AGENDA
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY COMMITTEE
MEETING
THURSDAY, AUGUST 23, 2012
CUYAHOGA COUNTY JUSTICE CENTER
COUNCIL CHAMBERS — 1°' FLOOR
10:00 AM

1. CALLTO ORDER

2. ROLL CALL

3. PUBLIC COMMENT RELATED TO THE AGENDA

4. APPROVAL OF MINUTES FROM THE JULY 12, 2012 MEETING

5. MATTERS REFERRED TO COMMITTEE

a)

b)

c)

M2012-0022: A Motion confirming the County Executive’s appointment
of Jennifer Scofield to serve on the Cuyahoga County Natural Resource
Assistance Council, and declaring the necessity that this Motion become
immediately effective.

M2012-0023: A Motion confirming the County Executive’s appointment
of Harry Graham, Ph.D to serve on the Cuyahoga Community College
Board of Trustees, and declaring the necessity that this Motion become
immediately effective.

R2012-0148: A Resolution authorizing an agreement with Village of
Highland Hills for participation in the Cuyahoga County Benefits
Regionalization Program for the period 7/1/2012 - 12/31/2013, and
authorizing the County Executive to execute the agreement and all
other documents consistent with this Resolution.
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d) 02012-0023: An Ordinance providing for adoption of various changes
to the Cuyahoga County Non-Bargaining Classification Plan, and
declaring the necessity that this Ordinance become immediately
effective.

e) 02012-0024: An Ordinance providing for adoption of various changes
to the Cuyahoga County Non-Bargaining Salary Schedules; and declaring
the necessity that this Ordinance become immediately effective.

f)  02012-0025: An Ordinance amending Ordinance No. 02011-0028,
which adopted the Cuyahoga County Human Resources Personnel
Policies and Procedures Manual, to amend Section 6.12 to mandate the
use of direct deposit for paying employees’ compensation, effective
8/14/2012; and declaring the necessity that this Ordinance becomes
immediately effective.

6. MISCELLANEOUS BUSINESS
7. OTHER PUBLIC COMMENT

8. ADJOURNMENT

*In accordance with Ordinance No. 02011-0020, complimentary parking in the
Huntington Park Garage will be available for the public beginning at 4:00 p.m. on
any day when the Council or any of its committees holds evening meetings. Please
see the Clerk to obtain a parking pass.
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MINUTES
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY COMMITTEE
MEETING
THURSDAY, JULY 12, 2012
CUYAHOGA COUNTY JUSTICE CENTER
COUNCIL CHAMBERS — 1°T FLOOR
10:00 AM

1. CALLTO ORDER

The meeting was called to order by Chairwoman Conwell at 10:17 a.m.

2. ROLL CALL

Ms. Conwell asked Deputy Clerk Barnhill to call the roll. Committee members
Conwell and Rogers were in attendance and a quorum was determined.
Committee member Gallagher entered the meeting shortly after the roll call was
taken. Councilmembers Greenspan and Miller were also in attendance.

3. PUBLIC COMMENT RELATED TO THE AGENDA

No public comments were given.

4. APPROVAL OF MINUTES FROM THE JUNE 21, 2012 MEETING

A motion was made by Mr. Rogers, seconded by Ms. Conwell and approved by
unanimous vote to approve the minutes of the June 21, 2012 meeting.

5. MATTERS REFERRED TO COMMITTEE
a) M2012-0021: A Motion confirming the County Executive’s appointment
of individuals to serve on the District One Public Works Integrating

Committee of Cuyahoga County, and declaring the necessity that this
Motion become immediately effective:
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1) Bonita Teeuwen
2)  Stanley Kosilesky

Mr. Jim Boyle, Special Assistant to County Executive FitzGerald, addressed the
Committee regarding Motion No. M2012-0021. Discussion ensued.

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

On a motion by Ms. Conwell with a second by Mr. Rogers, Motion No. M2012-0021
was considered and approved by unanimous vote to be referred to the full Council
agenda for consideration with a recommendation for passage under second
reading suspension of rules.

b) R2012-0115: A Resolution authorizing an agreement with Mayfield
Village for participation in the Cuyahoga County Benefits
Regionalization Program for the period 6/12/2012 - 12/31/2014;
authorizing the County Executive to execute the agreement and all
other documents consistent with this Resolution; and declaring the
necessity that this Resolution become immediately effective.

Ms. Elise Hara, Director of Human Resources addressed the Committee regarding
Resolution No. R2012-0115. Discussion ensued.

Committee members and Councilmembers asked questions of Ms. Hara pertaining
to the item, which she answered accordingly.

On a motion by Ms. Conwell with a second by Mr. Rogers, Resolution No. R2012-
0115 was considered and approved by unanimous vote to be referred to the full
Council agenda for consideration with a recommendation for passage under
second reading suspension of rules.

c¢) R2012-0127: A Resolution authorizing an agreement with Village of
Glenwillow for participation in the Cuyahoga County Benefits
Regionalization Program for the period 7/1/2012 - 12/31/2014;
authorizing the County Executive to execute the agreement and all
other documents consistent with this Resolution; and declaring the
necessity that this Resolution become immediately effective.

Ms. Hara addressed the Committee regarding Resolution No. R2012-0127.
Discussion ensued.

Committee members and Councilmembers asked questions of Ms. Hara pertaining
to the item, which she answered accordingly.
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On a motion by Ms. Conwell with a second by Mr. Rogers, Resolution No. R2012-
0127 was considered and approved by unanimous vote to be referred to the full
Council agenda for consideration with a recommendation for passage under
second reading suspension of rules.

d) R2012-0128: A Resolution amending Resolution No. R2011-0277 dated
9/27/2011, which made awards on RQ20292 to various providers for
group healthcare benefits for County employees and their eligible
dependents, including medical and pharmacy benefit management
services with Kaiser Foundation Health Plan of Ohio to change the
amount from $26,113,651.00 to $8,191,200.00, to change the time
period from 1/1/2012 - 12/31/2014 to 1/1/2012 - 12/31/2012 and to
change the terms effective 5/1/2012; authorizing the County Executive
to execute the amendment and all other documents consistent with this
Resolution; and declaring the necessity that this Resolution become
immediately effective.

Ms. Hara and Mr. Dan Ricci, Human Resource Program Officer, addressed the
Committee regarding Resolution No. R2012-0128. Discussion ensued.

Committee members and Councilmembers asked questions of Ms. Hara and Mr.
Ricci pertaining to the item, which they answered accordingly.

On a motion by Ms. Conwell with a second by Mr. Rogers, Resolution No. R2012-
0128 was considered and approved by unanimous vote to be referred to the full
Council agenda for consideration with a recommendation for passage under
second reading suspension of rules.

e) 02012-0005: An Ordinance prohibiting inquiries about or consideration
of criminal convictions of applicants for Cuyahoga County employment
positions until the applicant has been offered conditional employment;
establishing the criterion under which criminal records may be
considered, and establishing exceptions.

A proposed substitute to Ordinance No. 02012-0005 was introduced on the floor.
Discussion ensued.

A motion was then made by Ms. Conwell, seconded by Mr. Rogers and approved
by unanimous vote to accept proposed substitute Ordinance No. 02012-0005.

Ms. Hara, Sr. Joanne Gross, Senior Policy Advisor, and Mr. Norberto Colon, Deputy
Chief of Staff for Justice, addressed the Committee regarding Ordinance No.
02012-0005. Discussion ensued.

Committee members and Councilmembers asked questions of Ms. Hara and Sr.
Gross and Mr. Colon pertaining to the item, which they answered accordingly.
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On a motion by Ms. Conwell with a second by Mr. Rogers, Ordinance No. 02012-
0005 was considered and approved by unanimous vote to be referred to the full
Council agenda for consideration for second reading and to the Human Resources
Commiission, as substituted.

f)  02012-0014: An Ordinance adopting an Equity Plan for Cuyahoga
County.

Mr. Miller introduced an amendment on the floor.

A motion was then made by Mr. Rogers, seconded by Ms. Conwell and approved
by unanimous vote to insert the following introduction into the Equity Plan
attachment to Ordinance No. 02012-0014:

“This Cuyahoga County Equity Plan includes two main parts. Sections 1-3 are an
aspirational statement, setting forth our vision as to what a successful equity
program for our county would consist of and how it would be achieved. Sections 4-
6 provide for the implementation of specific actions to help achieve the goals set
forth in the prior sections.”

Committee members, Councilmembers and Mr. Makhlouf engaged in dialogue
regarding Ordinance No. 02012-0014. Discussion ensued.

A motion was made by Ms. Conwell, seconded by Mr. Rogers and approved by
unanimous vote to amend the Equity Plan attachment as follows:

In the Purpose section, the second sentence was deleted and replaced with
“county’s objective is to remove barriers and enable all citizens in our community
to have equal opportunities to fulfill their potential”.

In the Definition of Equity section, “including” was inserted after orientation and
before gender in the first sentence.

In the Health and Human Services section, in the second sentence, “ensure” was
deleted and “working towards ensuring” was inserted; the period after need was
deleted and a comma was inserted; “promote” was deleted and “promoting” was
inserted; a semicolon was inserted after citizens and “and” was inserted before
supporting; and “those” was deleted.

In the Public Works and Infrastructure section, “will” was deleted and “plans to”
was inserted.

In the Public Safety and Justice Services section, in the second sentence, “all” was
deleted.
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In the Education section, in the second sentence, “support” was deleted and
“encourage” was inserted.

In the Workforce Development section, “for our residents” was inserted after
participation.

In the Composition section under Cuyahoga County Equity Commission, “,or their
respective designees.” was inserted after Justice Services.

In the Composition section under Citizens’ Advisory Council on Equity, “At least
one member shall represent each of the following communities: faith-based,
labor, African American, Hispanic or Latino, and LGBT” was deleted and “The
Citizen’s Advisory Council on Equity shall be comprised of members of the
community representing the diversity of the citizens of the county.”, was inserted
in the second sentence.

On a motion by Ms. Conwell with a second by Mr. Rogers, Ordinance No. 02012-
0014 was considered and approved by unanimous vote to be referred to the full
Council agenda for consideration for second reading.

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, the meeting was adjourned by Chairwoman
Conwell at 1:08 p.m., without objection.
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COUNTY COUNCIL OF CUYAHOGA COUNTY, OHIO

MOTION NO. M2012-0022

Sponsored by: Council President Connally

A Motion confirming the County Executive’s appointment of Jennifer Scofield to
serve on the Cuyahoga County Natural Resource Assistance Council, and
declaring the necessity that this Motion become immediately effective.

WHEREAS, Ohio Revised Code Section 164.21 establishes the Cuyahoga
County Natural Resource Assistance Council; and,

WHEREAS, the Cuyahoga County Natural Resource Assistance Council
oversees the implementation of the Clean Ohio Conservation Program in Cuyahoga
County by evaluating, ranking and prioritizing projects submitted by eligible County
entities; and,

WHEREAS, pursuant to Ohio Revised Code Section 164.21, the Cuyahoga
County Natural Resource Assistance Council shall consist of eleven (11) appointed
members; and,

WHEREAS, members of the Cuyahoga County Natural Resource Assistance
Council shall be appointed to serve a three (3) year term; and,

WHEREAS, the individual appointed will be appointed to fill a vacancy and
shall have a term commencing immediately upon signature of this Motion; and,

WHEREAS, the Cuyahoga County Charter Section 6.04, entitled Special
Boards and Commissions, states that “[w]hen general law or any agreement with
another public agency or court order provides for appointment of members of a
special board or commission or other agency by the board of county commissioners,
such appointment shall be made by the County Executive, subject to confirmation by
the Council;” and,

WHEREAS, the County Executive has nominated Jennifer Scofield, to serve on
the Cuyahoga County Natural Resource Assistance Council; and,

WHEREAS, this Council by a vote of at least eight (8) members determines that
it is necessary that this Motion 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 Board.



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

SECTION 1. The Council of Cuyahoga County hereby confirms the
appointment of Jennifer Scofield, to serve on the Cuyahoga County Natural Resource
Assistance Council to fill a vacancy, commencing immediately.

SECTION 2. Itis necessary that this Motion become immediately effective in
order that critical services provided by Cuyahoga County can continue, and to
continue the usual and daily operation of the County. Provided that this Motion
receives the affirmative vote of eight members of Council, this Motion 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 Motion 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 Motion was duly
approved.
Yeas:
Nays:
County Council President Date
Deputy Clerk of Council Date

First Reading/Referred to Committee: August 14, 2012
Committee(s) Assigned: Human Resources, Appointments & Equity

Jourmal __
, 2012



COUNTY COUNCIL OF CUYAHOGA COUNTY, OHIO

MOTION NO. M2012-0023

Sponsored by: Council President Connally

A Motion confirming the County Executive’s appointment of Harry Graham,
Ph.D to serve on the Cuyahoga Community College Board of Trustees, and
declaring the necessity that this Motion become immediately effective.

WHEREAS, Ohio Revised Code Section 3354.05 requires that member of the
board of trustees of a community college district be appointed by a county board of
commissioners; and,

WHEREAS, the Cuyahoga Community College Board of Trustees in
collaboration with the College President, are charged with fulfilling the goals set forth
in the College Mission Statement; and,

WHEREAS, the Cuyahoga Community College Board of Trustees has nine (9)
members and the members are appointed by Cuyahoga County and the Governor;
and,

WHEREAS, members of the Cuyahoga Community College Board of Trustees
shall be appointed to serve a five (5) year term; and,

WHEREAS, the individual appointed will be appointed to fill a vacancy and
shall have a term commencing immediately upon signature of this Motion; and,

WHEREAS, the Cuyahoga County Charter Section 6.04, entitled Special
Boards and Commissions, states that “[w]hen general law or any agreement with
another public agency or court order provides for appointment of members of a
special board or commission or other agency by the board of county commissioners,
such appointment shall be made by the County Executive, subject to confirmation by
the Council;” and,

WHEREAS, the County Executive has nominated Harry Graham, Ph.D, to
serve on the Cuyahoga Community College Board of Trustees; and,

WHEREAS, this Council by a vote of at least eight (8) members determines that
it is necessary that this Motion 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 Board.



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

SECTION 1. The Council of Cuyahoga County hereby confirms the
appointment of Harry Graham, Ph.D, to serve on the Cuyahoga Community College
Board of Trustees to fill a vacancy, commencing immediately.

SECTION 2. Itis necessary that this Motion become immediately effective in
order that critical services provided by Cuyahoga County can continue, and to
continue the usual and daily operation of the County. Provided that this Motion
receives the affirmative vote of eight members of Council, this Motion shall become
immediately effective.

SECTION 3. It is found and determined that all formal actions of this Council
concerning and relating to the passage of this Motion 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 Motion was duly
approved.
Yeas:
Nays:
County Council President Date
Deputy Clerk of Council Date

First Reading/Referred to Committee: August 14, 2012
Committee(s) Assigned: Human Resources, Appointments & Equity

Jourmal __
, 2012



County Council of Cuyahoga County, Ohio
Resolution No. R2012-0148

Sponsored by: County Executive | A Resolution authorizing an agreement with
FitzGerald/Office of Human Village of Highland Hills for participation in the
Resources Cuyahoga County Benefits Regionalization
Program for the period 7/1/2012 - 12/31/2013, and
authorizing the County Executive to execute the
agreement and all other documents consistent with
this Resolution.

WHEREAS, the County Executive/Office of Human Resources has recommended that
the County enter into an agreement of cooperation with the Village of Highland Hills for
participation in the Cuyahoga County Benefits Regionalization Program; and

WHEREAS, the County’s Benefits Regionalization Program will allow smaller political
entities to have access to the County’s Benefits program; and

WHEREAS, the purpose of this project is to provide these smaller political entities rate
stabilization, potential rate reductions and bargaining leverage for health benefits; and

WHEREAS, funding for this project will come from the County’s Self-Insurance Fund.

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

SECTION 1. That the County Executive is hereby authorized to enter into and execute
an agreement of cooperation with the Village of Highland Hills for participation in the
Cuyahoga County Benefits Regionalization Program.

SECTION 2. That the County Executive is authorized to execute all documents
required in connection with said agreement.

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

On a motion by , seconded by , the foregoing Resolution was duly
adopted.

Yeas:

Nays:



County Council President Date

County Executive Date

Deputy Clerk of Council Date

First Reading/Referred to Committee: July 24, 2012
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
, 2012



County Council of Cuyahoga County, Ohio
Ordinance No. 02012-0023

Sponsored by: County Executive | An Ordinance providing for adoption of
FitzGerald on behalf of Human | various changes to the Cuyahoga County Non-
Resource Commission Bargaining Classification Plan, and declaring
the necessity that this Ordinance become
immediately effective.

