

The purpose of this classification is to perform physical assessments, psycho-social assessment and
management of patient primary health care; to examine patients with acute and chronic medical
conditions, and develop a plan of care; and to act as a positive and cooperative team member and
resource within the Correctional Institution.

Distinguishing Characteristics ) :

This is a professional level classification, performing responsible and specialized professional functions
and tasks under medical direction from a licensed physician and administrative direction from the
Medical Director. Nurse Practitioners provide primary health care services and other clinical
procedures that require possession of advanced knowledge and skills and the exercise of a high
degree of clinical judgment in the assessment, diagnosis and treatment of patients. Work is
performed with considerable independence and is guided by internal policies and protocols. and
physician-approved guidelines.  Work is evaluated through chart review, consultations,
conferences and the observation of the results.

Essential Job Functions

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

_ 60% +- 15%

» In collaboration with and under the general direction of a desighated physician and in
accordance with standardized procedures and licensure requirements, assesses client health
by obtaining medical/health history, performing physical examinations, and initiating appropriate
diagnostic and screening tests; evaluates findings and results and prescribes medical
treatment, referring complex or emergent cases as appropriate.

20% +- 5%
o Interprets data, develops and implements therapeutic plans and follows through on the
continuous care of patients; provides night, weekend and holiday medical triage and
authorizations via telephone. ‘

10% +/- 5%

« Participates in a variety of meetings and conferences with. other staff members/service
providers regarding client care, services, and other administrative matters; acts as professional
‘resource to other staff, service providers, andfor programs regarding illness, diagnosis,
treatment, and services available. ‘

. 5% +/- 5%
« Maintains accurate records of assessments, evaluations, freatments and follow-up; participates
in development of-programs and administrative procedures. '

EXHIBIT R
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Nurse Practitioner - Corrections

5% +/- 5%
e Counsels assigned patients; discusses treatment options with patients and provides necessary
information for. educated decision- making process; maintains compliance with confidentiality
requirements.

Minimum Training and Experience Required to Perform Essential Job Functions

Master's of Science Degree in Nursing with one year of clinical practice experience performing
responsible patient evaluations and treatment of patients from diverse cultural and ethnic backgrounds;

Addltlonal Requirements
Possession of a valid license to practice as a Registered Nurse and certification as a Nurse

Practitioner issued by the Ohio Board of Registered Nursing.

DEA certificate.
Requires current, valid CPR certification.

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.; sit at a desk and in meetings for long periods of time; mobility to work in both office and
clinical settings and to travel to various sites; strength to lift, carry and position supplies and
equipment; touch in order to conduct physical health assessiments.

Supervisory Responsibhilities

No supervisory responsibilities. Oversees, monitors, and participates in the establishment and
maintenance of sensitive and confidential medical records,

Mathematlcal Ability

« Ability to add, subtracts, multiply, divide and calculate ratios and percentages.

Language Ability & Interpersonal Communication

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

objectives, functions and requirements.

Ability to comprehend a variety of reference books and manuals including Manuai of Chnlcal Skilis,
Physician’s Desk Reference, local, state and federal rules, regulations and laws, county and
department policies, procedures, rules and regulations, professional association newsletters,

textbooks, and journal articles.

» Ability to prepare documentation, medical records, prescriptions, notes, and other job related
documents using prescribed format and conforming to all rules of punctuation, grammar, diction

and style.

© Archer Company Propogad June 2012



Nurse Practitioner - Corrections

» Ability fo develop and maintain effective working relationships with a variety of individuals within and
outside the Department including ‘various cultural and ethnic groups in a tactful and effective
manner.

s  Ability to use and interpret medical terminology and language.

« Abllity to communicate with patients, working groups, administrators and employees of own
department and with outside departmental employees and administrators.

Environmental Adaptability
~e  Work is typically performed in an indoor/office environment in a County jail.
Cuyahoga County is an Fqual Opportunity Employer. In compliance with the Americans with Disabilities Act, the

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

© Archer Company Proposed June 2012



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Psychologist - Corrections Class Number: | 1059111
“FLSA. Exempt : | Pay Grade: 14

Dept: Sheriff's Office

Classification Function

The purpose of this classification is to perform psychological evaluations and therapeutic treatment of
assigned patients; to develop, monitor, and evaluate appropriate treatment plans designed to assist in
offender rehabilitation and reintegration; to evaluate patients as to readiness for parole and release; to
perform and monitor a variety of administrative tasks/functions in support of assigned services; and to
act as a positive and cooperative team member and resource within the Correctional Institution.

Distinguishing Characteristics

This is a professional level classification, performing highly responsible and speCIallzed professional
functions and tasks in a very independent manner. Administrative direction is received from a member
of senior management. Employees are required to balance their role as both a therapist and evaluator
for parole and release. Employees in these. job classes may provide administrative direction. to
professional level ¢ontractors and/for private service providers as well as assigned County staff. This
class may have programmatic, clinical, and administrative responsibilities, and requires a high degree
of professional level knowledge and expertise as well as exceilent organizational and communication

skills.

Essential Job Functions

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

‘ 80% +/- 15%

+ Performs individual and group therapy psychoiogical evaluations of patients’ mental, emotional, and
behavioral status and develops appropriate treatment/therapy plans based on symptoms and
behaviors; applies direct psychological services with patients, . evaluation of the jail population,
patient management, and release evaluation and recommendations.

20% +/- 5%
« Oversees and monitors the work of in-house and contract clinicians and therapists; refers patients

to a Psychiatrist for prescribing of psychotropic medications, as necessary; reviewing success and
appropriateness of treatment plans; modifying treatment plans in response to patients' needs and

symptoms.

- 10% +/- 5% _
¢ Participates in a variety of meetings and conferences with other staff members/service
providers regarding patient care, services, and other administrative matters; acts as
professional resource to other staff, service providers, and/or programs regarding psychological
treatment, and services available; provides night, weekend and holiday medical triage and

authorizations via felephone.

EXHIBIT S
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Psychologist - Corrections

. 5% +/- 5%

« Supervises, oversees, monitors, and participates in the establishment and maintenance of
sensitive and confidential patient records, prepares a variety of reports and records, and
maintains documentation of patient contact in accordance with departmental and statutory
regulations and o
procedures.

' 5% +/- 5%
+ Counsels assigned patients; discusses treatment options with patients and provides necessary
information for educated decision-making process; maintains compliance with confidentiality
requirements.

Minimum Training and Experience Required to Perform Essential Job Functions

Graduation from an accredited graduate school with a Doctorate in Psychology (Ph.D.}. in the United
States or Canada approved by a recognized accrediting body in the year of the applicant's graduation;
two years of professional experience providing psychological counseling and evaluations of

patients; some professional level experience performing responsible patient evaluations anid treaiment
of patients from diverse cultural and ethnic backgrounds. :

Additional Requirements

Possession of a valid license as a Psychologist issued by the state of Ohio.

Requires current, valid CPR certification.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

s Ability to operate a variety of automated office machines including 6omputers and peripheral
equipment.; sit at a desk and in meetings for long periods of time; mobility to work in both office
and clinical settings and to travel to various sites; strength to lift, carry and position supplies

and equipment.
Supervisory Responsibilities

No supervisory responsibilites.  Oversees, monitors and participates in the establishment and
maintenance of sensitive and confidential medical records.