WHEREAS, Section 9.01 of the Charter of Cuyahoga County states that the
County’s human resources policies and systems shall be established by ordinance and
shall be administered in such a manner as will eliminate unnecessary expense and
duplication of effort, while ensuring that persons will be employed in the public
service without discrimination on the basis of race, color, religion, sex, national
origin, sexual orientation, disability, age or ancestry; and,

WHEREAS, Section 9.03 of the Charter of Cuyahoga County states that the
Cuyahoga County Human Resource 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 2.10 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 Director of Human Resources submitted several proposed
changes to the Cuyahoga County Non-Bargaining Classification Plan; and,

WHEREAS, the Human Resource Commission held several public meetings on
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 July 5, 2012, the Human Resource Commission met for their
final review of the classification changes (attached hereto as Exhibits A through JJ),
and recommend to County Council the formal adoption and implementation of the
attached changes; and,

WHEREAS, on July 18, 2012, the Human Resource Commission met for their
final review of the classification changes (attached hereto as Exhibits KK and LL),
and recommend to County Council the formal adoption and implementation of the
attached changes; and,



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

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

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

New Classifications:

Exhibit A: Class Title:  Business Systems Analyst
Number: 1053271
Pay Grade: 11B

Exhibit B: Class Title:  Communications Analyst 1
Number: 1053211
Pay Grade: 8B

Exhibit C: Class Title:  Communications Analyst 2
Number: 1053212
Pay Grade: 9B

Exhibit D: Class Title:  Communications Coordinator 2
Number: 1053213
Pay Grade: 11B

Exhibit E: Class Title:  Communications Infrastructure Administrator
Number: 1053214
Pay Grade: 19B

Exhibit F: Class Title:  Computer Operator 1
Number: 1017111
Pay Grade: 4B

Exhibit G: Class Title:  Developer 1
Number: 1053221
Pay Grade: 12B

Exhibit H: Class Title:  Developer 2
Number: 1053222
Pay Grade: 13B

Exhibit I: Class Title:  Developer 3
Number: 1053223
Pay Grade: 14B



Exhibit J:

Exhibit K:

Exhibit L:

Exhibit M:

Exhibit N:

Exhibit O:

Exhibit P:

Exhibit Q:

Exhibit R:

Exhibit S:

Exhibit T:

Exhibit U:

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:

Class Title:

Number:

Pay Grade:

Enterprise Services Manager
1053261
13B

Enterprise Systems Specialist
1053262
13B

Enterprise Technical Analyst
1017121
8B

Field Engineer
1017211
5B

Lead Computer Operator
1017112
6B

Multi-Media Designer 2
1053241
10B

Project Management Manager
1053244
15B

SAP ABAP Programmer
1053251
14B

SAP Basis Administrator
1053252
15B

Security and Research Manager
1053282
13B

Support Services Manager
1053272
17B

Videoconferencing Manager
1053242
11B



Exhibit V:

Exhibit W:

Exhibit X:

Exhibit Y:

Exhibit Z:

Exhibit AA:

Exhibit BB:

Exhibit CC:

Exhibit DD:

Exhibit EE:

Exhibit FF:

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:

Voice-Video Communications Manager
1053243
14B

WAN Analyst 2
1053281
9B

Web Designer 1
1053231
8B

Web Designer 2
1053232
10B

Web Development & Applications Development
Administrator

1053247

19B

Web Development and Applications Development
Manager

1053246

16B

Pharmacist - Corrections
1059311
19

Pharmacy Technician - Corrections
1034111
4

Physician - Corrections
1059611
26

Psychiatrist - Corrections
1059811
29

Psychologist - Corrections
1059111
14



Exhibit GG: Class Title:  Dentist - Corrections
Number: 1059411
Pay Grade: 22
Exhibit HH: Class Title:  Nurse Practitioner - Corrections
Number: 1059211
Pay Grade: 16
Exhibit I1: Class Title:  Obstetrician/Gynecologist - Corrections
Number: 1059511
Pay Grade: 26
Exhibit JJ: Class Title:  Orthopedist - Corrections
Number: 1059611
Pay Grade: 26
Exhibit KK: Class Title:  Staff Auditor
Number: 1055131
Pay Grade: 10
Exhibit LL: Class Title:  Veterinarian Technician
Number: 1022411
Pay Grade: 5
SECTION 2. Itis necessary that this Ordinance 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 department. Provided that this
Ordinance receives the affirmative vote of eight members of Council, this Ordinance
shall become immediately effective upon the signature of the County Executive.

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

On a motion by
duly adopted.

, seconded by , the foregoing Resolution was

Yeas:

Nays:

County Council President Date



County Executive Date

Deputy Clerk of Council Date

First Reading/Referred to Committee: August 14, 2012
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal __
, 2012



CUYAI_-IOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Pharmacist- Corrections Class Number: | 1059311
FLSA: Exempt Pay Grade: 19
Dept: Sheriff's Office

Classification Function

The purpose of this classification is manage an on-site pharmacy according to all applicable Ohio and
federal laws; to fili all prescriptions ordered by physicians and /or dentists for the patient population; to
interact with physicians regarding quality of care issues including drug incompatibilities and formulary
compliance issues; 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 in a very independent manner. Administrative direction is received from the Medical Director.
Employees in these job classes may provide administrative direction to contractors and/or 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 excelient organizational and communication skills. The employee in this class may
chair a Pharmacy and Therapeutic committee and serve as a consultant for the medical, dental, and
nursing staff.

Essenti_al Job Functions

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

40% +/- 15%
Interprets and dispenses medical prescriptions and pharmaceutical supplies prescribed by a
licensed practitioner; counsels patients on how to use prescription and over-the-counter
medications, healthcare supplies and medical equipment; advises patients and answer questions
about prescription drugs, including questions about possible side effects and interactions among
different drugs.

30% +/- 5%

+ Consults with doctors about medication therapy; works closely with doctors and medical personnel
in selecting drugs and managing their effects; advises physicians and other health practitioners on
the selection, dosages, interactions, and side effects of medications; provides night, weekend and
holiday medical triage and authorizations via telephone.

10% +/- 5%
* Keeps computerized records of patients’ medications to prevent harmful drug interactions.

10% +- 5%

e May chair a Pharmacy and Therapeutlc commlttee 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, and/or
programs regarding illness, treatment, and drug interactions.

10% +- 5%
e Supervises pharmacy technicians and may train students serving as interns; supervises, oversees,
monitors, and participates in the establishment and maintenance of sensitive and confidential
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Pharmacist - Corrections

medical records, prepares a variety of reports and records, and maintains documentation of client
contact in accordance with departmental and statutory regulations and procedures; maintains
compliance with confidentiality requirements.

Minimum Training and Experience Required to Perform Essential Job Functions

Licensed by the Ohio State Board of Pharmacy as a Registered Pharmacist with one year experience
in pharmacy operations including working with clients from diverse cultural and ethnic backgrounds.

Additional Requirements
Possession of a valid Pharmacist license to in the State of Ohio.

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; mobility to work in office settings; strength to lift, carry and position supplies and
- equipment. 3

Supervisory Responsibilities

e 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 recommend the discipline of employees.

s  Ability to prepare employee performance evaluations.

Mathematical Ability

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

Language Ability & Interpersonal Communication

. | 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.

» Ability to comprehend a variety of reference books and manuals including those related to

- pharmacology, local, state and federal rules, regulations and laws, county and department policies,
procedures, rules and reguiations, professional association newsletters, textbooks, and journal
articles. ' .

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

. 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 pharmacological terminology and language.

* Ability to communicate with patients, working groups, and employees of own department and with
outside departmental employees and administrators.
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Environmental Adaptability
«  Work is typically performed in an indoor/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 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: | Pharmacy Technician- Corrections Class Number: | 1034111
FLSA: Non-Exempt ' Pay Grade: 4
Dept: Sheriff's Office '

Classification .Function

The purpose of this classification is to assist a Pharmacist at an on-site pharmacy according to all
applicable Ohio and federal laws; to fill prescriptions ordered by physicians and /or dentists for the
patient population; to manage inventory, perform data entry and to restock drugs and supplies; to act as
a positive and cooperative team member and resource within the Correctional Institution.

Distinguishing Characteristics

This is a technical level classification, performing responsible functions and tasks under supervision of
a Pharmacist. This class requires some technical knowledge and excellent organizationai and
communication skilis.

Essential Job Functions

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

_ : 50% +/- 15%
e Assists in filling prescriptions ordered by physicians; counts dosages of medications and fills
containers; answers basic questions about over-the-counter drugs.

20% +/- 5%
« Enters data and keeps computerlzed records of patients’ medications to prevent harmful drug
interactions; labels containers and assists in pre-packaging operations.

' 10% +i- 5%
» Assists in managing inventory so that frequently prescribed drugs are on-hand and easily available;
restocks drugs and supplies.

10% +/- 5%
» Keeps the pharmacy clean and orderly; maintains compliance with confidentiality requirements.

10% +/- 5%
. Rewews pharmacy invoices for accuracy prior to payment; maintains compliance with confidentiality
requirements..

Minimum Training and Experience Required to Perform Essential Job Functions

High School Diploma or equivalent supplemented by technical school coursework including relevant
laws, pharmacy and healthcare ethics, pharmacy practice, medical terminology, human physiology and
diseases, pharmacy therapeutics, customer care, related software systems, inventory management,
and infection control are desirable; one year of customer service experience including working with
clients from diverse cuitural and ethnic backgrounds.

Additional Requirements

Completion of a Pharmacy Technician Certification Program, accredited by the National Commission
for Certlfylng Agencies (NCCA) and Certification as a Pharmacy Technician (CPhT) is preferred.
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Pharmacy Technician - Corrections

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; mobility to work in office settings; strength to lift, carry and position supplies and
equipment.

Supervisory Responsibilities

No supervisory responsibilities. Participates in the maintenance of sensitive and confidential medical
records.

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

s« Requires the ability to perform basic level of data analysis including the ability to review, classify,
categorize, -prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate
and problem solve. Requires discretion in determining and referencmg such to established standards
to recognize interactive effects and relationships.

e Ability to comprehend a variety of reference books and guides including those related to
pharmacology, local, state and federal rules, regulations and laws, county and department policies,
procedures, rules and regulations, professional association newsletters, textbooks, and journal
articles.

s Ability to prepare documentation, records, prescriptions, notes, and other job related 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 including various cultural and ethnic groups in a tactful and
effective manner.

Ability to use and interpret medical/pharmacological terminology and language.

L ]

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 indoor/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 reascnable 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: | Physician - Corrections Class Number: 1058611
FLSA: Exempt ' Pay Grade: 26
Dept: Sherifi's Office

Classification Function

The purpose of this classification is to perform medical evaluations and diagnoses of assigned patients;
to develop, monitor, and evaluate appropriate treatment plans and follow-up care; to perform minor
operative procedures including suturing and casting uncomplicated fractures; 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 specialized professional
. functions and tasks in a very independent manner. Administrative direction is received from the Medical
Director. Employees in these job classes may provide administrative direction to professional level
contractors and/or private service providers as weil 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 excellent organizational and communication skills. ‘

Essential Job Functibns

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% +/- 15%
¢« Performs medical and physical evaluations of patients’ health status; makes diagnoses and
develops and prescribes medical and rehabilitative treatment/therapy plans based on diagnoses of
symptoms; prescribes medications; monitors patients’ reactions, relief of symptoms, and degree of
side effects on a regular and on-going schedule.

20% +/- 5%
¢ Provides clinical supervision to mid-level practitioners reviewing success and appropriateness of
treatment plans and prescribed medications; modifying treatment plans and prescribed medications
in response to patients’ needs and symptoms; provides night, weekend, and holiday medical triage
and authorizations via telephone.

10% +/- 5%

. Par’uc:lpates 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, and/or programs regarding illness, diagnosis, treatment, and services
available. _

5% +/- 5%

* Supervises, oversees, monitors, and participates in the establishment and maintenance of sensitive
and confidential medical records, prepares a variety of reports and records, and maintains
documentation of client contact in accordance with departmental and statutory regulations and
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.
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Minimum Training and Experience Required to Perform Essential Job Functions

Graduation from an accredited medical school as an M.D or D.O. in the United States or Canada
approved by a recognized accrediting body in the year of the applicant's graduation; a Doctor of
Medicine or equivalent degree from a foreign medical school that provided education and medical
knowledge substantially equivalent to accredited schools in the United States may be demonstrated by
permanent certification by the Educational Commission for Foreign Medical Graduates (ECFMG); two
years of professional experience; some professional level experience performing responsible patient
evaluations and treatment of patients from diverse cultural and ethnic backgrounds.

Additional Requirements
Possession of a valid license to practice medicine in the State of Ohio issued by the Board
of Medical Examiners. :

Requires current, valid CPR certification.

Board Certification
Board certification in internal medicine, family practice or urgent care is preferred.

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 heaith assessments.

Su'pervisory Responsibilities

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

Mathematical Ability
« Ability to add, subtract, multiply, divide and calculate ratios and percentages.
L.anguage Ability & lntefpersonal Communication

e 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.
Invoives 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.

e Ability to comprehend a variety of reference books and manuals including Diagnostic and Statistical
Manual, Physician’s Desk Reference, local, state and federal rules, regulations and laws, county
and department policies, procedures, rules and regulatlons professional association newsletters,
textbooks, and journal articles.

e 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.
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Physician - Corrections

» 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 terminology and language.

« 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 indoor/office environment ina County jail.

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

Class Title: | Psychiatrist - Corrections Class Number: | 1059811
FLSA: Exempt Pay Grade: 29
Dept: Sheriff's Office

Classification Function

The purpose of this classification is to perform psychiatric evaluations, diagnoses and treatment of
patients with psychiatric illnesses and substance abuse disorders; to develop, monitor, and
evaluate appropriate treatment plans including psychotherapy and/or psychotropic medication
strategies; to perform short-term crisis counseling and routine mental health assessments on
patients referred by nursing, medical professional and correctional staff and social workers; to
perform and monitor a variety of administrative tasks/functions in support of assigned services and
providing facility coverage as scheduled including on-call coverage and weekend coverage; 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 specialized
professional functions and tasks in a very independent manner. Requires thorough knowledge of
methods and principles of behavioral health medicine and current principles and methods of
assessment and treatment of patients with psychiatric illnesses and substance abuse disorders.
Administrative direction is received from the Medical Director. Employees in these job classes may
provide administrative direction to professional level contractors and/or 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 excellent 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.

40% +/- 15%
e Performs psychiatric evaluations of patients’ mental and emotional health status and develops
appropriate treatment/therapy plans based on diagnoses of symptoms and behaviors.

20% +/- 5%
* Prescribes appropriate psychotropic medications based on patients’ diagnoses and psychiatric
evaluations; monitors patients’ reactions, relief of symptoms, and degree of side effects on a

regular
and on-going schedule; provides night, weekend and holiday medical triage and authorizations

via telephone.

20% +/- 5%

» Supervises psychologist and mental health nurse practitioner; reviews success and
appropriateness of treatment plans and prescribed medications; modifying treatment plans and
prescribed medications in response to patients’ needs and symptoms; develops and
implements QA andfor Ql process improvement initiatives; performs utilization review and
management functions.

10% +/- 5%
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* 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, and/or programs regarding psychiatric illness,
diagnosis, treatment, and services available; participates in peer review, grievance procedures,
mortality review; attends court hearings as an expert witness.

5% +/- 5%
* Supervises, oversees, monitors, and participates in the establishment and maintenance of
. sensitive and confidential medical records, prepares a variety of reports and records, and
maintains documentation of client contact in accordance with departmental and statutory
regulations and procedures; maintains compliance with HIPAA and confidentiality
requirements. '

5% +i- 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 medical school as an M.D or D.O. in the United States or Canada
approved by a recognized accrediting body in the year of the applicant's graduation; a Doctor of
Medicine or equivalent degree from a foreign medical school that provided education and medical
knowledge substantially equivalent to accredited schools in the United States may be
demonstrated by permanent certification by the Educational Commission for Foreign Medical
Graduates (ECFMG); two years of professional experience providing psychiatric counseling and
evaluations of patients; two years of professional level experience performing responsible patient
evaluations and treatment of patients in forensic psychiatry or a community mental health setting
including treatment of people of diverse cultural and ethnic backgrounds.

Additional Requirements

Successful completion of a three or four year psychiatry reéidency program that is accredited by
g‘:creditation Council for Graduate Medical Education (ACGME)

Possession of a valid Iicénse as a physician and surgeon issued by the state of Ohio

Requires current, valid CPR certification.

Additional Requirements
Board Certification in psychiatry is preferred.

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.
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Psychiatrist - Corrections

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 proble‘ms.
Ability to recommend the discipline of employees.

Ability to prepare employee performance evaluations.

Mathematical Ability

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

Language Ability & Interpersonal Communication

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.

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, laboratory reports, medical and psychological reports and
findings, 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.

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 terminology and language.

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 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 speciaiized 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 contractors and/or 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 excellent 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.

60% +/- 156%

. Per‘forms individual and group therapy psychologlcal 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%

» OQversees 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 patlents needs and
symptoms.

10% +/- 5%

o 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 telephone.
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‘ ‘ 5% +/- 5%
s Supervises, oversees, monitors, and participates in the establishment and maintenance of
sensifive 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 '
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 appiicant's graduation;
two years of professional experience providing psychological counseling and evaluations of

patients; some professional level experience performing respon3|ble patient evaluations and treatment
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

e 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 fo lift, carry and position supplies
and equipment.

Supervisory Responsibilities

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

Mathematical Ability

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

Language Ability & Interpersonal Communication

s  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.
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» 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. '

» 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 language.

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

Environmental Adaptability

e 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 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: | Dentist - Corrections | Class Number: | 1059411
FLSA: Exempt Pay Grade: 22
Dept: Sheriff's Office

Classification Function

The purpose of this classification is to diagnose and treat acute problems with a patient’s teeth, gums,
and other parts of the mouth; to perform professional dental services including extractions, exams,
amalgams, anterior composites, and root canals with a minimum of referrals for surgical intervention; to
act as a positive and cooperative team member and resource within the Correctional Institution.

Distinguishing Characteristics

This is a professional leve! classification, performing highly responsible and specialized professional
functions and tasks in a very independent manner. Administrative direction is received from the Medical
Director. Employees in these job classes may provide administrative direction to professional level
contractors and/or 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 excellent organizational and communication skilis.

Essential Job Functions

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

50% +/- 15%
¢ Performs examinations of patients’ teeth and mouth tissue in order to diagnose and treat
problems; examine patients' mouths for cavities, sores, swelling, or other signs of disease; fill
cavities, pull teeth that cannot be saved, or replace missing teeth.

' : 20% +/- 5%
» Administer and prescribes local or general anesthetics to alleviate pain and antibiotics to treat
infection; may take x-rays and clean patients’ teeth, as necessary.

10% +/- 5%

e Supervises dental assistants, dental hygienists and EFDA (Expanded Function Dental Assistants)
practitioners; reviews success and appropriateness of treatment plans and prescribed medications:
modifying treatment plans and prescribed medications in response to patients’ needs and
symptoms.

_ 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, and/or programs regarding illness, diagnosis,
treatment, and services available; provides night, weekend and holiday medical triage and
authorizations via telephone.
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: 5% +/- 5%

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

5% +/- 5%
¢ Counsels assigned patients; discusses treatment options with patients and provides necessary

information for educated decision-making process; maintains compiiance with confidentiality
requirements.

Minimum Training and Experience Required to Perform Essential Job Functions

Graduation from an accredited dental school as either a doctor of dental surgery (DDS) or a doctor of
dental medicine (DMD) degree; a DDS or equivalent degree from a foreign medical school that
provided education and dentistry knowledge substantially equivalent to accredited schools in the United
States may be demonstrated by permanent certification by the Educational Commission for Foreign
Medical Graduates (ECFMG,; two years professional level experience performing responsible patient
evaluations and treatment of patients from diverse cultural and ethnic backgrounds.

Additional Requirements '

Possession of a valid license to practice dentistry in the State of Ohio issued by the Ohio State Dental
Board.

Requires current, valid CPR certification.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

e Ability to operate a variety of automated office machines including computers and peripheral
equipment.; use hand and power tools and equipment; 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 dental assessments and treatments.

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 recommend the discipline of employees.

e Ability to prepare emprloyee performance evaluations.

Mathematical Ability

« Ability to add, subtract, multiply, divide and calculate ratios and peréentages.

Language Ability & Interpersonal Communication

© Archer Company Proposed June 2012



Dentist - Corrections

«  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.
Invoives 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.

¢ Ability to comprehend a variety of reference books and manuals including Reference Guide to
Dentistry, Dental Drug Reference, reference on oral soft tissue diseases, 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, dental records, prescriptions, notes, and other job related
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 including various cultural and ethnic groups in a tactful and effective
manner. -

« Ability to use and interpret medical/dental terminology and language.

»  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 indoor/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 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: | Nurse Practitioner - Corrections ' Class Number: 1059211
FLSA: Exempt Pay Grade: - 116
Dept: Sheriff's Office

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 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% +/- 15%
e In collaboration with and under the general direction of a designated 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%
e interprets data, deveiops 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, and/or programs regarding illness, diagnosis,
treatment, and services available. '

_ 5% +/- 5%
» Maintains accurate records of assessments, evaluations, treatments and follow-up; participates
in development of programs and administrative procedures.
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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

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;

Additional 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; fouch in order to conduct physical health assessments.

Supervisory Responsibilities

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

Mathematical Ability

« Ability to add, subtracts, multiply, divide and calculate ratios and percentages.
Language Ability & Interpersonal Communication

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

objectives, functions and requirements.

s Ability to comprehend a variety of reference books and manuals including Manual of Clinical Skills,
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.

e 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.
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Nurse Practitioner - Correcfions

s 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 terminology and language.

» Abilty 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 Equal Opportunity Emplayer. In compliance with the Americans with Disabilities Act, the
County will provide reasonable accommodations fo qualified individuals with disabilities and encourages both
prospective emplayees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Obstetrician/Gynecologist - Corrections Class Number: | 1059511
FLSA: Exempt Pay Grade: 26
Dept. Sheriff's Office

Classification Function

The purpose of this classification is to perform prevention, diagnosis, and treatment of gynecologic
conditions including sexually transmitted disease; to perform obstefrical services including pregnancy,
prenatal and postpartum management; 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 |nstitution.

Distinguishing Characteristics

This is a professional level classification, performmg highly responsible and specialized professional
functions and tasks in a very independent manner. Administrative direction is received from the Medical
Director. Employees in these job classes may provide administrative direction to professional level
contractors and/or 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 excellent 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.

55% -+/- 15%
» Performs medical and physical evaluations of patients’ health status; provides pregnancy -
management, prenatal, labor, and pueperium care; exams patients for breast, cervical and ovarian
cancers, treats urinary tract and pelvic and hormonal disorders; performs Pap smears and treats
sexually transmitted disease; makes diagnoses and develops and prescribes medical and
rehabilitative treatment/therapy plans based on diagnoses of symptoms; prescribes medications;
monitors patients’ reactions, relief of symptoms, and degree of side effects on a regular and on-
going schedule. _

20% +/- 5%

. Provides clinical supervision to mid-level practitioners reviewing success and appropriateness
of treatment plans and prescribed medications; modifying treatment plans and prescribed
medications in response to patients’ needs and symptoms; provides night, weekend, and holiday
medical triage and authorizations via telephone.

10% +/- 5%

o 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, and/or programs regardlng illness, diagnosis, .
treatment, and services available.
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Obstetrician/Gynecologist - Corrections

10% +/- 5%
¢ Supervises, oversees, monitors, and participates in the establishment and maintenance of
sensitive and confidential medical records, prepares a variety of reports and records, and
maintains documentation of client contact in accordance with departmental and statutory
regulations and
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 medical school in the United States or Canada approved by a
recognized accrediting body in the year of the applicant's graduation; a Doctor of Medicine or
equivalent degree from a foreign medical schoo! that provided education and medical knowledge
substantially equivalent to accredited schools in the United States may be demonstrated by permanent
certification by the Educational Commission for Foreign Medical Graduates (ECFMG); two years of
professional experience; five years of residency training in the specialty of the position to be filled
(OBGYN) or equivalent experience and training.

Additional Requirements

' Possession of a valid license as a physician and surgeon issued by the state of Ohio.

Requires current, valid CPR certification.

Board Certification

Board Certification as an Obstetrician 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 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 assessments. ‘

Supervisory Responsibilities

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

Mathematical Ability
+ Ability to add, subtract, multiply, divide and calculate ratios and percentages.

Language Ability & Interpersonal Communication
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Obstetrician/Gynecologist - Corrections

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.
Invoives development of goals, objectives, policies, procedures or functions based on the analysis -
of dataf/information and includes performance reviews pertinent to such objectives, functions and
requirements.

Ability to comprehend a variety of reference books and manuals including Diagnostic and Statistical
Manual, Physician’s Desk Reference, local, state and federal ruies, regulations and laws, county
and department policies, procedures, ruies 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. ' '

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 terminology and language.

Ability to communicate with patients, wofking 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 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: | Orthopedist - Corrections Class Number: 1059611
FLSA: Exempt - Pay Grade: 26
Dept: Sheriff's Office : :

Classification Function

The purpose of this classification is to perform medical evaluations, diagnoses and treatment of the
musculoskeletal complaints of patients with disorders of the bones, joints, muscles, ligaments, tendons,
nerves, and skin; to perform suturing, casting, reductions and splinting of fractures; to develop, monitor,
and evaluate appropriate treatment plans; to make referrals, as appropriate; 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 specialized professional
functions and tasks in a very independent manner. Administrative direction is received from the Medical
Director. Employees in these job classes may provide administrative direction to professional level
contractors and/or 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 excellent 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.

30% +/- 15%

e Provides medical management of injuries or disease, particularly in relation to the musculoskeletal
system; makes diagnoses and develops and prescribes medicai and rehabilitative
‘treatment/therapy plans based on diagnoses of symptoms; prescribes medications; monitors
patients’ reactions, relief of symptoms, and degree of side effects on a regular and on-going
schedule. ' '

_ 30% +/- 10%

« May perform surgery to restore function lost as a result of injury or disease of bones, joint, muscles,
tendons, ligaments, nerves, or skin; performs suturing, casting, reductions and splinting of fractures;
read x-rays and make appropriate diagnosis and plan of care; make appropriate referrals, when
necessary. .

_ 20% +/- 5% -

e Provides clinical supervision to mid-level practitioners reviewing success and appropriateness of
treatment plans and prescribed medications; modifies treatment plans and prescribed medications
in response to patients’ needs and symptoms; 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 mafters; acts as professional
resource to other staff, service providers, and/or programs regarding illness, diagnosis,
treatment, and services available.
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Crthopedist - Corrections

: 5% +/- 5%

» Supervises, oversees, monitors, and participates in the establishment and maintenance of
sensitive and confidential medical records, prepares a variety of reports and records, and
maintains documentation of client contact in accordance with deparimental and statutory
regulations and '
procedures

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

Minimum Training and Experience Required to Perform Essential Job Functions

Graduation from an accredited medical school as an M.D or D.O. in the United States or Canada
approved by a recognized accrediting body in the year of the applicant's graduation; a Doctor of
Medicine or equivalent degree from a foreign medical school that provided education and medical
knowledge substantially equivalent to accredited schools in the United States may be demonstrated by
permanent certification by the Educational Commission for Foreign Medical Graduates (ECFMG); two
years of professional experience; some professional level experience performing responsible patient
evaluations and treatment of patients from diverse cultural and ethnic backgrounds.

Additional Requirements
Possession of a valid license to practice medicine in the State of Ohio issued by the Board
of Medical Examiners.

Completion of an orthopedic residency program, or fourth year residents, including four years of training
in orthopedic surgery and an additional year of training in a broad-based accredited residency program
such as general surgery or internal medicine.

Requires current, valid CPR certification.

Board Certification
Board Certification in Orthopedic medicine preferred.

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 assessments; stand for long periods

of time in performing medical assessments and surgery.

Supervisory Responsibilities

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

Mathematical Ability

« Ability fo add, subtract, multiply, divide and calculate ratios and percentages.
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Orthopedist - Corrections

Language Ability & Interpersonal Communication

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

Ability to comprehend a variety of reference books and manuals including Diagnostic and Statistical
Manual, 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.

Ability to develop and maintain eﬁedtive 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 terminology and language.

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

Environmental Adaptability

Work is typically performed in an indoor/office environment in a County jail.

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

Class Title: | Business Systems Analyst Class Number: | 1053271
FLSA: Exempt Pay Grade: 11 B
Dept: Information Services Center

Classification Function

The purpose of this classification is to administer the Business Department software applications
including to answer questions, provide reports, and make and facilitate program changes to those
systems as needed; to oversee the billing and chargeback process, customer service, the inventory
updating process, and oversee and perform annual physical inventory of hardware, software and
peripherals.

Distinguishing Characteristics

This is a first-line supervisor classification, working under direction from the division administrator. This
class provides direct supervision to customer service staff and combines technical and supervisory
duties. The employee in this class is expected to exercise discretion in applying policies and
procedures to resolve organizational and service delivery problems and to ensure that assigned
activities are completed in a timely and efficient manner.

Essential Job Functions

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

50% +/- 5%

* Monitors business inventory application to track hardware, software and peripheral equipment
purchases that have not been received and for unassigned hardware; researches and answers
inventory and billing questions for internal and external agencies; looks up purchase order
payments; balances vendor payments to purchase orders; reviews customer service purchase
orders; submits customer service requests for budget approval; updates inventory database with’
physical inventory data.

30% +/- 5%

» Designs and develops enterprise server and network server solutions; assesses new software;
prepares system documentation and manuals; exports data from scanners to network drive;
designs and develops reports; maintains billing software; imports data to and exports data from the:
enterprise server '

20% +/- 5%

-+ Provides supervision of assigned staff; prioritizes, assigns, and reviews work; prepares employee
performance evaluations as scheduled or required; acts on employee problems: works with
employees to correct deficiencies; implements disciplinary procedures.

Minimum Training and Experience Required to Perform Essential Job Functions

A Bachelor's degree in computer science, accounting, or a related field with five years of experience
Including writing mainframe programs and use of Crystal reports, or an equivalent combination of
education, training and experience.

Additional Requirements

No special license or certification is required.
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Business Systems Analyst 1070

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Data Utilization

¢ Requires the ability to perform mid to upper-level data analysis including the ability to coordinate,
strategize, systemize and correlate, using discretion in determining time, place and/or sequence of
operations within an organizational framework. Requires the ability to implement decisions based on
such data, and overseeing the execution of these decisions.

Physical Requirements

»  Ability to operate a variety of automated office machines including computers and ﬁeripheral
equipment. ' :

Supervisory Responsibilities

. Provides guidance and administrative oversight to clerical staff.

Mathematical Ability

»  Ability to add, subtract, mulitiply, divide and calculate decimals percentages.

Language Ability & Interpersonal Communication

+ Ability to comprehend a variety of informational documents including Employee time balance
sheets; customer service, billing reports, budget charge-back report, County information line call
traffic repor, project status reports, phone service monthly reports, telecommunications reports.

» Ability to comprehend a variety of reference books and manuals including policy and procedure
manual, phone function and use program manuals, and user guides.

« Ability to prepare cellular 'usage reponts, expense reports, performance evaluations, and monthly
communication reports, and other job related 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.

»  Ability to use and interpret terminology and language.

«  Ability to communicate with working groups, users, vendors, peers, and employees of own and
outside departmental and administrators.

Environmental Adaptability

«  Workis typically pérformed 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 disabiliies and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Communications Analyst 1 Class Number: 1053211
FLSA: Non Exempt Pay Grade: 8B
Dept: Information Services Center

Classification Function
The purpose of the classification is to configure, install and maintain the County’s video and VolP
system including Call Manager, configuration, and desktop training functions.

Distinguishing Characteristics

This is an entry level, technician class in the Communications Analyst series. Employees in this class
work under general supervision and perform most of the duties required of the positions at the journey
level, but are not expected to function at the same level of expertise. It is expected that employees will
exercise less independent discretion and judgment in matters related to work procedures and
methods. Work is usually supervised while in progress and fits a more established structure or
pattern. Expectations or changes in procedures are explained in detail as they arise. This class
requires less extensive experience than at the journey level.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as

exclusive or all-inclusive. Other duties may be required and assigned.

30% +/- 10%

+ Provides for video and voice communications technical support and performs activities such as
migrating the existing telephone services to a VolP system, installing and replacing Internet
Protocol (1P} phones, and repairing wiring; reviews the County's current communications layout;
delivers disposes of and performs inventory of IP equipment; coordinates moves, adds and
changes.

30% +/- 10%

* Researches solutions to technical problems, and resolves those problems; corresponds with
users regarding problems and solutions; franslates user requests into physical systems
supporting the video and voice infrastructure; implements technical architecture and physical
designs.

35% +/- 10%

. Administers Call Manager call processing system, Unity so that users can access email, voice,
and fax messages from a single inbox, and Call Handler to allow callers to select from a menu of
options, or allow the caller to locate a user within a directory; assembles server racks that are
used to house computer server or video equipment.

5% +/- 5%
. Keeps current on emerging web technologies; attends project planning meetings.
Minimum Training and Experience Required to Perform Essential Job Functions
Assaociate’s degree in computer/communications system infrastructure with one (1) year of experience

in installation and repair of communication systems infrastructure, or an equivalent combination of
education, training and experience.
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Communications Analyst 1

Additional Requirements for all levels

No special license or cettification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

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

Physical Requirements

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

Supervisory Responsibilities

- &  No supervisory requirements

Mathematical Ability

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

Language Ability & Interpersonal Communication

e Ability to comprehend a variety of informational documents including phone bills, data point chart,
agency phone list, user requests, call flow reports, architectural drawings and technical

information documents.

« Ability to comprehend a variety of reference materials and manuals including computer software
and reference manuals, programming manuals, and technical information documents. :

» Ability to prepare phone usage/call flow reports, expense sheets, purchase orders, emails 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 develop and maintain effective working relationships with a variety of individuals within
and outside the Department.

« Ability to use and interpret computer information, communications and infrastructure terminology
and language.

» Ability to communicate with users, vendors, and departmental employees.

Environmental Adaptability

+ Work is typically performed in an office environment.

Cuyahoga Counly is an Equal Opporiunity Employer. In compliance with the Americans with Disabilities Act,

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

Class Title: | Communications Analyst 2 Class Number: 1063212
FLSA: Non Exempt ' Pay Grade: 9B
Dept. Information Services Center ' _

Classification Function . 3
The purpose of the classification is to configure, install and maintain the County’s video and VolP
system including Call Manager, configuration, and desktop training functions.

Distinguishing Characteristics

This is a journey level, technician class in the Communications Analyst series. Employees at this level
work under general supervision, and are distinguished from the entry level by the performance of the
full range of duties assigned. Employees are expected to work more independently, exercising
judgment and initiative. Positions at this level receive instruction or assistance as new or unusual
situations arise and are fully aware of the operating procedures and policies of the work 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. '

30% +/- 10%

+ Provides for video and voice communications technical support and performs activities such as
migrating the existing telephone services to a VolP system, installing and replacing Internet
Protocol {IP) phones, and repairing wiring; reviews the County’s current communications layout;
delivers disposes of and performs inventory of IP equipment; coordinates moves, adds and
changes.

N 30% +/- 10%
* Researches solutions to technical problems, and resolves those problems; corresponds with
- users regarding problems and solutions; translates user requests into physical systems
supporting the video and voice infrastructure; implements technical architecture and physical
designs.

35% +/- 10%
. Administers Call Manager call processing system, Unity so that users can access email, voice,
- and fax messages from a single inbox, and Call Handler to allow callers to select from a menu of
options, or allow the caller to locate a user within a dlrectory, assembles server racks that are
used to house computer server or video equipment.

5% +/- 5%
+  Keeps current on web technologies; attends meetings and training sessions.

Minimum Training and Experience Required to Perform Essential Job Functions
Associate’s degree in computer/communications system infrastructure with three (3) years of
experience in configuration, installation, maintenance, repair of communication systems infrastructure

and administration of Cisco systems, or an equivalent combination of education, training and
experience.
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Communications Analyst 2

Additional Requirements for all levels

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-level data analysis including the ability to audit, deducs, assess,
conclude and appraise. Requires discretion in determining and referencing such to established
criteria to define consequences and develop alternatives.

Physical Requirements

» Ability to operate a variety of automated office machines including computers and peripheral
equipment and voice equipment.

Supervisory Responsibilities

*  No supervisory requirements

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 phone bills, data point chart,
agency phone list, user requests, call flow reports, architectural drawings and technical

information documents.

» Ability to comprehend a variety of reference materials and manuals including computer software
and reference manuals, programming manuals, and technical information documents.

. Ability to prepare phone usage/call flow reports, expense sheets, purchase orders, emails 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.

e Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department.

»  Ability to use and interpret computer information, communications and infrastructure terminclogy
and language.

«  Ability to communicate with users, vendors, and departmental employses.

© Archer Company Proposed June 2012



Communications Analyst 2

Environmental Adaptability

o  Work is typically performed in an office environment.

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

Class Title: | Communications Coordinator 2 Class Number: 1053213
FLSA: Non Exempt _ Pay Grade: 11 B
Dept: - Information Services Center

Classification Function , '

The purpose of this classification is to oversee the day to day functions of telephony services provided-
to fellow county staff as well as the public; to act as liaison between telecommunication service
providers and the county to acquire the best possible service under the best rates.

Distinguishing Characteristics _

This is a first-line supervisor classification, working under direction from the unit manager. This class
supervises the work of staff in providing customer service to telephone services users and assisting in
ensuring that telephone services provided by the vendor are effective and efficient.

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% +/- 5%
» Provides guidance and solutions to issues related to telecommunications services to County
employees and to incoming callers; follows up on customer complaints from County staff and from
the public; troubleshoots issues relating to all telecommunication service and / or equipment.

20% +/- 5%

» Acts as the County liaison to telephone service providers; ensures service providers are supplying
function and service as related to service agreements at the proper cost; signs and checks the
accuracy of vendor payment vouchers; oversees the maintenance of county service provider
records and invoices; oversees the process of vendor payments and/or accounts receivable items;
Assists in the training of telephone use and functions by demonstrating office and cellular phone
features for the purpose of train the trainer sessions conducted county wide.

20% +/- 5%
+ Maintains phone line coverage for the County information line during business hours; provides back
up services to the main county information line, as needed.

10 +/- 5%

» Orders and maintains data features on cellular devices such as Blackberry and broadband cards;
administers Blackberry Enterprise Service activation for all County issued BlackBerry cellular device
users. :

10 +/- 5%

e Supervises the work of staff by prioritizing, assigning, reviewing, and coordinating work; consults
with staff to review work requirements, status, and problems; assists staff with complex or problem
situations; schedules monthly meetings to keep Communication staff updated on projects and
events; signs and authorize timesheets and "request for leave" forms,
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Communications Coordinator 2

Minimum Training and Experience Required to Perform Essential Job Functions

Associate’s degree electronics, computer science or a related field with three years of expetience
including phone service administration and customer service; supervisory experience is desirable, 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-level data analysis including the ability to audit, deduce, assess,
conclude and appraise. Requires discretion in determining and referencing such to established
criteria to define consequences and develop alternatives.