Mathematical Ability

. A_bitity to add, subtract, multiply, divide and calculate ratios and percentages.
Language Ability & Interpersonal Communication

o Ability to perform upper-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 development of goals, objectives, policies, procedures or functions based on the analysis
of data/information and includes performance reviews pertinent to such objectives, functions and

requirements.

© Archer Company Proposed June 2012



Psychologist - Corrections

o Ability to comprehend a variety of reference books and manuals including Diagnostic and Statistical
Manual of Mental Disorders, Practice Guidelines for the Treatment of Psychiatric Disorders, local,
state and federal rules, regulations and laws, county and department policies, procedures, rules
and regulations, professional association newsletters, textbooks, and journal articles.

« Ability to prepare documentation, records, notes, recommendations and other job related
documents using prescribed format and conforming to all rules of punctuation, grammar, diction
and style. :

e Ability to develop and maintain effective working relationships with a variety of individuals within and
outside the Department including various cultural and ethnic groups in a tactful and effective

manner. :
« Ability to use and interpret medical and psychological terminology and languags.

«  Ability to communicate with patients, working groups and employees of own department and with
outside departmental employees and administrators.

Environmental Adaptability
+ - Work is typically performed in an office environment in a County jail.
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the

County will provide reasonable accommodations fo qualified indjviduals 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; Sewer Maintenance Manager . Class Number: 1043123
‘ Pay Grade: 13

| Departments: | Sanitary Engineer, only : |

Classification Function

The purpose of this classification is to manage sewer maintenance schedules, budgets and prograrms and to supervise sewer
maintenance supervisors. :

Essential qu Functions.

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

e  Manages sewer maintenance schedules, budgets and programs (e.g. - develops and modifies programs, policies and
procedures; administers and monitors the division’s budget; approves equipment and supply expendlmres establishes
productlon goals; maintains inventory control system; maintains contact with public officials, service directors and other

agencies; completes required reports).

¢ Supervises sewer maintenance supervisors (e.g,~ supervises and instructs subordinate personnel; recommends employes
' selection, transfer, promotion, and discipline; delegates authority and responsibility to subordinates; determines work
schedules; investigates and resolves employee problems; prepares and reviews performance evaluations; ensures training

requirements are met).

»  Oversees sewer maintenance activities (e.g. - coordinates, directs, and monitors sewer maintenance activities; develops
and coordinates capital repair projects; schedules repair ass1gnments inspects job sites; responds to telephone and
. written inquiries and complamts)

Minimum Training and Experience Required to Perform Essential Job Functions

Vocational/technical training in sanitation w1th six years of sewer maintenance including three years in a superv1sory capacity,
or any equivalent combination of training and experience.

Additional Requirements

. |Requires the minimum of an Ohio Class IT Wastewater Operators License.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

o  Ability to operate a variety of equipment and tools such as a personal computer, fax machine, blue print copier, and
telephone. -

. ABility to perfortn on-site inspections,

e Ability to discriminate betweexn colors and odors.

© DMG 1993 ‘ Revised Aprll 10, 2009
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Cuyahoga County Classification Specification 1043123

Supervisory Responsibilities

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

e Ability to provide instruction to other employees.

e Ability to recommend the discipline or dis.c‘}largc of other employees.

s Ability to recommend the transfer; promotion or salary increase of other employees.
Mathematical Ability.

o  Ability to add, subtract, multiply, divide, calculate decimals and percentages, interpret basic descriptive statistical
reports, apply algebraic equations. :

Language Ability & Interpersonal Communication

»  Ability to comprehend a varjety of informational documents inciuding reports such as budget and production reports,
time sheets, job applications, specifications, maps, blue prints, memorandum, letters, and other reports and records.

e  Ability to comprehend a variety of reference books and manuals including maps, blue prints, safety manuals, equipment
books, materials tex(s, product journals, and management, operation, and personnel policy manuals.

s  Ability to prepare reports such as maintenance, production goal, and annual reports, letters, job and bﬁdget requests,
memorandum, performance evaluations, specifications, and other job related documents using prescribed format and
conforming to all rules of punctuation, grammar, diction and style.

e 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 communicate with supervisors, field crew, mechenics, engineers, County and city employees.

Environmental Adaptability

‘o Work is typically performed in an office environment. Must be able to respond to routine and emergency field
conditions. -

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

© DMG 1993 : : Revised April 10, 2009
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Telecommmunications Coordinator Class Number: 1053161
Pay Grade: 7

| Departments: | All departments

‘Classification Function

The purpose of this classification is to coordinate, schedule and track all customer activity for telephone
and voice mail systems.

Essential Job Functions

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

« Coordinates, schedules and tracks all customer movement for telephone and voice mail systems
(e.g. — coordinates, schedules and tracks all customer moves, additions, and changes; serves as
primary contact for all service requests and installation requests; maintains equipment standards;
keeps telephone system, cable, and voice mail records and forwards invoices and paperwork).

» Develops schedule to determine departmental system needs.

« Coordinates communications and reports (e.g. ~ oversees vendors activities; prepares monthly
reports; maintains equipment standards; coordinates cabling; aftends meetings needs).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in computer science, telecommunications or a related field and one year of related
experience; or any equivalent combination, of training and experience.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

o Ability to operate a variety of automated office machines including personal computer, tone
generator, inductive amplifier, printers, and telephone.

« Ability to move and install telecommunications equipment .

Mathematical Ability

© DMG 1997 Revised November, 1998
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Cuyahoga County Classification Specification ' 1053161

Ability to add, subtract, multiply, divide and ba;lculate decimals and percentages.

Language Ability & Interpersonal Commumication

Ability to comprehend a variety of informational documents including periodicals, source materials,
and other reports and records. :

Ability to comprehend a variety of reference books and manuals including various computer
manuals and PBX manual, -

Ability to prepare monthly reports, flow charts, memos, procedural manuals, 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,
maintain confidentiality of restricted information, and to follow instructions.

Ability to use and interpret telecommunications, computer and computer software terminology and
language. ' : ‘

Ability to communicate effectively with managers, supervisors, other County employees, the
general public, and vendors. .

Environmental Adapfability

Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer.. In compliance with the Americans with
Disabilities dct, the County will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective employees and incumbents 1o discuss’ potential

accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Telecommunicationts Coordinator Supervisor . Class Number: 1053162
‘ Pay Grade: il

| Departments: | Central Services, only

Classification Function

The purpose of this classification is to and supervise telecommunications coordinators and coordinate the County’s
telephone services and cabling.

Essential Job Functions

The following duties are noxmal for this classifieation. These are not to be construed as exclugive or all-inclusive.
Other duties may be required and assigned.

s Supervises telecommunications coordinators and other lower level staff {e.g.- assigns and plans work; reviews work to
ensure standards are met; responds to employee problems; monitor staff productively; prepares employee performance
evaluations, as scheduled or required; recommends and administers disciplinary procedures; conducts staff meetings).

¢ Coordinates the County’s telephone services and cabling (e.g. — recommends County direction for telecommunications;
. designs telephone systems with customers including data and voice cabling; serves as a liaison between the Central
Services Department and the Information Services Center to insure cabling and network compatibility).