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 to act on employee problems.
«  Ability to prepare employee performance evaluations.

+  Ability to recommend the discipline or discharge of employees.

Mathematical Ability

»  Ability to add, subtract, muitiply, divide and calculate decimals percentages.

Language Ability & Interpersonal Communication

» Ability to comprehend a variety of informational documents including Employse time balance
sheets; customer service, billing reports, budget charge-back report, County information line call
traffic report, project status reports, phone service monthly reports, telecommunications reports.

» Ability to comprehend a variety of reference books and manuals including policy and procedure
manual, phone function and use program manuals, and user guides.
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Ability to prepare cellular usage reports, expense reports, performance evaluations, and monthly
communication reports, and other job related 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 vanety of mdlwduals within -
and outside the Department :

Ability to use and interpret telecommunications terminology and language.

Ability to communicate with working groups, users, vendors, peers, and employees of own and
outside departmental and administrators.

Environmental Adaptability

.

Work is typically performed in an office environment,

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

Class Title: | Communications Infrastructure Administrator Class Number: 1053214
FLSA: Exempt Pay Grade: 19B
Dept: Information Services Center

Classification Function

The purpose of the classification is to plan, supervise, coordmate and manage the development and
support of the communications infrastructure of Cuyahoga County including all equipment and software
necessary to deliver data, voice and video; the incumbent provides highly responsible and complex
administrative support to Departmental Administration.

Distinguishing Characteristics

This is a second-level management classification, responsible for planning and direction of current
communications services, including both design and support. Under administrative direction of the
Chief Technical Officer, the incumbent is responsible for ensuring the stable operation of the County’s
communications infrastructure. The employee is expected to exercise discretion in applying policies
and procedures to resolve organizational and service delivery problems and to ensure that assigned
projects and activities are completed in a timely and efficient manner. This class is responsible for
direct and general supervision over management, professional, and line staff.

Essential Job Functions

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

- 30% +/- 10%

» Assumes management responsibility for Information Services Center projects invoiving hardware,
software, networks security, and communications infrastructure; assesses client needs and
gathers information regarding project requirements; completes implementation proposal
documents including providing accurate pricing information; ensures that all project related
documentation is updated; oversees and monitors timelines and quality of project products; reports
on project status.

30% +/- 10%

« Develops network designs and oversees and coordinates activities of Voice over Internet Protocol
(VoIP), video conferencing services, and communication services; ensures that the division
implements and monitors voice and video conferencing implementation/support for County
agencies; monitors the security of the sites to provide a system of checks and balances; directs
staff in the development of configurations; performs queries and special reports; reviews and
approves customer service requests; oversees the development and monitoring of service level
agreements between County agencies and Information Services with respect to WAN, VolIP, video
conferencing, and all telephone exchange and central office exchange service (Centrex) design
and support.

15% +/- 10%

» Provides supervision of assigned staff and oversees the work of consultants; prioritizes, assigns,
reviews, and coordinates work; consults with staff to review work requirements, status, and
problems; assists staff with complex or problem situations; defines education and training needs
and promotes employee development by providing training and professional development
opportunities; conducts staff meetings; prepares employee performance evaiuations as scheduled
or required; responds to employee issues and concerns; interviews and recommends new hires;
recommends the discipline, discharge, salary increases, transfers and promotions;
reviews/approves time sheets, travel requests and leave requests.
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Communications and Infrastructure Administrator
15% +/- 10%
*  Attends and participates in professional group meetings, conferences, seminars and training; stays
abreast of new trends and innovations in the field of computer operations.

7 10% +/- 5%
* Operates as a Management Escalation point; provides second and third level troubleshooting
assistance; gathers and reports on change-activity; identifies hardware/software or Site issues,
configuration issues and trends in communications link or equipment failure.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in computer science, business or public administration with. a concentration in
network architecture with five years previous management experience including planning, supervision,
budgeting, contract negotiation and computer proficiency; 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

. Hequirés the ability to perform upper-level data analysis, including the ability to hypothesize,
theorize and assimilate, to modify or adapt existing policies/ methods to meet unusual conditions
within the context of existing theories and management principles.

Physical Requirements

« Ability to operate a variety of automated office machines including computers and peripheral
gquipment.

Supervisory Responsibilities

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

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

»  Ability to prepare employee performance evaluations.

» Ability to recommend the discipline or discharge of employees.

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

e Ability to add, subtréct, multipty, divide and calculate decimals and percentages; may require the
ability to perform mathematical operations involving basic algebra.
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Communications and Infrastructure Administrator

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational documents including problem logs, configurations,
product specifications, customer service and data requests, status reports, performance reviews,
documentation, product specifications and manuals.

Ability to comprehend a variety of reference books and manuals including departmental and county
policy manual and computer and communications software, hardware, network, architecture and
operation manuals.

Ability to prepare network diagrams and documents, status and progress reports, bandwidth
reports, reports on hardware/software issues and resolution of issues; timesheets; performance
reviews, requests for proposals and for bid, and other job related documents using prescribed
format and conforming to all rules of punctuation, grammar, diction and style.

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

Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department including staff, clients, vendors, contractors, class instructors, and
departmental employees and administrators.

Ability to use and interpret computer information, telecommunications and infrastructure
terminology and ianguage.

Environmental Adaptability

Work is typically performed in an office environment.

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

Class Title: | Computer Operator 1 , Class Number: | 1017111
FLSA: Non Exempt Pay Grade: 4B
Dept: Information Services Center ,

Classification Function
The purpose of the classification is to assist in mainframe equipment and hardware operations, system
software and customer service support duties. Incumbents log, reconcile and distribute work products.

Distinguishing Characteristics

This is an entry/Journey level classification, working under general superwsmn from the unit manager
and/or receiving technical and functional supervision from a Lead Computer Operator. The employee
in this class is expected to become aware of the operating policies and procedures of the work unit and
to learn to perform the full range of duties assigned. Positions at this level receive instruction or
assistance as unusual situations arise and are perform the more routine duties of the unit. This class is
‘distinguished from the Lead Computer Operator in that the lead level class provides technical guidance
and functional oversight for this class and performs the more complex duties assigned in 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.

40% +/- 15%

e Assists in maintaining availability of the system in running production jobs; monitors production
activity; performs initial problem determination and problem resolution; refers problems as necessary;
monitors the County's databases on a regular hourly basis to make sure they are functioning
correctly and to ensure the integrity of the databases; researches and reports all issues and
outages; foliows up on all issues and document the results.

_ 20% +/- 15%
¢ Schedules and processes batch production; prepares jobs for processing; communicates with the
computer utilizing systems commands to control processing; sorts jobs; releases and runs jobs -as
scheduled; allocates and de-allocates files and monitors; ensures that all deadlines and schedules
are maintained for delivery of output to customers; organizes output materials.

20% +/- 15%
« Prepares printed reports for distribution to customers; separates reports by job name and number;
- operates decollater; operates burster; trims reports; operates folder; seals forms and reports; enters
system commands to control and operate printer devices; aligns all forms; notifies lead of damaged
reports and forms; packages all reports and special forms for delivery to other county agencies and
county residents.

15% +/- 15%
» Provides front line customer and technical support to individuals who access the County's
mainframe computer system and the County databases; answers the County help desk phone and
either corrects the issue or directs the call to the proper County agency or staff member.

5% +/- 156%

e Participates in internal and external groups to address and correct problems; stays abreast of
current technology in the field.
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Computer Operator 1

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent, supplemented by vocational/technical training or college level
course work in computer operations with six months of computer operations experience with an
automated schedulmg software or help desk experience; or an equivalent combination of education,
training, and experience. .

Additional Requirements

No special license or certification is required.

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

Deta Utilization

. Requires the ability to perform basic level of data analysis including the ability to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate
and diagnose. Requires discretion in determining and referencing such to established standards to
recognize interactive effects and relationships.

Physical Requirements

» Ability to operate a variety of automated office machines including computers and peripheral
equipment,

Supervisory Responsibilities

*  No supervisory responsibilities.

Mathematical Ability

» Ability to add, subtract, multiply, and divide.

. Language Ability & Interpersonal Communication

» Ability to comprehend a variety of informational documents including scheduling reports, tape
rotation reports, shift turnovers, exam reports, time sheets, and requests for vacation or leave.

»  Ability to comprehend a variety of reference books and manuals including software manuals, users
guides, forms handling book, operations call book, printer service log, and policy manual.

« Ability to prepare shift turnovers, performance appraisals, County payroll, CRIS turnover, time
reports, warrants for payment, parking tickets, vouchers, letters and applications, mailers, benefits
"cards 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 mainframe users, vendors, and working groups.

« Ability to use and interpret computer mainframe terminology and language.
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Computer Operator 1

Environmental Adaptability

+  Work is typically performed in an office environment.

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

Class Title: | Developer 1 Class Number: 1053221
FLSA: Exempt Pay Grade: 12 B
Dept: Information Services Center

Classification Function

The purpose of the classification is to assess client needs and to design, develop and implement
computer solutions to address those needs as they pertain to the Inteinet, Intranet and back office.
This class is responsible for performing tasks that will resuit in providing appropriate reports, computer
programs that meet IT Standards, and system/program documentation.

Distinguishing Characteristics

This is a technical, entry level class in the Developer series. Employees in this class work under more
immediate supervision and perform most of the duties required of the positions at the journey level, but
are not expected to function at the same level of expertise. It is expected that employees will exercise
less independent discretion and judgment in matters related to work procedures and methods. Work
is usually supervised while in progress and fits a more established structure or pattern. Exceptions or
changes in procedures are explained in detail as they arise. This class requires less extensive
experience than at the journey or senior level.

Essential Job Functions

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

50% +/- 10%

» ldentifies user and public business needs as they pertain to systems and develops programs
to address these needs; collects information from users; identifies alternative business
solutions; defines input and output system requirements and prepares graphic and narrative
representations of solutions; determines hardware/software requirements; performs cost-
benefit, feasibility, and impact analysis; prepares program specifications; maintains and
modifies existing systems/software; writes code for new applications, maintaining and
adhering to the department’s design and coding standards; writes/modifies software using a
variety of programming languages for mainframe and/or personal computers; designs user
friendly interfaces and logic screen flow.

40% +/- 10%

erforms post-implementation assessment and maintenance; runs tests and debugs software;
consults with other webmasters and web designers regarding the development of test plan
and test criteria; creates and maintains procedures for production and test environments and
analyzes for problem program resolution; communicates software test results with users;
allocates clusters; performs problem resolutions for programs; maintains data integrity in
relational databases; prepares program documentation according to IS standards.

10% +/- 10%

eeps current on emerging web technologies; seeks out, studies and recommends new
technologies for future system solutions; performs technology and software assessment;
attends training; performs presentations of off-site training recelved or seminars attended;
utilizes a variety of software and programming tools/aids.
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De\}eloper 1

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in computer science or a related field with three years experience in a data
processing environment; including relational database management. Must have knowledge of at
least two (2) web programming languages used by the Division; or an equivalent combination of
education, training and experience.

Additional Requirements for all levels

No special license or certification is required.

Experience with the following programming technologies: SAP-ABAP, COBOL, Delphi, HTML,
ASP, VB Script, Java Script, .net and/or COM.

Experience or understanding of Microsoft SQL Server and Oracle databases. The ability to create
and maintain stored procedures, packages and jobs in both databases.

Experience in the following technologies is a p'Ius: Visual Basic, Delphi, Java, Access, FTP, XML

and Crystal Reports.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

¢ Requires the ability to perform mid to upper-level data analysis including the ability to coordinate,
strategize, systemize and correlate, using discretion in determining time, place and/or sequence of
operations within an organizational framework. Requires the ability to implement decisions based on

such data, and overseeing the execution of these decisions.

Physical Requirements

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

Supervisory Responsibilities

¢ No supervisory requirements

Mathematical Ability

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

Language Ability & Interpersonal Communication
e Ability to comprehend a variety of informational documents including program specifications,

project requirements, termination program execution, databases and structures, entity relationship
diagrams, technical documentation.
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Developer 1

»  Ability to comprehend a variety of reference materials and manuals including departmental and
county policy manual, requirement statements, relational database chart; technical books and
-websites, computer manuals and status reports.

. : )

» _ Ability to prepare web applications and sites, statement of work, requirement statements, flow
charts and layout design, web applications and sites, databases, files, documentation, status
reports, and other job related documents using prescribed format and conforming to all rules of
punctuation, grammar, diction and style

o  Ability to record and deliver information, to explain procedufes, to follow instructions.

e  Ability to develop and rhaintain effective working relationships with a variety of individuals within
and outside the Department and to communicate with users, vendors, and departmental
employees :

+  Ability to use and interpret computer terminology-and language.

Environmental Adaptability

»  Workis typicailly 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 CLAS-SIFICATION SPECIFICATION

Class Title: | Developer 2 Class Number: 1053222
FLSA: Exempt Pay Grade: | 13B
Dept: Information Services Center

Classification Function

The purpose of the classification is to assess client needs and to design, develop and implement
computer solutions to address those needs as they pertain to the Internet, Intranet and back office.
This class is responsible for performing tasks that will resuit in providing appropriate reports, computer
programs that meet IT Standards, and system/program documentation.

Distinguishing Characteristics

This is a technical, journey level class in the Developer series. Employees at this level work under
general supervision, and are distinguished from the entry level by the performance of the full range of
duties assigned. Employees are expected to work more independently; exercising judgment and
initiative. Positions at this level receive instruction or assistance as new or unusual situations arise
and are aware of the operating procedures and policies of the work 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.

50% +/- 10%

« Identifies user and public business needs as they pertain to systems and develops programs
to address these needs; collects information from users; identifies alternative business
solutions; defines input and output system requirements and prepares graphic and narrative
representations of solutions; determines hardware/software requirements; performs cost-
benefit, feasibility, and impact analysis; prepares program specifications; maintains and
modifies existing systems/software; writes code for new applications, maintaining and
adhering to the department’s design and coding standards; writes/modifies software using a
variety of programming languages for mainframe and/or personal computers; designs user
friendly interfaces and logic screen flow.

40% +/- 10%

erforms post-implementation assessment and maintenance; runs tests and debugs software;
consults with other webmasters and web designers regarding the development of test plan
and test criteria; creates and maintains procedures for production and test environments and
analyzes for problem program resolution; communicates software test results with users;
allocates clusters; performs problem resolutions for programs; maintains data integrity in
relational databases; prepares program documentation according to IS standards.

10% +/- 10%
eeps current on emerging web technologies; seeks out, studies and recommends new
technologies for future system solutions; performs technology and software assessment;
attends training; performs presentations of off-site training received or seminars attended:;
utilizes a variety of software and programming tools/aids.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in computer science or related field with five years experience in a data
processing environment, including relational database management. Must have knowledge of at
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Developer 2

least two (2) web programming languages used by the Division; or an equivalent combination of(
education, training and experience.

Additional Requirements
No special license or certification is required.

Experience with the following programming technologies: SAP-ABAP, COBOL, Delphi, HTML,
ASP, VB Script, Java Script, .net and/or COM.

Experience or understanding of Microsoft SQL Server and Oracle databases. The ability to create
and maintain stored procedures, packages and jobs in both databases.

Experience in the following technologies is a plus: Visual Basic, Delphi, Java, Access, FTP, XML
and Crystal Reports.

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 Réquirements

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

Supervisory Responsibilities

. No supervisory requirements

Mathematical Ability

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

Language Ability & Interpersonal Communication

e Ability to comprehend a variety of informational documents including program specifications,
project requirements, termination program execution, databases and structures, entity relationship
diagrams, technical documentation.

+ Ability to comprehend a variety of reference materials and manuals including departmentat and
county policy manual, requirement statements, relational database chart; technical books and
websites, computer manuals and status reports.

» Ability to prepare web applications and sites, statement of work, requirement statements, flow
charts and layout design, web applications and sites, databases, files, documentation, status
reports, and other job related documents using prescribed format and conforming to all rules of
punctuation, grammar, diction and style.
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Developer 2

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

.o Ability to develop and maintain effective working relationships with a variety of individuals within
- and outside the Department and to communicate with users, vendors, and departmentai
employees.

« Ability to use and interpret terminology computer and language.

Environmental Adaptability

o  Work is typically performed in an office environment.

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

Class Title: | Developer 3 ' Class Number: 1053223

FLSA: Exempt Pay Grade: 14 B
Dept: Information Services Center

Classification Function

The purpose of the classification is to assess client needs and to design, develop and implement
computer solutions to address those needs as they pertain to the Internet, Intranet and back office.
This class is responsible for performing tasks that will result in providing appropriate reports, computer
programs that meet information technology standards, and system/program documentation.

Distinguishing Characteristics

This is a technical, senior level class in the Developer series. Employees at this level work under
general supervision, and are distinguished from the journey level in that the employee is expect to use
broader judgment and initiative. Positions at this level receive only occasional instruction or
assistance as new or unusual situations arise and are fully aware of the operating procedures and
policies of the work unit. This class is further distinguished from the journey level in that the former
class requires more experience and a higher level of expertise.

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%

+ Identifies user and public business needs as they pertain to systems and develops programs
to address these needs; collects information from users: identifies alternative business
solutions; defines input and output system requirements and prepares graphic and narrative
representations of solutions; determines hardware/software requirements; performs cost-
benefit, feasibility, and impact analysis; prepares program specifications; maintains and
modifies existing systems/software; writes code for new applications, maintaining and
adhering to the department’s design and coding standards; writes/modifies software using a
variety of programming fanguages for mainframe and/or personal computers; designs user
friendly interfaces and logic screen flow.

40% +/- 10%

e Performs post-implementation assessment and maintenance; runs tests and debugs software;
consulis with other webmasters and web designers regarding the development of test plan
and test criteria; creates and maintains procedures for production and test environments and
analyzes for problem program resolution; communicates software test results with users;
allocates clusters; performs problem resolutions for programs; maintains data integrity in
relatlonal databases; prepares program documentation according to IS standards.

10% +/- 10%

« Plans and coordinates projects with the project managers; may assist the project manager in
overseeing work groups; may lead and coach others in program techniques and technology
solutions; assigns developers to projects and monitors progress reports; determines cost
estimates and target dates; prepares project progress reports; enters time against project
tasks in project tracking system; provides employee evaluation input to project managers on

~ developer performance.
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Developer 3

10% +/- 10%

» Keeps current on emerging web technologies; seeks out, studies and recommends new
technologies for future system solutions; performs technology and software assessment;
attends training; performs presentations of off-site training received or seminars attended;
utilizes a variety of software and programming tools/aids.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in computer science or related field with six years of experience in a data

processing environment, including relational database management. Must have knowledge of at

least two (2) web programming languages used by the Division; or an equivalent combination of
education, training and experience.

Additional Requirements for all levels

‘No special license or certification is réquired.

Experience with the following programming technologies: SAP-ABAP, COBOL, Delphi, HTML,
ASP, VB Script, Java Script, .net and/or COM. '

Experience or understanding of Microsoft SQL Server and Oracle databases. The ability to create
and maintain stored procedures, packages and jobs in both databases.

Experience in the following technologies is a plus: Visual Basic, Delphi, Java, Access, FTP, XML
and Crystal Reports.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

* Requires the ability to perform mid to upper-level data analysis including the ability to coordinate,
strategize, systemize and correlate, using discretion in determining time, place and/or sequence of
operations within an organizational framework. Requires the ability to implement decisions based on
such data, and overseeing the execution of these decisions.

Physical Requirements

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

Supervisory Responsibilities
+ No supervisory requirements
Mathematical Ability

« Ability to add, subtract, multiply, divide and calculate decimals and percentages.
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Developer 3

Language Ability & Interpersonal Communication

Abiiity to comprehénd a variety of informational documents including program specifications,
project requirements, termination program execution, databases and structures, entity relationship
diagrams, technical documentation.

Ability to comprehend a variety of reference materials and manuals including departmental and
county policy manual, requirement statements, relational database chart; technical books and
websites, computer manuals and status reports.

Ability to prepare web applications and sites, statement of work, requirement statements, flow
charts and layout design, web applications and sites, databases; files, documentation, status
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 develop and maintain effective working relationships with a variety of individuals within
and outside the Department and to communicate with users, vendors, and departmental
employees.

Ability to use and interpret computer terminology and ianguage.

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 accommaodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION |

Class Title: | Enterprise Services Manager Class Number: | 1053261
FLSA: Exempt Pay Grade: 13B
Dept: Information Services Center

Classification Function

The purpose of this classification is organize, plan, supervise, coordinate and partlc:lpate in the full
range of Enterprise Server hardware, system software and customer service support operations and
activities of the Computer Operations Unit. This class is responsible for overseeing the management of
the quality control, tape management, production control, and job scheduling.

Distinguishing Characteristics

This is a first-level management classification, working under direction from a division administrator.
Employee exercises discretion in applying general goal and policy statements, in resolvmg
organizational and service delivery problems, and in supervising assigned staff. The employee in this
class is responsible for ensuring data integrity in mainframe operations 24 hours a day, 7 days a week.

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 and controls mainframe computer operations to ensure effectiveness and efficiency;
performs quality control, application support, and job scheduling; maintains availability of the system
in running production jobs; monitors production activity; sets job priorities; performs problem
determination 'and problem resolution; initializes and switches systems, as necessary; processes
batch production, preparing jobs for processing; communicates with the computer utilizing systems
commands to control processing; sorts jobs; releases and runs jobs as scheduled; allocates and de-
allocates files and monitors; ensures that all deadlines and schedules are maintained for delivery of
output to customers; organizes and distributes output materials.

30% +- 10%

.» Provides supervision of assigned staff, prepares department work schedule to ensure continuous
operation; prioritizes, assigns, reviews, and coordinates work; consults with staff to review work
requirements, status, and problems; assists staff with complex or problem situations; determines
education and training needs; prepares employee performance evaluations as scheduled or
_required; responds to employee issues and concerns; interviews and recommends new hires;
_recommends the discipline, discharge, salary increases, transfers and promotions.

10% +/- 10%
+ Participates in the most complex work of the unit; employs a variety of automation and monitoring
tools for writing script, macros and common routines; employs production change software to move
modules to production; contacts vendors to obtain product/service information.

15% +/- 10%
» Processes a variety of functions such as payroll, forms, parking tickets, voucher, and checks;
prepares printed reports for distribution to customers; provides help desk support.

5% +/- 5%

¢ Attends and participates in professional group meetings; stays abreast of new trends and
innovations in the field of computer operations.
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Enterprise Services Manager

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in computer science or a related field with three years previous experience in a
mainframe environment leading or managing projects and technical activities; or an equwalent
combination of education, training, and experience.

Additional Requirements

~ May require certification in Law Enforcement Automated Data Systems (NCIC/LEADS)

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

o 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 to act on employee problems.

» Ability to prepare employee performance evaluations.

» Ability to recommend the discipline or discharge of employees.

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

Mathematical Ability

» Ability to add, subtract, multiply, divide and calculate decimals and percentages; may require the
ability to perform mathematical operations involving basic algebra.

Language Ability & Interpersonal Communication

e Ability to comprehend a variety of informational documents including printer meter readings, time
sheets, daily plan (run schedule), training status reports, tape reports, change management
reports, systems flow charts, job flow charts, check register logs, shift turnover logs, and activity
reports.

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

and procedures, equipment manuals, database manuals, vendor manuals, training manuals,
interactive training videos, and job flow charis.
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Enterprise Services Manager

Ability to prepare weekly activity/status reports, equipment maintenance reports, daily production
(run schedule), training status reports, change management reports, process and procedures,
systems fiow charts, job flow charts, performance evaluations, training manuals and videos,

" Interactive Assessment Tests, Departmental Work Calendar, and other job related documents

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

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

information, to explain procedures, to follow instructions.

Ability to develop and maintain effective working relationships with a variety of individuals wuthlh
and outside the Department and to communicate with staff, clients, vendors, work groups, and
departmental employees and managers. ’

Ability to use and interpret terminology and language.

Environmental Adaptability

-

Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer. in compliance with the Americans with Disabilities Act, the -
County will provide reasonable accommodations to qualffied 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: | Enterprise Systems Specialist . Class Number: 1053262
FLSA: Exempt Pay Grade: [ 13B
Dept: Information Services Center

Classification Function
The purpose of the classification is to install, maintain and troubleshoot the operating system software
and attached hardware. The incumbent develops procedures and improves system performance.

Distinguishing Characteristics

This is journey level classification, working under general supervision from the unit manager or division

administrator. 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. Positions at this level
- receive instruction or assistance only as unusual situations arise and are expected to exercise

independent judgment and initiative.

Esséntial Joab 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% +/- 156%

Installs, maintains, troubleshoots, and provides optimal performance of operating system software
and attached hardware on the County’s mainframe systems and on guest virtual machines
(software that executes instructions like a physical machine); upgrades operating systems;
improves software performance by performance tuning; maintains third party software; manages
disk space and virtual tape usage; allocates, moves or resizes user datasets; performs Initial
Program Load (IPL) - the process of loading the operating system of a mainframe into the
computer's main memory- the equivalent of rebooting a personal computer; responds to off-shift
problems; documents procedures,

30% +/- 15%

» Fulfills requests from software users; services user requests for changes and or resource allocation;
facilitates resources for testing and use of the various software running on the system; provides
support and assistance to the various users at both ISC and the other county agencies that use our
services; assists users in the analysis of problems.

5% +/- 15%

» Liaison with IBM and other software and hardware vendors; installs and upgrades independent
vendor software.

_ 5% +/- 15%

» Assists other ICS staff in projects, as needed.

Minimum Training and Experiencé Required to Perform Essential Job Functions

Bachelor's degree in computer science or a related field with five years experience in programming and
installing mainframe hardware and software; or an equivalent combination of education, training, and
experience.

Additional Requirements

No special license or certification is required.
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Enterprise Systems Specialist

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Data Utilization

e 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, pltace 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 variety of automated office machines including computers and peripheral
_equipment.

Supervisory Responsibilities

* No supervisory responsibilities.

Mathematical Ability

+  Ability to add, subtract, multiply, and divide; may require basic algebra, geometry and trigonometry.

Language Ability & interpersonal Communication

» Ability to comprehend a variety of informational documents including software product programs
and procedures, job control language, system logs, job output, install documents, manuals, virtual
tape reporis, job output listings, and software documentation.

»  Ability to comprehend a variety of reference books and manuals including software manuals and
accounting principles.

+ Ability to prepare software upgrade planning documents, job control language, parameters, charts
and diagrams, procedures, documentation, and other job related documents using prescribed
format and conforming to ali rutes of punctuation, grammar, diction and style.

¢ Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department including software support personnel, mainframe users, vendors, and
working groups.

*  Ability to use and interpret accounting terminology and computer languages.

'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 accommaodations 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: | Enterprise Technical Analyst Class Number: | 1017121
FLSA: Non Exempt Pay Grade: 8 B
Dept: Information Services Center '

Classification Function

The purpose of the classification is to automate, monitor, and control the mainframe computer operations
environment. Incumbents are responsible for batch scheduling and processing, production change, and
maintaining the integrity of production application libraries.

Distinguishing Characteristics

This is journey level, technical classification, working under general supervision from the unit manager
or division administrator. 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. Positions at
this level receive instruction or assistance only as unusual situations arise and are expected to exercise

independent judgment and initiative.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as

exclusive or all-inclusive, Other duties may be required and assigned.

30% +/- 15%
Schedules user requests; interacts with users to receive information; trains and ensures satisfaction
with system; adds new users; prepares Tape Management System (TMS) transmittals to provide
transmittal numbers for users.

30% +/- 15%
Monitors mainframe production activity and maintains availability of the system in running produgtion
jobs; performs problem determination and problem resolution; refers problems as necessary;
monitors the County’s databases on a regular hourly basis to make sure they are functioning
correctly and to ensure the integrity of the databases; researches and reports all issues and

- outages; follows up on all issues and document the results.

10% +/- 156%
Reviews, maintains and coordinates production system change and production application libraries;
updates related reports; ensures that standards are met and documented.

20% +/- 15%
Uses Control- M software for batch scheduling; uses Control — D to tell the computer to end and
where to archive reports; maintains Job Control Language in order to ensure that it identifies jobs to
the system, directs execution of programs and describing peripherals and data needed; develops and
modifies Job Control Language and procedures as required to satisfy customer needs; communicates
with the computer utilizing systems commands to control processing; sorts jobs; releases and runs
jobs as scheduled; allocates and de-allocates files and monitors; ensures that all deadlines and
schedules are maintained for delivery of output to customers; organizes output materials.

10% +/- 15%
Prepares reports, forms, vouchers and warrants for distribution to customers; separates raports by job
name and number.
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Enterprise Technical Analyst

Minimum Training and Experience Required to Perform Essential Job Functions

Associaté’s degree in computer operations with three years of computer operations experience with an
automated scheduling software or help desk experience; or an equivalent combination of education,
training, and experience.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

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

Physical Requirements

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

Supervisory Responsibilities

* No supervisory responsibilities.

Mathematical Ability

‘«  Ability to add, subtract, multiply, and divide.

Language Ability & Interpersonal Communication

* Ability to comprehend a variety of informational documents including state tape requests for
opening files in the relational database system for job scheduling, email request for Groupware,
and vouchers.

+ Ability to comprehend a variety of reference bocks and manuals including software manuals and
users guides.

» Ability to prepare state tape returns, payroll check numbers, deduction warrant numbers, tape
management system transmittals, payroll forms, and other job related 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.

« Ability to use and interpret computer terminology and job control language.

Environmental Adaptability
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Enterprise Technical Analyst
+«  Work is typically performed in an office environment.

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

Class Title: | Field Engineer Class Number: | 1017211
FLSA: Non Exempt Pay Grade: 5B
Dept' | Information Services Center

Classmcatlon Function

The purpose of this classification is to diagnose and repair computer equipment problems and to install
computer components.  Incumbents in this classification coordinate the delivery and installation of
computers and related equipment at user locations.

Distinguishing Characteristics _

This is a technical, journey level classification, working under general supervision from the unit
manager. The employee in this class is expected to become aware of the operating policies and
procedures of the work unit and to learn to perform the full range of duties assigned. Positions at this
level receive instruction or assistance as unusual situations arise and are expected to exercise
judgment and initiative.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as

exclusive or all- mcluswe Other duties may be required and assigned.

45% +/- 15%

e Provides technical support to users on site including installing software, diagnosing and repairing
computer problems; repairs wiring problems; installing multiple computer hardware components
and phones; installing computer workstation software; installs personal computers onto networks on
site and tests; assists with network issues; logs activities completed.

20% +/- 5%
e Re-images computers when user’s computer performance has decreased by backing up important
data to an external hard drive, wiping all data from the hard drive, and restoring the computer's
operating system to its original state.
5% +/- 5%
» Performs analog/digital conversions using a device for converting a continuous quantity to a
discrete digital number.
10% +/- 5%
o Manages training and conference rooms.
20% +/- 5%
+ Moves and delivers equipment to users in a timely manner; assists in the stockroom; removes
servers from raised floor.

Minimum Training and Experience Required to Perform Essential Job Functions
High school diploma or equivalent supplemented by vocational/technical training in computer science with

two years of computer installation and repair experience; or an equivalent combination of education,
training, and experience.
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Field Engineer

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 basic level of data analysis including the ability to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate
and d|agnose Requires discretion in determining and referencing such to established standards to
recognize interactive effects and relationships. :

Physical Requirements

« Ability to operate a variety of automated office machines including computers and peripheral
equipment,

Supervisory Responsibilities

*  No supervisory responsibilities.

Mathematical Ability

»  Ability to add, subtract, multiply, and divide.

Language Ability & Interpersonal Communication

. Ablhty to comprehend a vanety of informational documents including emailed and voice mailed
service requests.

« Ability to comprehend a variety of reference books and manuals including vendor websites and
user manuals.

+ Ability to prepare receipts for equipment for supervisor signature and other job related 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.

« Ability to use and interpret computer software terminology and language.
Environmental Adaptability

Work is typically performed in an office environment.

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

Class Title: | Lead Computer Operator Class Number: | 1017112
FLSA: Non Exempt Pay Grade: 6B
Dept: Information Setvices Center

Classification Function _
The purpose of this classification is to oversee and participate in performance of the full range of
mainframe equipment and hardware operations, system software and customer service support duties.
Incumbents are responsible for quality control of all output and for tape library maintenance.

Distinguishing Characteristics

This is' a lead, advance journey level classification, working under general superwsmn from the unit
manager. This class participates in and oversees the work of staff in providing mainframe equipment,
hardware operations, system software, and customer service and quality control of output. 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. Positions at this level receive only
occasional instruction or assistance as new or unusual situations arise and work independently,
exercising judgment and initiative. This class is distinguished from the Computer Operator |
classification in that the lead level provides technical and functional oversight to that class 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.

40% +/- 5%

» Monitors and controls mainframe computer operations to ensure effectiveness and efficiency;
performs quality control, application support, and job scheduling; maintains availability of the system
in running production jobs; monitors production activity; sets job priorities; performs problem
determination and problem resolution; initializes and switches systems, as necessary; processes
batch production, preparing jobs for processing; communicates with the computer utilizing systems
commands to control processing; sorts jobs; releases and runs jobs as scheduled; allocates and de-
allocates files and monitors; ensures that all deadlines and schedules are maintained for delivery of
output to customers; organizes and distributes output materials.

30% +/- 10%

. Provides functional and technical oversight of assigned staff by prioritizing, assigning,
reviewing, and coordinating work; develops procedures; consults with staff to review work
requirements, status, and problems; assists staff with complex or problem situations; prepares
employee performance evaluations as scheduled or required; responds to employee issues and
concerns; recommends the discipline, discharge, salary increases, transfers and promotions.

10% +/- 10%
« Participates in the work of the unit; employs a variety of automation and monitoring tools for writing
script, macros and common routines; employs production change software to move modules to
production; contacts vendors to obtain product/service information.

_ 15% +/- 10%
+ Processes a variety of functions such as payroll, forms, parking tickets, voucher, and checks;
prepares printed reports for distribution to customers; provides help desk support.
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Lead Computer Operator

5% +/- 5%
* Attends and participates in professional group meetings; stays abreast of new trends and
innovations in the field-of computer operations.

Minimum Training and Experience Required to Perform Essential Job Functions

Assoclates degree in computer science with two years previous experience in a mamframe
environment; 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 basic level of data analysis including the ability to review, classify,
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate
and diagnose. Requires discretion in determining and referencing such to established standards to
recognize interactive effects and relationships.

Physical Requirements

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

Supervisory Responsibilities

»  Provides guidance and functional oversight to staff.

Mathematical Ability

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

Language Ability & Interpersonal Communication

= Ability to comprehend a variety of informational documents including computer operations shift
turnovers, Web monitoring and GIS tools, time sheets, vacation/leave requests, and scratch tape

reports.

» Ability to comprehend a variety of reference books and manuals including policy and procedure
manual, forms book, procedures book, systems manual, user guides, and operations cail book.

«  Ability to prepare shift turnover, cris shift turnover, cris time report, performance appraisals, payroll,
parking tickets, productions reports, equipment trouble log, printer supplies report, transmittal
sheets usage, web monitor sheets, computer operations forms, and other job related 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 including managers, users, vendors, peers, and employees of own
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Lead Computer Operator

and outside departments and administrators.

» Ability to use and interpret computer terminology and language.

Environmental Adaptability

« Work is typically performed in an office environment.

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

Class Title: | Multi-Media Designer 2 Class Number: | 1053241
FLSA: Exempt _ Pay Grade: 10 B
Dept: Information Services Center

Classification Function ,

The purpose of the classification is to provide multimedia and video production and post production
services to client agencies for the purposes of media marketing and communications services for
helping client agencies to spread their message to the greater community and its leaders.

Distinguishing Characteristics

This is journey level classification, working under general supervision from a project lead. 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. Positions at this level receive instruction or
assistance only as unusual situations arise and are expected to exercise independent judgment and
initiative. This class is distinguished from the Multi-Media Developer in that the later supervises this
class 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.

30% +/- 15%
+ Acts as videographer; shoots video for projects; sets up lighting for interview sessions or in studio
environments; transports necessary audio, video and lighting gear and materials to locations;
ensures that shots are in focus, properly exposed and meet composition requirements.

_ 30% +/- 15%

» Performs as video editor including post production tasks and processes; edits events, public service
announcements, and short form video projects to client specifications; digitizes footage; marks good
video clips, improves quality of pictures within standard ranges; organizes video clips and edits
footage to match the script or project outline; exports videos to share online, through DVD’s or for
broadcasting on television.

10% +/- 15%

» Shoots photographs for print or video projects; digitizes raw photographs to make adjustments and
to process for web photo galleries, computer and printing purposes; creates online galleries for
client/community review and access.