»  Coordinates procurement process for telecommunications services (e.g- develops specifications for procurement of
cellular phones, pagers, and long distance services; procures services for inmate and public pay phones; approves
expenditures for telephone equipment). .

s  Performs miscellancous duties to support telecommunications coordination activities (e.g.- prepares monthly reports
and budget estimates; prepares correspondence and memorandums).

4

Minimum ’ITainiﬁg and Experience Required to Perform Essential Job Functions

Bachelor’s degree in computer science, telecommunications or & related field and three years of related experience; or any
equivalent combination, of training and experience.

Additional Requirements

No special license or certification is required.

Minimume Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

o Ability to operate a variety of automated office machines including personal computer, tone generator, inductive
amplifier, scanner, fax machine, printers, and telephone.. e e

*  Ability to move and install telecommunications equipment.
Supervisory Responsibilities
o Ability to assign, Teview, plan and coordinate the work of other employees and to maintain standards.

e Ability to provide instruction to other employees and to act on employee problems.

© DMG November, 1998 Revised Decemnber 19, 2000
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Cuyahoga County Classification Specification ‘ 1053162

*  Ability to prepare employee performance evaluations.

s Ability to recommend the discipline or discharge of employees.

; Ability to recommend the transfer, promotion or salary increase of other smployees.
Mathematical Ability

s Ability to add, subtract, ml}lﬁpiy, divide and calculate decimals and percentages, and geometry.
Language Ability & Tuter bersonal Communication

e Ability to comprehend a variety of informational documents including periodicals, source materials, cabling reviews,
communications review, and other reports and records. .

s  Ability to comprehend a variety of reference books and mamlals‘including various telecommunications manuals, blue
prints, floor plans, and personnel policy manuals.

¢ Ability to prepare monthly reports, memos, procedural manuals, employee performance appraisals, and other job related
documents using prescribed format and conforming to all rules of punctuation, grammar, diction and style.

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

e Ability to use and interpret telecommunications, computer and computer software terminology and language.

e  Ability to communicate effectively with directors, elected officials, managers, supervisors, vendors, other County
employees, and the general public. .

Environmental Adaptability

¢ Work is typically performed in an office environment.

Cupahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County
will provide reasomable 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: Telecommunications Customer Service Representative Class Number: 1016111
Pay Grade: 4

[ Departments: | Central Services, only ' |

Classification Function

The purpose of this classificetion is to provide assistance to all County departments on communication issues including
telephones, cellular phones, and pagers,

Essential Job Functions

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

e Provides assistance to all County departments on communication issues including telephones, cellular phones, and
pagers (e.g.- provides responsive assistance to departments in the analysis of their voice communication needs; logs and
processes departments’ service requests and complaints; recommends appropriate solutions; obtains pricing information;
orders equipment and services as directed by supervisor; re-assesses department’s needs, equipment, and line

configurations).
s  Processes billings for telecomimunications equipment and services (e.g~ identifies discrepancies with billings; verifies

all equipment and services billed are being used; verifies cost centers; verifies cost-breakdowns for multi-cost center
accounts; identifies disconnected and invalid equipment and services; obtains credifs when appropriate; assists

departments identify charges on bills for budget and reporting purposes).
e  Maintains vendor rapport and knowledge of current trends in products, services, standards, procedures, and costs.
e  Maintains documentation on all position procedures, processes and functions.

e  Performs other related duties (e.g.- monitors the progress of installations and changes to verify completion; conducts
training; makes appropriate changes in centrex-mate, as directed).

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent and three years of related experience; or any equivalent combination of training and
experience, .

Additional Requivements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

e Ability to operate a variety of automated office machines including personal computer, computer terminal, pagers,
calculator, copier and fax machine.

© DMG December 19, 2000
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Cuyahoga County Classification Specification : ) ‘ 1016111

Mathematical Ability

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

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational documents inciuding invoices, debit memos, credit memos, warrants,
vouchers, and other financial reports and records. . -

Ability to comprehend a variety of reference books and menuals including computer applications handbooks and
policies and procedures manuals.

Ability to prepare daily, weekly, monthly, or annual activity, invoices, cancel check orders, letters, correspondence and
other job related documents using prescribed format and conforming to all rules of punctuation, grammar, diction and

style, -
Ability to follow instructions, record and deliver infonnaﬁon and to explain procedures, :
Abilify to use and interpret basic telecommunications and bookkeeping terminology and language.

Ability to communicate with the supervisor, clients, contractors, vendors, 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 complz‘ance with the Americans with Disabilities Act, the County
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
employees and incumbents to discuss potential accommodations with the employer. ' :

® DMG December 19, 2000




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Telecommumications Customer Service Representative Class Number: 1016112
Supervisor

Pay Grade: 2

| Departments: | Central Services, only

Classification Function

The purpose of this classification is to supervise Telecommunications Customer Service Representatives and provide
assistance to all County departments on communication issues including telephones, cellular phones, and pagers.

Essential Job Functions

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

. Superwses Telecommunications Customer Service Representatives and other lower leve] staff (e.g. — a351gns and plans
work; reviews work to ensure standards are met; responds to employee problems; monitor staff productively; prepares |
employee performance evaluations, as scheduled or required; recommends and administers disciplinary procedures;

conducts staff meetings).

o Provides assistance to all County departments on communication issues including telephones, cellular phones, and
pagers (e.g.- provides responswe assistance to departments in the analysis of their voice communication needs; logs and
processes departments’ service requests and complaints; recommends gppropriate solutions; obtains pricing
information; orders equipment and services as divected by supervisor; re-assesses department’s needs, equipment, and

line configurations).

¢  Coordinates invoices/receivables for telecommunications equipment and services (e.g.- identifies discrepancies with
‘billings; verifies all equipment and services billed are being used; monitors collections of accounts recejvables; verifies
cost centers; verifies cost-breakdowns for multi-cost center accounts; identifies disconnected and invalid equipment and
services; obtains credits when appropriate; assists departments ldennfy charges on bills for budget and reporting

purposes).
s Maintains vendor rapport and knowledge of current trends in products, services, standards, procedures, and costs.
s  Maintains documentation on all position procedures, processes and functions.

e  Performs other related duties (e.g.- monitors the progress of installations and changes to verify completmn, conducts
trammg) :

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent and three years of related experience; or any equivalent combination of training and
experience.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functiens

Physical Requirements

@ DMG December 19, 2000
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Cuyahoga County Classification Specification 1016112

»  Ability to operate a variety of automated office machines including personal computér, computer terminal, pagers,
printer, calculator, copier and fax machine, :

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.

s Ability to recommend the discipline or discharge of employees.

“|e  Ability to recommend fche transfer, promotion or salary increase of other employees.

Mathematical Ability

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

Language Ability & Interpersohal Communication

o Ability to comprehend a variety of informational documents including invoices, debit memos, credit memos, warrants,
vouchers, and other financial reports and records.

¢ Ability to comprehend a variety of reference books end manuals including computer applications handbooks and
policies and procedures manuals. ,

s Ability to prepare daily, weekly, monthly, or annual activity, invoices, cancel check orderé, letters, correspondence and |-
other job related documents using prescribed format and conforming to all rules of punctuation, grammar, diction and

style.