10% +/- 15%
» Develops graphics for print applications or the web, web page layouts or code implementation,
testing and debugging; develops user interfaces; draws and designs logos for clients;
Implements scripting languages and server side code into web pages; creates designs and graphic
elements for publishing to the web or print applications.

10% +/- 15%
* Develops motion graphics to help the audience to visualize complex information and statistics,
develop branding and informational slides regarding the project or to label information; integrates
video footage with computer generated typography and graphical or photographic elements.

5% +/- 5%

» Researches new technologies and tools to improve process workflows, efficiency and quality of
services; stays abreast of new technology and technigues.
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Muiti-Media Designer 2

5% +/- 5%
» Develops scripts and outlines for video projects; coordinates projects by reserving space,
scheduling people and ensuring that timelines are met.
Minimum Training and Experience Required to Perform Essential Job Functions
Bachelor’s degree in Visual Communications, Digital Art / Design, or Film with two years experience that
includes photography, wdeography, film editing or a related field; or an equivalent combmatlon 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-level data analysis including the ability to audit, deduce, assess,
conclude and appraise. Requires discretion in determining and referencing such to established
criteria to define consequences and develop alternatives.

Physical Requirements

= Ability to operate a variety of automated office machines including computers and peripheral
equipment and a variety of cameras, video cameras and peripheral equipment.

Supervisory Responsibilities

No supervisory responsibilities. May lead projects, as assigned.

Mathematical Ability

«  Ability to add, subtract, multiply, and divide; may require basic algebra, geometry and trigonometry.

Language Ability & Interpersonal Communication

» Ability to comprehend a variety of informational documents including audio visual release forms,
brochures, emails, letters memos, press releases, and requests for proposal.

» Ability to comprehend a variety of reference books and manuals including video and design
applications manuals, heip files, and tutorials/guides, product and equment guidelines/manuals,
storyboards, outlines, online forums, and industry websites.

= Ability to prepare project proposals, scripts, customer service requests, review forms, requests for

purchasing, requests for reimbursement, and other job related documents using prescribed format
and conforming to ali rules of punctuation, grammar, diction and style.

© Archer Company : Proposed June 2012



Multi-Media Designer 2 .

*  Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department and to communicate: with cllents the Business Department '
department directors and elected officials.

« Ability to use and interpret marketing, video and ‘audio production, and sound mastering
terminology and language.
Environmental Adaptability

*  Work is typically pérformed in an office environment.

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

CIaés Title: | Project Management Manager Class Number: 1053244
FL.SA: Exempt ‘ Pay Grade: 15 B
Dept: Information Services Center

Classification Function

The purpose of the classification is to organize, plan, supervise, and coordinate multi-program
information technology projects that are time-limited and involve more than one internal and/or
external organizational line. Employee coordinates planning activities for specialized projects ensuring
sufficient resources are available and involved.

Distinguishing Characteristics

This is a first-level management classification that provides first-line supervision to project managers,
and combines technical and managerial duties. This class works under direction from department
administration, and is expected to exercise discretion in applying policies and procedures to resolve
organizational and service delivery problems and to ensure that assigned projects and activities are
completed in a timely and efficient manner. The employee in this class establishes policies,
procedures and roles for project administration, project execution, and plan development.

Essential Job Functions

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

30% +/- 10%

o QOversees management of large, multi-faceted projects to ensure that requirements are met and
that projects are completed on time and on budget; assesses client needs and requests and
recommends solutions; establishes objectives and performance goals; prepares statement of
work for project plans; determines organizational and personnel requirements for project teams;
creates and executes development plans and revises as necessary in order {0 meet changing
needs and requirements; reviews project plans, procedures and status reports for compliance
with standards and adherence to plans, objectives and schedules; identifies strategies and
implements to improve project performance; facilitates procurement and delivery process; keeps
administration informed of status of projects; facilitates client meetings; facilitates end user testing
and issue resolutions; approves final acceptance of project deliverables.

30% +/- 10%

¢ Manages department services and activities including evaluating, analyzing, prioritizing and
assigning requests for information technology related projects; provides summary of work to be
completed; recommends new initiatives, project closure or transfer; integrates project
management plans with performance objectives and goals of the organization; provides the
sharing of technical and management knowledge across project functional and departmental
lines; develops and maintains standards; monitors and evaluates the efficiency and effectiveness
of service delivery methods and procedures.

10% +/- 10%
» Assists in ISC management; prepares recommendations; participates in strategic plan
development; prepares budgets and evaluates funding sufficiency; prepares paperwork for senior
management review and approval; prepares and conducts presentations.
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Project Management Manager

. _ 20% +/- 10%
» Provides supervision of assigned staff; prioritizes, assigns, reviews, and coordinates work:
- consults with staff to review work requirements, status, and problems; assists staff with compiex
or problem situations; defines education and training needs and promotes employee
development; prepares employee performance evaluations as scheduled or required; interviews
and recommends new hires; manages the development team by ensuring that project tasks are
in line with each employee'’s skill level; identifies opportunities for improvement and makes
constructive suggestions; reviews the status reports of team members and-addresses issues as
appropriate, keeps track of lessons learned and shares those lessons with team members.

10% +/- 10%

» Attends and participates in professional group mestings, conferences, seminars and training;
stays abreast of new trends and innovations in the field of computer technology; researches and
evaluates software, hardware and technology products and trends; consuits with other agencies,
outside government and private organizations to their approach to projects and their experience
with vendors. :

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree computer science or related field with six years previous experience including
information technology project management; or any equivalent combination of education, training
and experience. ‘

- Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

¢ Requires the ability to perform mid to upper-level data analysis including the ability to coordinate,
strategize, systemize and correlate, using discretion in determining time, place and/or sequence of
operations within an organizational framework. Requires the ability to implement decisions based on
such data, and overseeing the execution of these decisions.

Physical Requirements

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

Supervisory Responsibilities

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

»  Ability to provide instruction to other employees and to act on employee problems.
» Ability to prepare employee performance evaluations.
+  Ability to recommend the discipline or discharge of employees.

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

Mathematical Ability

»  Ability to add, subtract, multiply, divide and calculate decimals and percentages; may require the
ability to perform mathematical operations involving basic algebra and geometry and descriptive
_statistics.

Language Ability & Interpersonal Communication

»  Ability to comprehend a variety of informational documents including project plans, procedures
and status reports, internet research for software, hardware and technology, employee
timesheets; vendor invoices, project documentation, requests for information, requests for
proposal, and contracts. project recommendations, purchase recommendations, performance
evaluations, billing statements, a variety of reports, contracts, budgets, requests for bid &
proposal, project plans, timelines, workflow charts, procedural diagrams,

+ Ability to comprehend a variety of reference materials and manuals including project management
policies and procedures, TenStep Licensed Website for project managers, documentation and
trade publications, software manuals, codes, and standards documents.

» Ability to prepare status reports, data compiled for software, hardware & technology products &
trends, timesheets, invoices, project documentation, requests for bid and requests for proposal,
contracts, and other job related documents using prescribed format and conforming to all rules of
punctuation, grammar, diction and style.

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

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

« Ability to use and interpret contract, computer, and circuitry terminology and language.

Environmental Adaptability

»  Work is typically performed in an office environment.

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

Class Title: | SAP ABAP Programmer - : Class Number: 1053251
FLSA: Exempt Pay Grade: 14 B
Dept: Information Services Center

Classification Function
The purpose of this classification is to provide programming support for the SAP Human Resources and
Payroll system.

Distinguishing Characteristics

This is a technical, 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 procedurss of the
work unit and to perform. the full range of duties assigned.  Positions at this level receive only
occasional instruction or assistance as new or unusual situations arise and work independently,
exercising judgment and initiative. This class requires extensive knowledge of Advanced Business
Application Programming (ABAP) language for programming the SAP Application Server.

Essential Job Functions

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

50% +/- 10%

» Gathers coding requirements from functional analyst's specifications based on user requirements;
utilizes the functional specifications to design the technical specifications; codes the program to
meet the specifications; unit tests the program per test case scenarios provided by functional
analyst; assists functional analyst in acceptance testing.

25% +/- 10%

o Transports data between SAP Systems and for the migration between different SAP releases;
refreshes quality assurance (QA) database from a copy of the database used in the daily
processing of transactions (Production); moves transport requests, transferring data from one SAP
installation to another; performs client copies to create new clients (applications or systems that
accesses a remote service on another server, by way of a network); troubleshoots down system or
hardware problems; monitors and defines batch jobs; tunes system parameters; maintains
documentation for the system.

10% +/- 5%

« Maintains security of users; adds new users to the system; maintains security roles and profiles;
monitors backups of system; restores system from backups; moves transport requests through the
system

15% +/- 5%

» Interacts with functional groups to resolve problems and discuss functionality; researches,

evaluates and provides recommendations on new products and meets with vendors.

Minimum Training and Experience Required to Perform Essential Job Functions

Béchelor’s degree in computer science or related field with six years of experience with SAP Basis,
Oracle and UNIX administration; or any equivalent combination of education, training and
experience.

Additional Requirements

No special license or certification is required.
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SAP ABAP Programmer

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 dacisions 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

» No Supervisory Responsibilities

Mathematical Ability

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

Language Ability & Interpersonal Communication

s Ability to comprehend a variety of informational documents including transport requests, SAP
patch documentation, SAP notes, emails, printer definition form, security request form, system
diagrams, documentation and monitoring reports.

« Ability to comprehend a variety of reference books and manuals including system architecture
diagrams, documentation, SAP patch documentation, SAP notes, and network and operation
manuals..

» Ability to prepare documentation, diagrams, and other job related 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 UNIX and Oracle administrators, users,
vendors, peers, and departmental employees and administrators.

« Ability to use and interpret computer systems terminology and language.

Environmental Adaptability

o Work is typically performed in an office environment.

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

Class Title: | SAP Basis Administrator Class Number: 1063252
FLSA: Exempt ' , Pay Grade: 15B
Dept: Information Services Center

Classification Function :

The purpose of this classification is to assist and admlnlster daily maintenance of the SAP Human
Resources and Payroll system including keeping patches (updates and improvements) current,
performing hardware administration, performing security administration, app!ymg SAP notes (contalnlng
up-to-date information regarding the configuration and use), and providing issue resolution..

Distinguishing Characteristics

This is a technical, 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.  Positions at this level receive only
occasional instruction or assistance as new or unusual situations arise and work independently,
exercising judgment and initiative. This class requires knowledge of SAP Basis, Oracle, and UNIX
administration.

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.

75% +/- 10%

e Monitors, maintains, and updates the SAP system using procedures that ensure optimal
performance and efficiency; applies patches for upgrades and improvements; adds new printers to
the system; researches and applies SAP notes; refreshes quality assurance (QA) database from a
copy of the database used in the daily processing of transactions (Production); moves transport
requests, transferring data from one SAP installation to another; performs client copies to create
new clients (applications or systems that accesses a remote service on another server, by way of a
network); troubleshoots down system or hardware problems; monitors and defines batch jobs;
tunes system parameters; maintains documentation for the system.

10% +/- 5%
» Maintains security of users; adds new users to the system; maintains security roles and profiles;
monitors backups of system, restores system from backups; moves transport requests through the
system

15% +/- 5%
» Interacts with functional groups to resolve problems and discuss functionality; researches,
evaluates and provides recommendations on new products and meets with vendors.
Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in computer science with six years of experience with SAP Basis, QOracle and
UNIX administration; or any equivalent combination of education, training and experience.

Additional Requirements

No special license or certification is required.
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SAP Basis Administrator

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

» Abiiity to operate a variety of automated office machines including computers and peripheral
equipment.

Supervisory Responsibilities

» No Supervisory Responsibilities

Mathematical Ability

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

Language Ability & interpersonal Communication

e Ability to comprehend a variety of informational documents including transport requests, SAP
patch documentation, SAP notes, emails, printer definition form, security request form, system
diagrams, documentation and monitoring reports.

+ Ability to comprehend a variety of reference books and manuals including system architecture
diagrams, documentation, SAP patch documentation, SAP notes, and network and operation
manuals..

o Ability to prepare documentation, diagrams, and other job related 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 UNIX and QOracle administrators, users,
vendors, peers, and deparimental employees and administrators.

« Ability to use and interpret computer systems and network terminology and language.

Environmental Adaptability

« Work is typically performed in an office environment.

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

Class Title: | Security and Research Manager Class Number: 1053282
FLSA. Exempt Pay Grade: 13B
Dept: _ information Services Center :

Classification Function

The purpose of this classification is to provide network security to all County agencies using enterprise
level information technology software, appliances and techniques. Employee establishes, monitors, and
enforces the Information Services Center security policies and procedures.

Distinguishing Characteristics

This is a first-level management classification, working under direction from the Chief Information
Officer. The employee in this class is expected to exercise discretion in applying general goal and
policy statements, in resolving organizational and service delivery problems and in supervising
assigned staff. The employee in this class is also responsible for establishing and enforcing the
departmental security policies and procedures and assisting in the design of security solutions.

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%

» Conducts analysis of network security including Web security appliances and reports of threats,
intrusion detection system security appliances (devices or software applications that monitor
network and/or system activities for malicious activities or policy violations and produces reports),
and email security appliances that protect the email against spam, viruses, phishing and a wide
variety of other threats; reports on security threats, as required.

40% +/- 10%

e Performs security research and development; reviews, researches and writes security policies and
procedures.

15% +/- 10%

¢ Provides supervision of assigned staff; prioritizes, assigns, reviews, and coordinates work; assesses

and reviews work and maintains standards; motivates staff; consults with staff to review work
requirements, status, and problems; assists staff with complex or problem situations, defines and
provides for training needs; prepares employee performance evaluations as scheduled or required;
responds to employee issues and concerns; recommends salary increases and transfers.

5% +/- 10%
» Reviews closed circuit TV operations and monitors activity.
Minimum Training and Experience Required to Perform Essential Job Functions
Bachelor's degree in computer science or a related field with three years information technology
experience inciuding network engineering security; or an equivalent combination of education, training,
and experience.
Additional Requirements
No special license or certification is required.

Certification as an Information Systems Security Professional (CISSP) is desirable.
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Security and Research Manager

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

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

Physical Requirements

Ability to operate a variety of automated office machines including computers and peripheral
equipment,

Supervisory Responsibilities

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

Ability to provide instruction to other employees and to act on employee problems.
Ability to prepare employee performance evaluations.

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

Mathematical Ability

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

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational gained by accessing computer systems including
the Intrusion Prevention System (IPS), closed circuit television, email security, Web security, the
email system, Web proxy email, security proxy email, reports, and customer service requests
(CSR) /operations division requests (ODR).

Ability to comprehend a variety of reference books and manuals including online documentation,
the Office of Information Technology (OIT) website, State Code Websites, the SysAdmin, Audit,
Networking, and Security Institute (SANS) Website, departmental security policies and procedures.

Ability to prepare security policies and procedures, security assessments, reports of security
threats, emergency call lists, status reports, travel and training requests, Automatic Data
Processing (ADP) briefing memos and documents, customer service requests (CSR) /operations
division requests (ODR)and annual employee performance reviews using prescribed format and
conforming to all rules of punctuation, grammar, diction and style.

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

Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department and to communicate with staff, clients, vendors, contractors, class
instructors, and departmental employees and administrators, and elected officials.
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Security and Research Mariager

»  Ability to use and interpret cbmputer and accounting terminology and language.
Environmental Adaptability

+  Work is typically performed in an office énvironment.

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

Class Title: | Support Services Manager Class Number: 1053272
FLSA: Exempt Pay Grade: 17 B
Dept: Information Services Center

Classification Function

The purpose of the classification is to assess, plan, and implement enterprise information technology
systems in support of the business objectives of the Human Resources, Fiscal and Procurement
operations. The incumbent is responsible for developing and managing application portfolios and
identifying opportunities for integration, consolidation or elimination of redundant processes or systems
in order to improve cost effectiveness expand efficiencies and improve customer service.

Distinguishing Characteristics

This is a second-level management classification that provides direct supervision to developers,
system administrators and network administrators. This class works under general direction of the
Chief Technology Officer, and is expected to exercise discretion in applying policies and procedures to
resolve organizational and service delivery problems and to ensure that assigned projects and
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%

+ Develops  and manages application portfolios and identifies opportunities for integration,
consolidation or elimination of redundant processes or information technology systems in order to
improve cost effectiveness, expand efficiencies and improve customer service; prioritizes
information technology initiatives and coordinates the evaluation, deployment, management and
maintenance of current and future information technology systems across the organization with
primary focus on the business needs of the Human Resources, Fiscal and Procurement
operations.

15% +/- 10%

* Provides supervision of assigned staff; prioritizes, assigns, reviews, and coordinates work;
consults with staff to review work requirements, status, and problems; assists staff with complex
or problem situations; defines education and ftraining needs and promotes employee
development; conducts staff meetings; promotes teamwork; prepares employee performance
evaluations as scheduled or required; interviews and recommends new hires; manages the
development team by ensuring that project tasks are in line with each employee’s skill level;
identifies opportunities for improvement and makes constructive suggestions; reviews the status
reports of team members and addresses issues as appropriate; keeps track of lessons learned
and shares those lessons with team members.

10% +/- 10%
» ldentifies opportunities for the appropriate and cost effective investment of financial resources in
information technology systems and resources including staffing, sourcing, purchasing and in-
house development.
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Manager, Support Services

10% +/- 5%
Defines and communicates prOject milestones, service level agreements and resource allocation
to executive team, department leads, support staff and end users. '

, 10% +/- 5%
Develops business case justifications and cost benefit analyses for information technology

* spending and initiatives; communicates information technology investment benefits and risks with
stakeholders; benchmarks, analyzes and makes recommendations for the improvement of the
information technology infrastructure and systems.

15% +/- 10%
Attends and participates in professional group meetings, conferences, seminars and training;
stays abreast of new trends and innovations in the field of computer operations reviews bid

proposals.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in computer science or related field with six years related experience; or an
equivalent combination of education, training and experience.

Additional Requirements
No special license or certification is required.

Experience with the following programming technologies is desirable: SAP-ABAP, COBOL,
Delphi, HTML, ASP, VB Script, Java Script, .NET, CSS

. Experience or understanding of Microsoft SQL Server and Oracle databases. The ability to create
and maintain stored procedures, packages and jobs in both databases.

Experience in the following technologies is desirable: Visual Basic, Delphi, Java, Access, FTP,
XML and Crystal Reports and/or COM.

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 organizationa! 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

« 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.
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Manager, Support Services

»  Ability to prepare employee performance evaluations.

»  Ability to recommend the discipline or dischargé of employees.