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

s Ability to use and interpret basic telecommunications and bookkeeping terminology and language.

s Ability to communicate with the supervisor, clients, contractors, vendors, other County employees, and the general
public,

Environmental Adaptability

e Work s typically performed in an office environment.

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

Class Title: | Fingerprints Lab Supervisor Cilass Number: | 1071234
FLSA: Exempt Pay Grade: 17
Dept: Medical Examiner's Office ' - '

Classification Function

The purpose of this classification is to supervise and participate in the daily operations of the
Fingerprints unit including examination and processing physical evidence suspected of bearing
finger, palm and foot prints; evaluate and conduct comparison of questioned prints to known
standards; assist local agencies with requests for identification; prepare and enter latent print
evidence into an Automated Fingerprint Identification System (AFIS); prepare charts and other
material for demonstration of evidence in court; prepare reports for assigned casework and testify in
the court of law. ‘ : ‘ '

Distinguishing Characteristics

This is a supervisory and managerial level classification. Incumbents in this class 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. The employee is responsible for establishing
and maintaining guality control, and ensuring proper preservation and documentation of evidence.
This class provides instruction and assistance to staff as new technology becomes available, and is
- expected to current on methods, protocols, procedures applicable regulations, and methods for the

analysis of data and reporting of results. :

Essential Job Fmetions

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

_ 20% +/- 10%

o Supervises assigned staff; prioritizes, assigns, reviews, and coordinates work; ensures that
activities are completed on-time and accurately;, ensures that rush case requests are handled
properly and in a timely fashion; consults with staff to review work requirements, status, and
problems; monitors and provides for training needs; prepares. and conducts employee
performance evaluations -as scheduled or required; assists staff with complex or problem
situations: responds to employee issues and concerns, manages case statistics.

' - 40% +/- 10%
e Conducts examination and processing physical evidence suspected of bearing finger, palm and
foot prints; evaluates and conducts comparison of questioned prints to known standards;
prepares and enters latent print evidence inte an Automated Fingerprint Identification System
(AFIS); prepares charts and other material for demonstration of evidence in court; prepares
findings and issues reports based on the resuilts of the examination; performs administrative and

technical case review.
. 15% +/- 10%
. Updates and/or drafts Standard Operating Procedures; reviews procedures to ensure
compliance with accreditation guidelines; conducts legal and scientific research for new trends

and developments affecting fingerprint examination; implements and enforces quality assurance
procedures; ensures that proper safety procedures are followed.

EXHIBITY
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Fingerprints Lab Supervisor , 1071234

_ _ 10% +/- 5%
s Communicates with a variety of individuals and groups; oversees lectures, internships,
department tours, and detective requests; testifies in court; presents lectures to students,
lawyers, and law enforcement personnel. : ‘

10% +/- 5%
e Ensures that supplies and equipment are available so that productivity is not interrupted;
reviews purchase orders for technical accuracy; ensures that supplies and reagents are
ordered in a timely fashion

5% +/- 5%
« Attends and participates in professional group meetings, conferences, seminars and trainings;

stays abreast of new trends and information in the field; validates new procedures and
implements and trains analysts on new procedures; conducts unit meetings with staff.

Minimum Training and Experience Required to Perform Essential Job Functions
Bachelor of Science degree in Biology, Chemistry, Forensic Science or closely related field with six
(6) years experience performing comparison and identification "of latent print material and related

matter in ‘a forensic laboratory; some supervisory experience is desirable; or an equivalent
combination of education, training, and experience.

Additional Requirements

No certifications required.

Minimum Physical and Mental Abilities Reqhired 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 laboratory tools and equipment, including a sereo
microscope and comparison microscope.

Supervisory Responsibilities

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

s  Ability to pfovide instruction to other employees and to act on employee problems.

+ Ability to prepare employee performance evaluations and implement disciplinary p-rocedures.

Mathematical Ability

« Abilty to add, subtract, multiply, divide and calculate decimals and percentages, and
understand college level algebra, geometry, and trigonometry.

© Archer Company



Fingerprints Lab Supervisor ‘ : 1071234

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 defermining and referencing such to

established criteria to define consequences and develop alternatives,

Ability to comprehend a variety of informational documents including record of evidence
submissions, chain of custody records, record of evidence release, case final reports, requests
for |nformat|on release, subpoenas and supply order requests.

Ability to comprehend a variety of reference books and manuals including standard operating

~ procedures, quality assurance manual, safety manual, training manual, and instrument

manuals.

Ability to prepare case file reports, supply order requests, instrument maintenance logs,
instrument calibration logs, departmental memos, and reports, standard operating procedures,
quality assurance reports, 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, record and deliver
information, to explain procedures, to follow instructions.

Ability to use and interpret medical/scientific and legal terminology andlanguage.

Ability to communicate and to develop and maintain effective working relationships with staff,
other departmental employses/managers, supervisor, attomeys, law enforcement personnel

and students.

Environmental Adaptability

Work is typically performed in an officefiaboratory environment with some exposure to strong

- odors, toxic agents, bodily fluids, electrical currents and laboratory equipment/machinery.

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

Class Title: | Firearms and Toolmarks Lab Superwsor Class Number: | 1071284
FLSA!: | Exempt Pay Grade: 17
Dept: Medical Examiner’'s Office

Classification Function

The purpose of this classification is to supervise and participate in the daily operations of the
Firearms and Toolmarks unit including examination and interpretation of firearms evidence received
by the unit; ensure proper handling and analysis of firearm evidence; inspect and test fire all kinds
of firearms and examine fired ammunition recovered from a crime scene to determine if it was fired
by a particular firearm, interpret results and prepare reports for casework and testify in the court of

law,

Distinguishing Characteristics : ‘
This is a supervisory and managerial level classification. Incumbents in this class 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. The employee is responsible for establishing
and maintaining quality controf, and ensuring proper preservation and documentation of evidence.
This class provides instruction and assistance to staff as new technology becomes available and is
expected to stay current on methods, protocols, procedures apphcable regulations, and methods for

the anaIyS|s of data and reporting of results.

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.

' 20% +/- 10%

e Supervises assigned staff prioritizes, assigns, reviews, and coordinates work; ensures that
activities are completed on-time and accurately; ensures that rush case requests are handled
properly and in a timely fashion; consults with staff to review work requirements, status, and
problems; monitors and provides for training needs; prepares and conducts employee
performance evaluations as scheduled or required; assists staff with' complex or problem
situations; responds to employee issues and concemns; manages case statistics.

. 40% +/- 10%

« Conducts examinations and comparisons of firearms, bullets, shells, casings, tool marks and
other related items; applies instrumental, physical, and/or chemical techniques in the
examination of firearm and tool mark evidence; disassembles, reassembles, renders safe, and
tests firearms to determine operability, safety, and accuracy; documents unique characteristics
and records physical parameters using measuring projections, micrometers, efc.; performs
distance determination and examination of gunshot patterns with test standards; uploads into
and reviews data from NIBIN, the National Integrated Ballistic Information Network; prepares
findings and issues reports based on the results of the examination; performs administrative and

technical case review,

_ ‘ 15% +/- 10%
. Updates and/or drafts Standard Operating Procedures; reviews procedures to ensure
compliance with accreditation guidelines; conducts legal and scientific research for new trends
and developments affecting firearms examination; implements and enforces quality assurance
procedures; ensures that proper safety procedures are followed. EXHIBIT 7
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Firearms and Toolmarks Lab Supervisor | 1071284

_ 10% +/- 5%
« Communicates with a variety of individuals and groups; oversees lectures, internships,
department tours, and detective requests; testifies in court; presents lectures to students,
fawyers, and law enforcement personnei.

: 10% +/- 5%
* Ensures that supplies and equipment are available so that productivity is not interrupted;

reviews purchase orders for technical accuracy; ensures that supplies and reagents are
ordered in atimely fashion

: 5% +/- 5%
. Attends and part|C|pates in professional group meetings, conferences, seminars and trainings;

stays abreast of new trends and information in the field; validates new procedures and
implements and trains analysts on new procedures; conducts unit meetings with staff.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor of Science degree in natural/physical science; successful completion from a training
program and six (6) years of firearm/toolmark casework experience; some supervisory experience is
desirable; or an equivalent combination of education, training, and experience. Successful completion
from a training program and two years of firearms and toolmark casework experience (which may
include time from the training program). .

Additional Requirements

No certifications required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions -

Phy_sical Requirements

o Ability to operate a variety of automated office machines including computers and peripheral
equipment; ability to use a variety of laboratory tools and equipment, including a sereo
microscope and comparison microscope.

Supervisory Responsibilities

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

s Ability to provide instruction to other empioyees and to act on employee problems.

» Ability to prepare employee performance evaluations and implement disciplinary procedures..

Mathematical Ahility

« Ability to add, subtract, multiply, divide and caiculate decimals and percentagés, and
understand college level algebra, geometry, and trigonometry.

Language Ability & Interpersonal Communication

© Archer Company .



- Firearms and Toolmarks Lab Supervisor - 1071284

Requires the ability to perform mid-leve! data anélysis including the ability to audit, deduce,
assess, conclude and appraise. Requires discretion in determining and referencing such to
established criteria to define conseguences and develop alternatives.

Ability to coniprehend a vafiety of informational documents including record of evidence
submissions, chain of custody records, record of evidence release, case final reports, requests
for information release, subpoenas, and supply order requests, |

Ability to comprehend a variety of reference books and manuals including standard operating
procedures, quality assurance manual, safety manual, training manual, and instrument
manuals.

Ability to prepare. case file reports, supply order requests, instrument maintenance logs,
instrument calibration logs, departmentai memos, and reports, standard operating procedures,
quality assurance reports, and other job related documents using prescribed format and
conforming to all rules of punctuation, grammar, diction and style.

~ Ability to supervise and counsel empioyees, convince and influsnce others record and deliver

information, to explain procedures, to follow instructions.

Ability to use and interpret medical and scientific and legal terminology and language.

'Ability to communicate and to develdp and maintain effective working relationships with staff,

other departmental emp[oyees/managers supervisor, attorneys, law enforcement personnel,
and students. .

Environmental Adaptability

Work is typically performed in an office/laboratory environment with some exposure to strong
odors, toxic agents, bodily fiuids, electrical currents and laboratory equipment/machinery.

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

Class Title: | Forensic Scientist 2 — Fingerprints ' Class Number: | 1071232
FLSA: Exempt Pay Grade: 11
Dept: Medical Examiner’s Office

Classification Function

The purpose of this classification is to examine and process physical evidence suspected of bearing
finger, palm and foot prints; evaluate and conduct comparison of questioned prints to known
standards; fingerprint deceased individuals for identification purposes, assist local agencies with
requests for identification; prepare and enter latent print evidence into an Automated Fingerprint
ldentification System (AFIS); prepare charts and other material for demonstration of evidence in
court; prepare reports for assigned casework and testify in the court of law.

. Distinguishing Characteristics .
* This is a journey-level classification working under general supervision. . Positions in this class are
~ expected to independently perform recurring, ‘well-precedented projects using standard methods
and techniques. Incumbents establish and maintain quality control, and ensure proper preservation
and documentation of evidence. Employees receive instruction or assistance as new or ‘unusual
situations arise, and are expected to become fully aware of methods, protocols, procedures, applicable
regulations, and of methods for the analysis of data and results.

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.

_ 65% +/- 10%

« Obtains fingerprints of deceased individuals and creates foot and palm prints on tenprint cards;
utilizes the Analysis, Comparison, Evaluation, and Verification (ACE-V) method for accurate
identification; Conducts processing of physical evidence suspected of bearing finger, palm and
foot prints; evaluates prints and conducts comparisons of questioned prints to known standards;
maintain logs and records of examinations performed; prepares, evaluates and enters prints info
an Automated Fingerprint Identification System (AFIS); prepare charts and other material for
demonstration of evidence in court; prepares findings and issues reports based on the results of

the examination.
‘ 15% +/- 5%
+ Reviews/compiles case files and fingerprint evidence.
10% +/- 10%

e Performs maintenance of AFIS equipment; Cleans and maintains worksite and laboratory
equipment; transfers and maintains evidence in storage.

10% +/- 5%

o Testifies in court as an expert witness; communicates with atforneys and iaw enforcement
personnel; atfends mestings.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor of Science degree in Biology, Chemistry, Forensic Science or closely related field and two
(2) years of laboratory experience performing latent print comparison. and identification; or an
equivalent combination of education, training, and experience. EXHIBIT AA
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Forensic Scientist 2 — Fingerprints : : ‘ 10712342
Additional Requirements
~ No certifications required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

« Ability to operate a variety of automated office machines including computers and peripheral
equipment; ability to use a variety of laboratory tools and equipment incfuding camera, tubes,
~and a variety of microscopes. '

Supervisory Responsibilities
¢  No supervisory requirementé |
Mathematical Ability

«  Ability fo add, subtract, multiply, divide and calculate decimals and percentages and perform
statistical analysis and college level algebra.

Language Ability & Interpersonal Communication

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

¢ Ability to comprehend a vériety of informational documents including chain of custody records,
case history forms, fingerprint reports, AFIS data and reports, case history information, and

police reports and photos.

« Ability to comprehend a variety of reference books and manuals including standard operating
procedures, forensic science books and journals, training manual, instrument/equipment
manual, safety manual, quality assurance manual, and hazardous materials records.

» Ability to prepare fingerprint case report, case forms and charts, maintenance documents,
purchase orders, chairn of custody, laboratory report, fingerprint reports, and other job 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, to follow instructions.
+ - Ability to use and interpret medical and scientific terminology and language.

+ Ability to communicate and to develop and maintain effective working relationships with other
departmental employees, supervisor, police department personnel, attorneys, and sales
representatives.

Environmental Adaptability

+ . Work is typically performed in an office/laboratory environment with some exposure to strong
odors, toxic agents, bodily fluids, electrical currents and laboratory equipment/machinery.