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

» - Ability to add, subtract, multiply, divide and calculate decimals and percentages; may require the
ability to perform mathematical operations involving basic algebra and geometry. -

Language Ability & Interpersonal Communication

*  Ability to comprehend a variety of informational documents including proposals, contracts, white
papers, employee timesheets, requirement statements, technical forms and documentation, flow
charts and data diagrams.

+ Ability to comprehend a variety of reference materials and manuals including departmental and
County policy manual, requirement statements, technical design documentatlon technical
architecture documents, computer books and trade magazines.

« -Ability to prepare statement of work, requirement statements, requests for proposais, technical
design documents, programming standards documents, functional procedures documents, status
reports, performance appraisals and other job related documents using prescribed format and
conforming to all rules of punctuation, grammar, diction and style.

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

o  Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department and to communicate with staff, users, consultants, vendors, and
departmental employees and administrators.

+ Ability to use and interpret computer system and hardware terminology and language.

Environmental Adaptability

+ Work is typicaily 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: | Videoconferencing Manager Class Number: 1053242
FLSA: Exempt Pay Grade: 11 B
Dept: Information Services Center .

Classification Function
The purpose of the classification is to plan, coordinate and implement the videoconferencing prolect for
Cuyahoga County and its Judicial System.

Distinguishing Characteristics

This is a first-level management classification, responsible for the videoconferencing project for the
County and the Judicial System. This class works under direction from the division Administrator. The
employee in this class is expected to exercise discretion in applying general goal and policy statements
and in resolving organizational and service delivery problems.

Essential Job Functions

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

60% +/- 10%
» Plans, configures, coordinates and implements videoconferencing for the County and for the
Judicial System; consults with clients with respect to requirements; schedules video conferences;
~installs, maintains and upgrades hardware and software; configures networks; troubleshoots
issues including likely causes due to network problems; identifies solutions to problems; meets
deadlines.

15% +/- 10%

» Provides supervision of assigned staff by prioritizing, assigning, reviewing, and coordinating work;
consults with staff to review work requirements, status, and problems; assists staff with problem
situations; training staff; prepares employee performance evaluations as scheduled or required;
responds to employee issues and concerns.

15% +/- 10%
* Performs growth management techniques to ensure that as the clients’ needs increase, there are
services and technology available to meet demands.
Minimum Training and Experience Required to Perform Essential Job Functions
Bachelor's degree in computer science or a related field with three years experience involving voice
communications, wide area networks, Local Area Networks; or an equivalent combination of education,
training, and experience,

Additional Requirements‘

No special license or certification is required.
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Videoconferencing Manager

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

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

Physical Requirements

Ability to operate a variety of automated office machines including computers and peripheral
equipment. '

Supervisory Responsibilities

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

Ability to provide instruction to other employees and to act on employee problems.
Ability to prepare employee performance evaluations.

Ability to recommend the discipline or discharge of employees.

Mathematical Ability

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

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational dacuments including usage -logs and request
forms.

Ability to comprehend a variety of reference books and manuals including videoconferencing
reference books, guides for configuring, installing, administering and upgrading videoconferencing
systems; guides for selecting, connecting, configuring, and troubleshooting network systems, and
videoconferencing equipment guides.

Ability to prepare usage logs for equipment and users of equipment and other job related
documents using prescribed format and conforming to all rules of punctuation, grammar, diction
and style.

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

e Ability to develop and maintain effective working relationships with a variety of individuais within
and outside the Department and to communicate with staff, clients, and departmental employees in
regard to scheduling requests. -

»  Ability to use and interpret audio visual terminology and language.

Environmental Adaptability

«  Work is typically performed in an office environment.

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

© Archer Company Proposed June 2012



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Voice-Video Communications Manager , Class Number: 1053243
FLSA: Exempt | Pay Grade: 14 B
Dept: _Information Services Center

Classification Function

The purpose of the classification is to plan, direct, supervise, and coordinate the operations and
activities of telecommunications services. This classification is responsible for overseeing management
of Voice over Internet Protocol (VolIP) and Communications Customer Service.

Distinguishing Characteristics ,
This is a first-level management classification, responsible for managing the day-to-day operations of
communications services, purchasing, and billing. This class works under direction from the division
Administrator. The employee in this class is expected to exercise discretion in applying general goal
and policy statements and in resolving organizational and service delivery problems and in supervising
assigned staff. The primary focus of the this class is overseeing and participating in the performance of
professional work, troubleshooting voice communications systems and supervising employees. in
performance of the work of a section within the division.

Essential Job Functions

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

, : 30% +- 10%

e« Assumes management responsibility for development and maintenance of networks and
telecommunications systems; oversees the work of staff, troubleshoots issues, identifies solutions
to complex problems to meet deadlines; consults with clients with respect to plans, designs and
implementation; supports the voice infrastructure; develops technical architecture and physicali
designs, and analyzes existing voice and data networks and recommends solutions.

30% +/- 10%
» Manages new projects including performing cost analysis, developing architecture, overseeing
staff, and performing and overseeing network configuration and installation.

15% +/~ 10%

« Provides supervision of assigned staff and consuitants by prioritizing, assigning, reviewing, and
coordinating work; consults with staff to review work requirements, status, and problems; assists
staff with complex or problem situations; defines and provides for education and training needs;
prepares employee performance evaluations as scheduled or required; responds to employee
issues and concerns; interviews and recommends new hires; recommends discipline, salary
increases, transfers and promotion reviews.

10% +/- 10%
*» Negotiates vendor contracts; researches new telecommunications applications; coordinates
meetings with contractors that have not previously provided services to the County; coordinates
and sets up training requirements for new clients; orders new phones and peripheral equipment.

10% +/- 10%
+ Performs analysis and reports on call detail and on voice utilization traffic.
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Voice/Video Communications Manager

5% +/- 10%
¢ Attends and participates in professional group meetings, conferences, seminars and training; stays
abreast of new trends and innovations in the field of computer operations.
Minimum Training and Experience Required to Perform Essential Job Functions
Bachelor's degree in computer science or a related field or equivalent experience with five years
previous supervisory/management experience involving voice communications, wide area networks; or
any equivalent combination of education, training, and experience.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Data Utilization

* Requires the ability to perform mid to upper-level data analysis including the ability to coordinate,
strategize, systemize and correlate, using discretion in determining time, place and/or sequence of
operations within an organizational framework. Requires the ability to implement decisions based on
such data, and overseeing the execution of these decisions.

Physical Requirements

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

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 prépare employee performance evaluations.

»  Ability to recommend the discipline or discharge of employees.

o  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; may require the
ability to perform mathematical operations involving basic algebra.
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Voice/Video Communications Manager

Language Ability & Interpersonal Communication

* Ability to comprehend a variety of informational documents including employee timesheets,
invoices, architecturat drawings, call detail record reports, circuit utilization, system error logs, and
project requirements. o

»  Ability to comprehend a variety of reference books and manuals including departmental and county
policy manual, architectural drawings, call center scripts, phone system user guides, and computer
.-and communications software, hardware, network, and operation manuals.

+ Ability to prepare cost analysis, network diagrams and documents, status, progress, and activity
reports, reports on hardware/software issues and resolution of issues; timesheets; performance
reviews, requests for bid, service requests and other job related documents using prescribed
format and conforming to all rules of punctuation, grammar, diction and style.

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

»  Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department and to communicate with staff, clients, vendors, contractors, class
instructors, and departmental employees and administrators.

~« Ability to use and interpret computer networking and accounting terminology and language.

Environmental Adaptability

«  Workis 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.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | WAN Analyst 2 _ Class Number: 10563281
FLSA:. Non Exempt Pay Grade: 9B
Dept: Information Services Center

Classification Function :
The purpose of the classification is to evaluate, troubleshoot, implement, monitor and maintain existing
or proposed data communication systems.

Distinguishing Characteristics

This is a journey level, technician class in the WAN Analyst series. Employees at this level work under
general supervision from a unit manager, and are distinguished from the entry level by the
performance of the full range of duties assigned. Employees are expected to work more
independently, exercising judgment and initiative. Positions at this level receive instruction or
assistance only as new or unusual situations arise and are fully aware of the operating procedures and
policies of the work 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.

30% +/- 10%

« Analyzes business needs of customers and recommends, purchases, configures, installs and
maintains data communications systems; evaluates equipment needs; plans and schedules
conversion process; configures and installs equipment; prepares specifications and flowcharts for
implementation of new internal programs or modifications to vendor software including switches,
routers, and hubs; provides installation and monitoring of communications software, utilities and
diagnostics; reviews, updates and enforces networking and data communications policies.

30% +/- 10%
¢ Responds to help desk calls requiring testing and troubleshooting; monitors service and/or
referred calls; enters and logs problems on problem tracking system; communicates with help
desk staff re. status; monitors service and/or referred calls and refers problems to supetrvisor, co-
workers, other support areas, or higher level technicians as necessary; supports customers with
scheduled and non-scheduled outages

5% +/- 5%
. Keeps current on emerging web technologies; attends project planning meetings.
Minimum Training and Experience Required to Perform Essential Job Functions
Associate's degree in computer science, communications system infrastructure, or a related field with

three years of experience in configuration, installation, maintenance, repair of data communication
systems infrastructure; or any equivalent combination of education, training, and experience.
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Communications Analyst 2

Additional Requirements for all levels

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

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

Physical Requirements

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

Supervisory Responsibilities

o  No supervisory requirements

Mathematical Ability

» Ability to add, subtract, muitiply, divide and calculate decimals and percentages.
Language Ability & Interpersonal Communication

»  Ability to comprehend a variety of informational documents including problem log, service cards,
purchase orders, customer service requests, status reports, and technical information documents.

» Ability to comprehend a variety of reference materials and manuals including repair manuals,
hardware manuals, policy and procedure manuals, research materials and documentation, and
technical information documents.

+ Ability to prepare equipment drawings, time schedules, purchase orders, emails 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 develop and maintain effective working relationships with a variety of individuals within
and outside the Department including users, WAN group, colleagues, vendors, and departmental
employees.

« Ability to use and interpret computer, data communications and infrastructure terminology and
tanguage.
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Communications Analyst 2
Environmental Adaptability
« Work is typically performed in an office environment.

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

Class Title: | Web Designer 1 | Class Number: | 1053231
FLSA: Exempt Pay Grade: 8B
Dept: Information Services Center

Classification Function

The purpose of the classification is to build and launch websites for client agencies using technologies
that conform to ISC standards while ensuring that the site is organized, easy to navigate, and is
designed according to client requests and requirements.

Distinguishing Characteristics

This is an entry level classification, working under general supervision from a division administrator or
unit manager. Employees in this class work under more immediate supervision and perform most of the
duties required of the positions at the journey level, but are not expected to function at the same level of
expertise. It is expected that employees will exercise less independent discretion and judgment in
matters related to work procedures and methods. Work is usually supervised while in progress and fits
a more established structure or pattern. Exceptions or changes in procedures are explained in detail as
they arise. This class requires less extensive experience than at the journey level.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.
60% +/- 15%
e Builds websites for County agencies; meets with clients to determine project objectives and
© requirements; researches project topic; provides time estimates for project development; creates

sample designs; meets with developers to discuss possible custom application; creates print ready
sample designs if project is for print; for web projects, organizes content and ensure site is user
friendly.

30% +/- 15%
» Troubleshoots and debugs errors on sites and applications; performs maintenance and updates on
existing websites; creates or modifies photographs, images and graphics.
10% +/- 15%

« Provides clients with Synapse training so that they can take control of the site to update or change
designs in their entirety without interfering with features or existing content.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in marketing, advertising, graphic art/sesign, film, photography or a related field with
two years experience that includes website or print design and various software used for website design
and photo editing; or an equivalent combination of education, training, and experience.

Additional Requirements

No special license or certification is required.
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Web Designer 1

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

»  Ability to perform mid-level level of data analysis including the ability to review, classify, categorize,
prioritize. and/or reference data, statutes and/or guidelines and/or group, rank, investigate and
diagnose. Requires discretion in determining and referencing such to established standards to
recognize interactive effects and relationships. '

Physical F_iequirements

» Ability to operate a variety of automated office machines including computers and peripheral
- equipment and a variety of cameras, video cameras and peripheral equipment.

Supervisory Responsibilities

No supervisory responsibilities. May lead projects, as assigned.

Mathematical Ability

Ability to add, subtract, multiply, and divide; may require basic algebra, geometry and trigonometry.

Language Ability & Interpersonal Communication

» Ability to comprehend a variety of informational documents including statement of work, website
maintenance requests, meeting minutes and agendas, requests for proposal, requests for
qualification, press releases, video, and photography.

»  Ability to comprehend a variety of reference books and manuals including reference developed by
colleagues for website development and modification, websites, and books regarding website
design.

» Ability to prepare timesheets, training manuals, website documentation, status reports, 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 clients, peers, supervisor, design staff, and video production
staff.

«  Ability to use and interpret videography and audio visual terminology and language.

Environmental Adaptability

»  Work is typically performed in an office environment.

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

Class Title: | Web Designer 2 Class Number: 1053232
FLSA: Exempt Pay Grade: 10 B
Dept: Information Services Center

Classification Function

The purpose of the classification is to build and launch websites for client agencies using technologies
that conform to ISC standards while ensuring that the site is organized, easy to navigate, and is
designed according to client requests and requirements.

Distinguishing Characteristics

This is journey level classification, working under direction from a division administrator. 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. Positions at this level receive instruction or assistance
only as unusual situations arise and are expected to exercise independent judgment and initiative.

Essential Job Functions

The following duties are normal for this classification. These are not to be construed as

exclusive or all-inclusive. Other duties may be required and assigned.

60% +/- 156%

» Builds websites for County agencies; meets with clients to determine project objectives and
requirements; researches project topic; provides time estimates for project development: creates
sample designs; meets with developers to discuss possible custom application; creates prlnt ready
sample designs if project is for print; for web projects, organizes content and ensures site is user
friendiy.

30% +/- 156%
» Troubleshoots and debugs errors on sites and applications; performs maintenance and updates on
existing websites; creates or modifies photographs, images and graphics.
10% +/- 15%

* Provides clients with Synapse training so that they can take control of the website and update or
change designs in their entirety without interfering with features or existing content,

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in marketing, advertising, graphic art/ design, film, photography or a related field with
three years experience that includes website or print design and various software used for website design
and photo editing; 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
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Web Designer 2

" Data Utilization
Ability to perform mid-level ievel of data analysis including the ability to review, classity, categorize,
prioritize and/or reference data, statutes and/or guidelines and/or. group, rank, investigate and

diagnose. Requires discretion in determining and referencing such to established standards to
recognize interactive effects and relationships.

Physical Requirements

» Ability to operate a variety of automated office machines including computers and peripheral
equipment and a variety of cameras, video cameras and peripheral equipment.

Supervisory Responsibilities

No supervisory responsibilities. May lead projects, as assigned.

Mathematical Ability

» Ability to add, subtract, muitiply, and divide; may require basic algebra, geometry and trigonometry.

Language Ability & Interpersonal Communication

» Ability to comprehend a variety of informational documents including statement of work, website
maintenance requests, meeting minutes and agendas, requests for proposai, requests for
qualification, press releases, video, and photography.

»  Ability to comprehend a variety of reference books and manuals including reference developed by
‘ colleagues for website development and modification, websites, and books regarding website
design. .

«  Ability to prepare timesheets, training manuals, website documentation, status reports, and other
job related 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 including clients, peers, supervisor, and work groups members.

+  Ability to use and interpret computer systems and electrical circuits terminology and language.

Environmental Adaptability

+  Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the
County will provide reasonable accommodations fo 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: | Web Development & Applications Development Class Number: 1053247
Administrator

FLSA: Exempt Pay Grade: 19B

Dept: Information Services Center

Classification Function
The purpose of the classification is to plan, direct, supervise, coordinate and manage the activities,
operations, procedures and goals of the Web, Video, Application Development and GIS departments.

Distinguishing Characteristics

This is a second-level management classification, responsible for evaluating, developing and
maintaining standards and best practices for system design and development. Under administrative
direction of the Chief Technology Officer, the incumbent is responsible for evaluating effectiveness of
information systems, developing short and long goals and overall vision. The employee is expected to
exercise discretion in applying policies and procedures to resolve organizational and service delivery
problems and to ensure that assigned projects and activities are completed in a timely and efficient
manner. This class is responsible for direct and general supervision over management, professional,
and line stafi.

Essential Job Functions

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

30% +/- 10%

« Designs and directs project plans, project tasks lists and action plans for individual systems being
designed or developed; gathers the requirements for new systems; proposes options and project
cost estimates; ensures systems support agency business strategy are user friendly, intuitive,
proper testing plans are in place and that execution is completed on time and within budget;
ensures effective system maintenance plans are in place.

20% +/- 10%

» Provides supervision of assigned staff and oversees the work of consultants; prioritizes, assigns,
reviews, and coordinates work; consults with staff to review work requirements, status, and
problems; assists staff with complex or problem situations; defines education and training needs
and promotes employee development by providing training and professional development
opportunities; conducts staff meetings; prepares employee performance evaluations as scheduled
or required; responds to employee issues and concerns; interviews and recommends new hires;
recommends the discipline, discharge, salary increases, transfers and promotions;
reviews/approves time sheets, travel requests and leave requests.

20% +/- 10%

+ Researches, develops and implements policies, procedures and best practices for application
development and business process integration; develops vision, short term and long term goals
from a technical and business process perspective; évaluates effectiveness of software systems
being used; researches current trends and technologies on the web and various trade publications;
assesses usability and effectiveness of systems being developed.

20% +/- 10%
* Analyzes requirements of clients and their agency's mission; understands business requirements:
explains technical methods, procedures and protocols; maintains effective working relationships
with a variety of individuals both within and without the department.
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Web Development & Applications Development Administrator

10% +/- 5%

s Conducts staff meetings; facilities collaboration design sessions; ensures the client agency is
being effectively served; prepares routine status reports, cost estimates and statements of work;
develops contracts. Attends and participates in professional group meetings, conferences,
seminars and training.

Minimum Training and Experience Required to Perform Essé_ntial Job Functions

Bachelor’s degree in computer science or business administration with six years previous management
experience including planning, supervision, budgeting, contract negotiation and computer proﬂclency,
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 upper-level data analysis, including the ability to hypothesize,
theorize and assimilate, to modify or adapt existing policies/ methods to meet unusual conditions
within the context of existing theories and management principles.

Physical Requirements

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

Supervisory Responsibilities

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

. Abiiity to provide instruction to other employees and to act on employee probiems.
» Ability to prepare employee performance evaluations.