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 prospsctive employees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Forensic Scientist 2 — Firearms and Toolmarks Class Number: | 1071282
FLSA: Exempt Pay Grade: 11
Dept: _| Medical Examiner’s Office '

Classification Function
The purpose of this classification is to examine and interpret firearms and toolmarks evidence
associated with alleged criminal acts; to inspect and test fire all kinds of firearms and examine
fired ammunition recovered from a crime scene to-determine if it was fired by a particular firearm,
interpret results and prepare reports for assigned casework and testify in the court of law.

Distinguishing Characteristics

This is a journey-level classification ‘working under general supervision. Positions in this class are
expected to independently perform recurring, well-precedented projects using standard methods
and techniques. Incumbents establish and maintain quality control, and ensure proper preservation
and documentation of evidence. Employees receive instruction or assistance as new or unusual
situations arise, and are expected to become fully aware of methods, protocols, procedures applicable
regulatlons and of methods for the analysis of data and resufts

Essentlal 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.

_ 65% +/- 10%

.o Conducts examinations and comparisons of firearms, bullets, shells, casings, tool marks and
other related items; applies instrumental, physical, and/or chemical techniques in the
examination of firearm and tool mark evidence; disassembles, reassembles, renders safe, and
tests firearms to determine operability, safety, and accuracy; documents unique characteristics
and records physical parameters using measuring projections, micrometers, etc.; performs
distance determination and examination of gunshot patterns with test standards; uploads into
and reviews data from NIBIN, the National Integrated ballistic Information Network; prepares
findings and issues reports based on the results of the examination.

_ . 15% +/- 5%
+ Reviews/compiles case files and firearm evidence.
10% +/- 10% -

o (leans and maintains worksite and laboratory equiprﬁent; transfers and maintains evidence in
storage.

10% +/- 5%

+ Testifies in court as an expert witness; communicates with attomeys and Iaw enforcement
personnel; attends meetings.

Minimum Training and Experience Required to Perform Essential Job Functions
Bachelor of Science degree in natural/physical science and two (2} years of laboratory experience

performing firearms and toolmark evidence analysis; or an equivalent combination of education,
training, and experience. ' .
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Forensic Scientist 2 — Firearms and Toolmarks o 1071282
Additional Reqﬁirements

No certifications required.
‘Minimum Physical and Mental Abilities Required to Perform Eséential Job Functions
| Physical Requirementé

» Ability to operate a variety of automated office machines including computers and peripheral
equipment; ability to use a variety of laboratory tools and equipment including camera, tubes,
and a variety of microscopes.

Supervisory Responsibllities
»  No supervisory requirements
Mathematical Ability

» Ability to add, subtract, multiply, divide and calcuiate decimals and percentages and perform
statistical analysis and college level algebra

Language Ability & Interpersonai 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 referencmg such to
established criteria to define consequences and develop alternatives.

¢ Ability to comprehend a variety of informational documents including chain of custody records,
case history forms, firearm/toolmark reports, NIBIN data and reports, case history information,
and police reports and photos.

o Ability to comprehend a variety of reference books and manuals including standard operating
procedures, forensic science books and journals, training manual, instrument/equipment
manual, safety manual, quality assurance manual, and hazardous materials records.

~e . Ability to prepare firearm/toolmark case report, case forms and charts, maintenance
documents, purchase orders, chain of custody, and other job refated documents using
prescribed format and conforming to all rules of punctuation, grammar, diction and style.

«  Ability to record and deliver information, to explain procedures, to follow instructions.
e  Ability to use and interpret medical/scientific terminology and language.

e  Ability to communicate and to deveiop and maintain effective working relationshibs with other
departmental employees, supervisor, police department personnel attorneys, and sales
representatives. '

Environmenta! Adaptability

o Work is typically performed in an office/laboratory environment with some exposure to strong
“odors, toxic agents, bodily fluids, electrical currents and laboratory equipment/machinery.

Cuyahoga County is an Equal Ogportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilifies and encourages
both prospective employees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY
PERSONNEL REVIEW COMMSSION
MEMORANDUM

DATE: April 22,2015
TO: Cuyahoga County Council President Dan Brady

Yvonne Conwell, Chairwoman, Human Resources, Appointments & Equity

Committee
FROM: Chairman Thomas Colaluca, 97 e %

" Cuyahoga County Personne]l Review Commission
RE: Recommending medifications to Non-Bargaining Classification Plan

Please be advised that on April 17, 2015, the Personnel Review Commission considered and
approved recommending several modifications to the County’s classification plan, including
recommendations for deleting, revising and adding new classifications. In accordance with PRC
Rule 4.06, these proposed changes were posted on the PRC’s website for twenty (20) days
before any formal action was taken on them. Details of the recommended changes are below:

PROPOSED RE
Nuinber | Classification Title Department
Information
1053103 | Database Analyst Technology Exempt 128
1054115 | Nursing Director HHS/DSAS Exempt 15
1062221 | Permit Coordinator Public Works Exempt 6
Information _
1053104 | Senior Database Analyst Technology Exempt 15B

Cuyahoga County Personnel Review Commission
2429 Superior Viaduct, 2" Floor » Cleveland, Ohio 44113 « (216) 443-5675 » Fax (216) 443-3694
www.pre.cuyahogacounty.us




PROPOSED NEW CLASSIFICATIONS

_ Fingerprints Lab :
1071234 | Supervisor Medical Examiner | Exempt 17
Firearms and Toolmarks
1071284 | Lab Supervisor Medical Examiner | Exempt 17
, Forensic Scientist 2 -
1071232 | Fingerprints Medical Examiner | Exempt 11
Forensic Scientist 2 —
1071282 | Firearms and Toolmarks Medical Examiner | Exempt 11
PROPOSED DELETED CLASSIFICATIONS
1042322 | Airport Manager Public Works Exempt 17
Airport Operations Non-
1042311 | Technician I. Public Works Exempt 3
Airport Operations Non-
1042312 | Technician II Public Works Exempt 4
Airport Operations Non-
1042313 | Technician III Public Works Exempt 5
1042321 | Assistant Airport Manager | Public Works | Exempt 13
Public Safety &
1056261 | Case Manager Justice Services Exempt 6
Central Services Operations
1044111 | Manager Public Works Exempt 15
Public Safety &
1056332 | Clinical Services Manager | Justice Services Exempt 13
Public Safety &
1053171 | CRIS Center Manager Justice Services Exempt 15
Financial System Admin
1055141 | Financial Analyst Fiscal Exempt 13
Non-
1064212 | Laboratory Analyst Public Works Exempt 7
1064214 | Laboratory Supervisor Public Works Exempt 11
_ Non-
1031112 | Mover Supervisor Public Works Exempt 6
1059211 | Nurse Practitioner Sheriff Exempt 16
1059111 | Psychologist - Corrections | Sheriff Exempt 14
Sewer Maintenance
1043123 | Manager ' Public Works - Exempt 13
Telecommunications Information Non-
1053161 | Coordinator Technology Exempt 7
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Telecommunications Information

1053162 | Coordinator Supervisor Technology Exempt 11
Telecommunications
Customer Service Information Non-

1016111 | Representative Technology Exempt 4
Telecommunications
Customer Service Information Non-

1016112 | Representative Supervisor | Technology Exempt 6

Cc:  Commissioner Deborah Southerington

Commissioner Robert Wolff
Human Resources Interim Director Lisa Durkin

Clerk of Council Jeanne Schmotzer_

Law Director Robert J. Triozzi
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County Council of Cuyahoga County, Ohio
Resolution No. R2015-0115

Sponsored by: Council President | A Resolution approving the appointment of
Brady C. Ellen Connally to serve on the Cuyahoga
County Soldiers’ and Sailors’ Monument
Co-sponsored by: Councilmember | Board of Trustees for an unexpired term
Miller ending 4/15/2019, 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 11, Section 3.01 of the County Charter establishes that the
County Council is the "taxing authority;" and,

WHEREAS, There currently remains unfilled a vacancy resulting from the
completion of a previous term ending April 15, 2014; and

WHEREAS, Council has determined that C. Ellen Connally is qualified to serve
on the Cuyahoga County Soldiers’ and Sailors’ Monument Board of Trustees and that
her service would be beneficial to the on-going success and development of the
Cuyahoga County Soldiers’ and Sailors’ Monument; and

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

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

SECTION 1. That the Cuyahoga County Council hereby approves the
appointment of C. Ellen Connally to serve on the Cuyahoga County Soldiers’ and
Sailors’ Monument Board of Trustees for an unexpired term ending 4/15/20109.

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. Itis 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.

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

First Reading/Referred to Committee: June 23, 2015
Committee(s) Assigned: Human Resources, Appointments & Equity

Additional Sponsorship Requested on the Floor: June 23, 2015

Journal
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County Council of Cuyahoga County, Ohio

Ordinance No. 02015-0010

Sponsored by: Councilmembers An Ordinance amending Sections 113.01,

Simon, Miller, Germana and 301.02, 303.01 and 303.04 of the Cuyahoga
Conwell and County Executive County Code and enacting Section 303.07
Budish of the Cuyahoga County Code to establish

procedures by which the Personnel Review
Commission adopts its Administrative
Rules and to make various changes to the
County’s civil service code; and declaring
the necessity that this Ordinance become
immediately effective.

WHEREAS, Cuyahoga County Charter Section 9.01 states “The Personnel
Review Commission shall be responsible for administering, for and in cooperation
with the officers, agencies, boards and commissions of the County, an efficient and
economical system for the employment of persons in the public service of the County
according to merit and fitness;” and,

WHEREAS, Cuyahoga County Charter Section 9.01 further states “The County’s
human resources policies and systems, including ethics policies for County
employees, shall be established by ordinance....;” and,

WHEREAS, Cuyahoga County Charter Section 9.02(4) states that the Personnel
Review Commission has “[r]esponsibility for the creation of rules and policies related
to the Personnel Review Commission’s authority set forth in this Charter in
accordance with the human resource policies established by ordinance;” and,

WHEREAS, Cuyahoga County Charter Section 9.03 states “The 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. The
classification system shall include the employees of the offices listed in Article V of
this Charter, as well as those of the County Executive and County Council except
those employees in positions designated as unclassified by general law. The
classification system shall, to the extent permitted by the Ohio Constitution, include
the employees of all offices, officers, agencies, departments, boards, commissions or
other public bodies, other than separate political subdivisions, that are supported in
whole or in part from taxes levied, or other financial assistance provided, by the
County;” and



WHEREAS, Council has determined to establish a review process by which the
Personnel Review Commission shall submit its proposed Administrative Rules rules
to Council to ensure such rules are in accordance with the human resources policies
established in the County Code; and,

WHEREAS, Council further wishes to establish the reporting requirements for
County appointing authorities operating within the jurisdiction of the Personnel
Review Commission; and,

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

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

SECTION 1. Section 113.01(A) of the Cuyahoga County Code is hereby
amended as follows (additions are bolded and underlined, deletions are stricken):

Section 113.01 Definitions

A. “County Entity” or “County entity” includes the County and any County office,
department, agency, board, commission, committee, or other County authority
established by or pursuant to the Charter of Cuyahoga County, the Ohio Constitution,
or Ohio law,_provided however, that pursuant to Section 301.02 of this Code, the
Personnel Review Commission is not subject to the provisions of this Chapter
and shall instead submit its rules to Council.

SECTION 2. Section 301.02 of the Cuyahoga County Code are hereby amended
as follows (additions are bolded and underlined, deletions are stricken):

Section 301.02 Administrative Rules

The Personnel Review Commission may, in accordance with the policies and
procedures set forth in this Code, adopt administrative rules and procedures to carry
out its powers and duties as set forth in the County Charter and this Chapter. In the
event of a conflict between the Administrative Rules of the Personnel Review
Commission and Title 3, Employment Practices, the Code shall prevail.

Notwithstanding any other provision of this Code, in lieu of submitting its rules
to the Administrative Rules Board, the Administrative Rules of the Personnel
Review Commission shall be submitted to the Council to ensure that a proposed
rule is in accordance with the human resources policies established by this Code,
as required by Charter 8§ 9.02(4). The specific language of a proposed rule shall
clearly identify any new rule and/or any modification, addition, or deletion of an
existing rule, and shall be submitted to the Clerk of Council. Unless otherwise




desired by Council or the assigned committee of Council, the review process
required by this Section shall be completed within 45 days following submission
of the proposed rule to the Clerk of Council. No proposed rule shall become
effective prior to completion of the review process required by this section. If
Council determines that a proposed rule is in accordance with the human
resources policies established in this Code, the Personnel Review Commission
shall submit the proposed rule to the clerk of the Administrative Rules Board for
codification in the Administrative Code. If Council determines that a proposed
rule or any provision of a proposed rule is not in accordance with the human
resources policies established by this Code, Council may declare such proposed
rule or provision inapplicable to county employees or appointing authorities.
Any proposed rule or provision declared inapplicable shall not be codified in the
Administrative Code.

SECTION 3. Sections 303.01(A) and 303.01(B)(1) of the Cuyahoga County
Code are hereby amended as follows (additions are bolded and underlined, deletions
are stricken):

Section 303.01 Pay-Egquity-Incorporation and amendment of relevant
ORC/OAC civil service provisions

A. The following Sections of Chapter 124 of the Ohio Revised Code are hereby
amended as they apply to County employees. All sections of Chapter 124 applicable
to Ohio counties that are not specifically amended or superseded by this Chapter 303
remain in full effect in their entirety. In the event a conflict exists between this Code
and the Administrative Rules of the Personnel Review Commission and/or
Cuyahoga County Human Resources Personnel Policies and Procedures Manual, the
provisions of this Code shall govern. Deviations from the Ohio Revised Code
and/or the Ohio Administrative Code as may apply to the county shall be made
only through ordinance.

124.14 - Job Classification - Pay Ranges.

(A)(1) The Personnel Review Commission shall establish, and may modify or
rescind, subject to approval by County Council, a job classification plan in
accordance with the requirements of Section 9.04 of the Cuyahoga County

Charter Chapter 305 of this Code. The Commission shall group jobs within a
classification so that the positions are similar enough in duties and responsibilities to
be described by the same title, to have the same pay assigned with equity, and to have
the same qualifications for selection applied. The Commission shall assign a
classification title to each classification within the classification plan. However,

the Commission shall consider in establishing classifications, including classifications
with parenthetical titles, and assigning pay ranges such factors as duties performed
only on one shift, special skills in short supply in the labor market, recruitment
problems, separation rates, comparative salary rates, the amount of training required,
and other conditions affecting employment. The Commission shall describe the duties




and responsibilities of the class, and establish the qualifications for being employed in
each position in the class. The Commission shall assign each classification te-an
equitable pay range.

*khkkkk

B. 1. OHIO ADMINISTRATIVE CODE - The following section of Chapter 123:1 of
the Ohio Administrative Code is hereby amended as it applies to County

employees. All sections in Chapter 123:1 applicable to Ohio counties that are not
specifically identified in bold below remain in full effect in their entirety.

123:1-7-22 — Reassignments by the Director of Human Resources

The Director may reassign to a proper classification those positions and/or employees
that have been assigned to an improper classification. The Director may also assign a
proper classification to a County employee who qualifies for classification but has not
previously been assigned to one. If a reassignment or new assignment occurs, the
employee shall be placed in an equitable pay step in the applicable pay range for the
new classification. Determination of the equitable pay step shall be based on a
review of the employee’s relative skill level, education and experience as compared
to the employees currently existing in the classification. Such placement may result
in the employee maintaining their current salary, or may result in an increase or
reduction in salary.

If the reclassification results in a reduction in salary, the employee shall be offered an
opportunity to meet with the Director or designee to dispute the proposed

change. Subsequent to this meeting, or the employee’s waiver of this meeting, the
Director shall provide the employee written notice of the final decision regarding the
proposed reduction. The employee may then file an appeal of the Director’s final
decision to the Personnel Review Commission in accordance with the Commission’s
rules.

(B) (Deleted in its entirety)
(C) (Deleted in its entirety)

SECTION 4. Section 303.04 of the Cuyahoga County Code is hereby amended
as follows (additions are bolded and underlined, deletions are stricken):

Section 303.04 Classification and Compensation Plans
A. Classification Plan
The Personnel Review Commission shall administer a countywide classification

plan. The classification plan shall be established and adopted by the Personnel
Review Commission subject to approval by Cuyahoga County Council. The plan



shall provide for the classification and standardization of all positions in the County’s
classified service. The classification system will serve to organize the work
performed by the County’s classified employees, and will organize positions into
classifications on the basis of duties and responsibilities. All positions in the service
of Cuyahoga County, except those specificaly designated as unclassified as
provided by the Charter, shall be in the classified service. Appointing authorities
are authorized to hire employees into the classified and unclassified service in
the manner provided for in the Charter and this Code. The unclassified service
shall consist of the positions specifically exempted from the classified service by
general law; and the Charter;-Ordinance-or-the-Personnel-Review-Commission.
Persons employed in a position in the unclassified service serve at the pleasure of the
appointing authority and may be removed from their unclassified position at any time
for any lawful reason. Following the appointment of classified and unclassified
employees, Aall appointing authorities shall provide guarterly reports detailing their
appointments of-employees-to-the-unclassified-service to the Personnel Review
Commission in accordance with this code. The Department of Human Resources
shall provide an annual list to the Personnel Review Commission of all current
employees and their civil service status. the-procedures-contained-in-the-Personnel
Review-Commission’s-Rules: On the date an appointing authority appoints an
employee to an unclassified position, the appointing authority shall provide the
employee with written information describing the nature of employment in the
unclassified civil service. Within thirty days after the date an appointing
authority appoints an employee to an unclassified position, the appointing
authority shall provide the employee with written information describing the
duties of that position. The content of any written report provided to the
Personnel Review Commission and/or the failure of the appointing authority to
provide the written information described in this Section to the employee or to
provide the Personnel Review Commission with a written report shall not confer
any additional rights upon the employee before the Personnel Review
Commission or in any other appellate body with jurisdiction over an appeal of

the employee.

B. Compensation Plan

The Personnel Review Commission shall administer a compensation plan for the
County’s non-bargaining unit, classified employees, and shall recommend to County
Council such modifications as needed to ensure the system provides for compensation
based on merit and fitness and to ensure pay equity in like.

SECTION 5. Section 303.07 of the Cuyahoga County Code is hereby enacted as
follows:

Section 303.07 Subpoenas

For the purpose of adjudicating employee appeals, the Personnel Review
Commission may subpoena and require the attendance and testimony of




witnesses and the production of books, papers, public records, and other
documentary evidence pertinent to any matter it has authority to hear.

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

SECTION 7. Itis found and determined that all formal actions of this Council
relating to the adoption of this Ordinance were adopted in an open meeting of the
Council, and that all deliberations of this Council and of any of its committees that
resulted in such formal action were in meetings open to the public, in compliance
with all legal requirements, including Section 121.22 of the Ohio Revised Code.

On a motion by , seconded by , the foregoing Ordinance was
duly enacted.
Yeas:

Nays:

County Council President Date
County Executive Date
Clerk of Council Date

First Reading/Referred to Committee: June 23, 2015
Committee(s) Assigned: Human Resources, Appointments & Equity
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ARMOND BUDISH
Cuyahoga County Executive

June 25, 2015
Dan Brady, President
Cuyahoga County Council

Re: Cuyahoga County Public Library Board of Trustees (CCPL)
Dear President Brady:
Pursuant to Ohio Revised Code Chapter 3375.22 | submit the following nomination for service on the CCPL:
o Elizabeth Hijar (New) of Chagrin Falls Village, Cuyahoga County (replacing Edna Fuentes-Casiano)
Candidates for this board shall: “...be qualified electors of the library district or county”
Ms. Hijar is a qualified elector.
The other candidate on file for this position is Kathi O'Connor.
The nomination is for an unexpired term to serve seven years beginning 6/25/15 expiring 3/31/22.
There are no known conflicts of interest for which an advisory opinion has been requested.
This board is uncompensated.
Ms. Hijar's biography is attached.

Should you or any of your colleagues have any questions, please feel free to contact Chris Glassburn in my office
at cglasshurn@cuyahogacounty.us or 216-443-7127.

Singrely)

IS
Cuyahoga County Executive

cc: Councilwoman Yvonne Conwell Kris Moore
Sharon Sobol Jordan Chris Glassburn
Joe Nanni Laura Trotter

Jeanne Schmotzer

2079 East Ninth Street | Cleveland, OH 44115 | 216.443.7178
Ohio Relay Service 711 | www.onecuyahoga.com



Elizabeth Hijar, Village of Chagrin Falls

Elizabeth Hijar is Director of Board Engagement and External Affairs at the Centers for Families and
Children. She has consulted for area non-profits, including Global Cleveland and the Hispanic Roundtable. She

is a licensed attorney and previously practiced law at Thompson Hine LLP in Cleveland and Bryan Cave LLP in
New York. She earned her J.D. from Harvard Law School.

Hijar has volunteered with a number of Cleveland-area organizations. She has been cited or interviewed by

several media outlets including the Plain Dealer, WCPN's Sound of Ideas, and Fresh Water Cleveland.

Chairwoman, Global Ambassadors Learning Academy (an immersion k-8 charter school)
Board Member, LAND Studio

Board Member, Hispanic Roundtable

2079 East Ninth Street | Cleveland, OH 44115 | 216.443.7178
Ohio Relay Service 711 | www.onecuyahoga.com
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