«  Ability to recommend the discipline or discharge of employees.

o 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; may require the
ability to perform mathematica! operations involving basic algebra.
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Web Development & Applications Development Administratbr

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational documents including proposals, contracts,
statements of work, project requests, customer service requests, technical documentation,
performance reviews, documentation, product specifications and manuals.

Ability to comprehend a variety of reference books and manuals including departmental and
County policy manual, computer books and manuals, communications software, hardware,
network, architecture and operation manuals. '

Ability to prepare status and progress reports, project analysis, annual reports, performance
reviews, requests for proposals and for bid, and other job related documents using prescribed
format and conforming to all rules of punctuation, grammar, diction and style.

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

Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department including staff, clients, vendors, contractors, and deparimental
employees and administrators.

Ability to use and interpret computer information, project management and-legal terminology and

language.

Environmental Adaptability

Work is typically performed in an office environment.

Cuyahoga County Is an Equal Opportunity Efnployer. In compliance with the Americans with Disablilities Act, the
County will provide reasonable accommodations to qualified individuals with disablifities and encourages both
prospective employees and incumbents fo discuss pofential accommodations with the employer.
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: }leeb Development and Applications Development Class Number: 1053246
: anager _

FLSA: Exempt Pay Grade: 16 B

Dept: Information Services Center

Classification Function

The purpose of the classification is to plan, supervise, direct, and lead the development team in day to
day activities and operations. The incumbent is responsible for providing technical direction for the
development, design, and systems integration from project definition phase through impiementation.

Distinguishing Characteristics

This is a first-level management classification that provides direct supervision to Web developers, and
combines technical and managetrial duties. This class works under general direction of the Chief
Technology Officer, and is expected to exercise discretion in applying policies and procedures to
resolve organizational and service delivery problems and to ensure that assigned projects and
activities are completed in a timely and efficient manner. The employee is responsible for coordinating
the development of strategic and tactical plans for web development, and ensuring staff understands
and delivers the appropriate technology to user agencies.

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%

» Acts as a project manager to ensure that requirements are met and that projects are completed
on time and on budget; assesses client needs and requests and recommends solutions; prepares
statement of work for project plans; performs software and technology assessment; creates and
executes development plans and revises as necessary in order to meet changing needs and
requirements; keeps administration informed of status of projects; facilitates client meetings;
facilitates end user testing and issue resolutions.

30% +/- 10%

» Provides supervision of assigned staff, prioritizes, assigns, reviews, and coordinates work:
consults with staff to review work requirements, status, and problems; assists staff with complex
or problem situations; defines education and training needs and promotes employee
development; conducts staff meetings; promotes teamwork; prepares employee performance
evaluations as scheduied or required; interviews and recommends new hires; manages the
development team by ensuring that project tasks are in line with each employee’s skill level:
identifies opportunities for improvement and makes constructive suggestions; reviews the status
reports of team members and addresses issues as appropriate; keeps track of lessons learned
and shares those lessons with team members.

10% +/- 10%
= Provides technical direction for development, design, and system integration; periorms technology
and software assessment; studies and recommends new development technologies: creates and
maintains procedures for production and test environments; develops and recommends best
practices, policies and procedures; applies knowledge of industry trends and developments to
improve applications and processes.
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Web Development and Applications Development Manager

20% +/-10%
Performs a variety of technical work including coding web pages, creating databases, coding
database stored procedures, coding data loads, solving user and public problems, providing
information to the public, collecting business requ1rements performing technical anaIyS|s and
performing system design and testing.

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

stays abreast of new trends and innovations in the field of computer operations.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in computer science or related field with five years experience in a programming

environment, including object oriented programming and relational database management. Must
~have knowledge of at least two (2) web programming languages used by the Division; or any

equivalent combination of education, training and experience.

Additional Requirements

No special license or certification is required.

Experience with the following programming technologies is desirable: SAP-ABAP, COBOL,
Delphi, HTML, ASP, VB Script, Java Script, .NET, CSS

Experience or understanding of Microsoft SQL Server and Oracle databases. The ability to create
and maintain stored procedures, packages and jobs in both databases.

Experience in the following technologies is desirabie: Visual Basic, Delphi, Java, Access, FTP,
XML and Crystal Reports and/or COM.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Data Utilization

» Requires the ability to perform mid to upper-level data analysis including the ability to coordinate,

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

such data, and overseeing the execution of these decisions.

Physical Requirements

+ Ability to operate a variety of automated office machines including computers and peripheral

equipment.

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 probiems.
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Web Development and Applications Development Manager

-*

Ability to prepare employee performance evaluations.
Ability to recommend the discipline or discharge of employees.

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

Mathematical Ability

~Ability to add, subtract, multiply, divide and calculate decimals and pércentages; may re'quir_e the

ability to perform mathematical operations involving basic algebra and geometry.

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational documents including employee timesheets,
requirement statements, Customer Service Requests, entity relationship diagrams, technical
documentation, issue logs and technical forums.

Ability to comprehend a variety of reference materials and manuals including departmental and
county policy manual, requirement statements, coding book and websites, entity relationship
diagrams, technical documentation, issue logs and technical forums.

Ability to prepare statement of work, requirement statements, web applications and sites,
databases, files, system documentation, user manuals, status 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, to record and deliver
information, to explain procedures, to follow instructions.

Ability to develop and-maintain effective working relationships with a variety of individuais within
and outside the Department and to communicate with staff, users, vendors, and departmental
employees and administrators.

Ability to use and interpret terminology and language including computer language.

Environmental Adaptability

Work is typically performed in an office environment.

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

Class Title: | Staff Auditor Class Number: 1055131
FLSA: Exempt Pay Grade: 10
Dept: Internal Auditing

Classification Function
The purpose of this classification is to assist the Internal Audit Manager conduct preliminary financial
and performance auditing of selected County departments.

Distinguishing Characteristics

This is a journey level classification with responsibility for performing technical activities in the Internal
Auditing Department. This class works under direction from the Internal Audit Manager, and is
responsible for performing timely and accurate financial and performance audits. The employee works
within a framework of established regulations, policies, and procedures and is expected to use
judgment in performing work.

Essential Job Functions

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

25% +/- 10%
o Conducts risk assessments to assess financial controls, operational efficiencies and compliance
with applicable policies, procedures and regulations.
25% +/- 10%
o Gathers financial and operational data for internal audits through a variety of accepted methods
including interviews and observations.
25% +/- 10%
o Conducts control, substantive and compliance audit testing of specified financial and operational
areas using acceptable audit techniques including vouching and reconciliation.

15% +/- 10%
o Drafts preliminary audit findings and recommendations based on testing results; submits findings
and recommendations to Internal Audit Manager for review and comment.
10% +/- 5%
o Manages audit segment budgets for identified audits; communicates results of internal audit with

stakeholders; assists Internal Audit Manager plan audits in accordance with the annual audit plan
and applicable auditing standards.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in accounting or a related field with two (2) years previous experience in accounting,
auditing or a related field; or an equivalent combination of education, training, and experience.

Additional Requirements

No certificates or licenses required.
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Staff Auditor 1055131

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

. AbiIi_ty to operate a variety of automated office machines including computers and peripheral
equipment.

Supervisory Responsibilities

e Ability to provide instruction to other employees.

Mathematical Ability

e Ability to add, subtracts, multiply, divide and calculate decimals and percentages; to use
descriptive statistics.

Language Ability & Interpersonal Communication

¢ Requires the ability to perform mid-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.

e Ability to comprehend a variety of informational documents including FAMIS reports, trial reports,
cash financial statements, grants, CAFR reports, vouchers, receipts, purchase orders, invoices
and operational documents and reports.

e Ability to comprehend a variety of reference books and manuals including the GAAFR, GAGAS,
Auditor of State website, Ohio Revised Code (ORC), County Policy Handbook, Code of Federal
Regulations, International Standards for the Professional Practice of Internal Auditing, program
manuals and procedures.

e Ability to prepare flowcharts, diagrams, process narratives, audit programs, spreadsheets, audit
findings and recommendations and related documents using prescribed format and conforming to
all rules of punctuation, grammar, diction and style.

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

e Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the Department.

e Ability to use and interpret accounting and auditing terminology and language.

e Ability to communicate with staff, external auditors, and employees from outside agencies and
departments and the general public.

Environmental Adaptability

e Work is typically performed in an office environment.
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Staff Auditor 1055131

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

Class Title: Veterinarian Technician Class Number: 1022411
FLSA: Non - Exempt Pay Grade: 5
Dept: Public Works

Classification Function
The purpose of this classification is to assist higher-level Kennel staff with surgery, various medical
procedures, vaccinations and medications.

Distinguishing Characteristics

This is a technical classification with responsibility for assisting supervisory and medical staff with
various procedures at the Kennel. This classification works under a framework of well-defined
procedures and regulations. Employees in this classification have specialized knowledge and
experience related to animal shelter and basic veterinarian procedures. Limited exercise of judgment
is required on details of work and performing job duties.

Essential Job Functions

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

30% +/- 10%
Assists with animal cage sterilization and cleaning, examination of impounded dogs, preparation
and administration of dog vaccinations and determination of breed, age and temperament.

30% +/- 10%

e  Sterilizes surgery room and instruments; schedules surgeries; assists with surgical preparation for
dogs, premedicate, induction agent, and intubate; provides technical assistance during
veterinarian and medical procedures per established procedures; monitors vitals and anesthesia;
monitors status of surgery recovery and isolation wards; prepares operational reports and logs.

25% +/- 10%

e Prepares medications for dispensing; administers oral, topical and injectible medications;
performs and prepares laboratory work.

15% +/- 5%

e Lifts dogs for weighing, bathing and surgical procedures; maintains adoption medical information;
maintains adequate inventory of necessary veterinarian equipment, supplies, vaccines and
medications.

Experience Required to Perform Essential Job Functions

High school diploma or equivalent supplemented with technical training with two (2) years of related

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

and abilities.

Additional Requirements

Must be a State of Ohio Registered Veterinarian Technician.
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Veterinarian Technician 1022411

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

e Ability to operate a variety of medical and surgical tools such as anesthesia machine, microscope,
autoclave, cautery, clippers, needles, syringes and other tools.

e Ability to operate a variety of automated office machines including computers and peripheral
equipment.
Supervisory Responsibilities

No supervisory responsibilities.

Mathematical Ability

e  Ability to understand and apply addition, subtraction, multiplication, and division.

Language Ability & Interpersonal Communication

e Ability to perform basic level of data analysis including the ability to review, classify, categorize,
prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate and
problem solve. Requires discretion in determining and referencing such to established standards to
recognize interactive effects and relationships.

e Ability to comprehend a variety of informational documents including applications, blood work,
impound cards, intake records, treatment cards and medical records.

e Ability to comprehend a variety of reference books and manuals including diagnostic reports,
parasitological manual, shelter operations manual County policies and dog breed book.

e Ability to prepare adoption policy forms, intake records, drug records, surgery appointments,
rabies certificates and other job related documents using prescribed format and conforming to all
rules of punctuation, grammar, diction and style.

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

e Ability to develop and maintain effective working relationships with a variety of individuals within
and outside the department.

e Ability to use and interpret basic veterinary terminology and language.

e Ability to communicate with supervisor, veterinarians, vendors, customers, co-workers, and the
general public.

Environmental Adaptability

e Work is typically performed under exposure to strong odors, noise extremes, blood, bodily fluids,
wetness, angry or rabid animals.
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Veterinarian Technician 1022411

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective employees and incumbents to discuss potential accommodations with the employer.
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County Council of Cuyahoga County, Ohio
Ordinance No. 02012-0024

Sponsored by: County Executive | An Ordinance providing for adoption of
FitzGerald on behalf of Human | various changes to the Cuyahoga County Non-
Resource Commission Bargaining Salary Schedules; and declaring the
necessity that this Ordinance become
immediately effective.

WHEREAS, Section 9.01 of the Charter of Cuyahoga County states that the
County’s human resources policies and systems shall be established by ordinance and
shall be administered in such a manner as will eliminate unnecessary expense and
duplication of effort, while ensuring that persons will be employed in the public
service without discrimination on the basis of race, color, religion, sex, national
origin, sexual orientation, disability, age or ancestry; and,

WHEREAS, Section 9.03 of the Charter of Cuyahoga County states that the
Cuyahoga County Human Resource 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 2.10 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 Director of Human Resources submitted several proposed
changes to the Cuyahoga County Non-Bargaining Salary Schedule to the Human
Resource Commission; and,

WHEREAS, the unique functions and labor market associated with the Sheriff’s
Department Medical Unit, the Medical Examiner’s Office and the Information
Services Center, necessitate the modification of the current non-bargaining Salary
Schedule to include higher pay ranges (“Schedule A”); and,

WHEREAS, the creation of a new Non-Bargaining Salary for all information
technology positions is also required (“Schedule B”); and,

WHEREAS, Schedule A includes all classified positions with the exception of
information technology which will expand from 19 pay grades to 30 due to the
creation of professional classifications such as Physician, Dentist, Forensic
Pathologist and Psychiatrist; and,



WHEREAS, Schedule B is required because labor market conditions in the
computer industry are restricting the County’s ability to maintain and recruit
employees. These same market conditions are still increasing pay ranges for
computer-related classifications at a higher percentage rate than other County
classifications; and,

WHEREAS, the Human Resource Commission held several public meetings on
this matter and has undergone significant review, evaluation and modification of such
submitted changes to the Cuyahoga County Non-Bargaining Salary Schedules; and,

WHEREAS, on July 5, 2012, the Human Resource Commission met for their
final review of the salary schedules for non-bargaining employees (attached hereto as
Non-Bargaining 2012 Salary Schedule A and Non-Bargaining 2012 Salary Schedule
B), and recommend to County Council the formal adoption and implementation of the
attached changes; and,

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

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

SECTION 1. Council hereby adopts the changes made to the Cuyahoga County
Non-Bargaining 2012 Salary Schedule A and the new Non-Bargaining 2012 Salary
Schedule B (attached hereto).

SECTION 2. Itis necessary that this Ordinance 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 department. Provided that this
Ordinance receives the affirmative vote of eight members of Council, this Ordinance
shall become immediately effective upon the signature of the County Executive.

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

Deputy Clerk of Council Date

First Reading/Referred to Committee: August 14, 2012
Committee(s) Assigned: Human Resources, Appointments & Equity
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Non-Bargaining Salary Schedule A

|Range |Step 1 Step 3 Step 5 Step & Step 7 Step & _Qmu 32 Step 10 Step 11 Step 12 i Step 13 Step 14 Step 18 Step 16 Step 17

1 $21,590.40 $22 838.40 $24 06560 $24,689.60] $2529280] $25916.80| 52639520 $26873.60| S27.352.00 %27.83040| 3$es32060| s28787.20| $o026560| $29764.80] $30,222.40
$10.38] §10.98] $11.57 $11.87 $12.16 $12.46/ $12.69 $12.92 $13.15 $13.38, $13.62 ..m.._u.ma $14.07 $14.31 $14.53

2 $24,273.50 $25,667.201 $27.040.00] $27.747.20] $28.433.60| $29,140.80] %29,681.60] $30,201.60] $30.742.40] %$31,283.20f $31,824.00] $32,364.80] $32,905.60] $33,446.40f $33,897.20
$11.67 $12.34 $13.00 $13.34 $13.67 $i4.01 $14.27 $14.52 $14.78 $15.04 $15.30 $15.56 $15.82 $16.08 $16.34

3 $26.956.80 $28,496.00 $30,035.20| $30,304.80| $31.574.40| $32,344.00] 3$32,947.20] $33,520.60] $34.132.80| $34,736.00] $35318.40] $35,921.60) $36,524.80] $37,128.00] §$37,731.20
$12.96 $13.70 $14.44 $14.81 $15.18 $15,55 $15.84 $16.12 $16.41 $16.70 $16,98 $17.27 $17.66 $17.85 $18.14

4 $25.619.2¢ $31,324.80 $as.00060] $33.862.40] $34.715.20f $35.568.00| $35,212.80] 596,878.40| $37.544.00) $38,168.00] $38,833.60{ $39,499.20] $40.164.80] %$40,609.80] %41.475.20
$14.24 $15.08 $15.87 $16.28 $16.69 $17.10 $17.41 $17.73 $18.05 $18.35 $18.67 $18.99 $19.31 $19,62 $19.94

& $32,302.40 $34,153.60 g35984.00] $36,02000] $37.83520] $3877i20l  $59478.40] $40,206.40]) $40,91380] $41,641.60] $42,34B.80] $43,076.80] $43.784.00] $44,512.00 $45,219.20
$15,53 $16.42 $17.30 $17.75 $18.19 $18.64 $18.98 $19.33 $19.67 $20,02 $20.36 $20.71 $21.05 $21.40 $21.74

6 $34,985.60 $36,982.40 $39,000.00] $39,977.60] $40,976.00] $41.995.20] $42,764.80| $43,534.40) $44,304,00] $45,094.40] $45,864.00] $46,633.60] $47,424.00] $48,214.401 §48,984,00
$16.82 $17.78 $18.75 $19.22 $19.70 $20.19 $20.56 $20,93 $21.30 $21.68 $22.056 $22.42 $22.80 $23.18 $23,55

7 $37,668.80 $39,811.20 $41,974.40] $43,035.20] $44,116.80] $4517760] $46030.40] $46,583.20] $47,71520] $48547.20fF $48,379.20] $50,211.20] §$51.04320] $51,896.00] $52,728.00
$18.11 $19.14 $20.18 $20.69 $21.21 $21.72 $22.13 $2254 $22.94 $23.34 $23.74 $24.14 $24.54 $24.95 $25.35

8 $40,331.20 $42,640.00 $44,948,80] $45,115.60] $47,257.60] $48,401.60] $49.296.00] $50.190.40| $51,105.60] $52,000.00] $52,894.40] $53,788,80] $54,683.20] $565,577.60) $56,472.00
$19.3% $20.50 $21.61 $22.17 $22.72 $23,27 $23.70 $24.13 $24.57 $25.00 $25.43 $25.86 $26.29 $26.72 $27.15

9 $43,014.40) $45,489.60 $47,923.20] $49,171.20] $50,59840] 551,604.80] $52,582.40] $53,538.20] $54,475.20] $55452.80] $56,409.60) $57,345.60] $58,323.20| $59,259.20] $60,216.00
$20.68 $21.87 $23.04 $23.64 $24.23 $24.81 $25.28 $265.74 $26.19 $26.66 $27.12 §27.57 $28.04 $28.49 $28.95

10 $45,697.60 $48,318.40 $50,918.40] $52,228.80] $53,539.20] $54,828.80] $55,84800] $56.867.20| $57,886.40] $58,884.80] §59,804.00f §60,923.20] $61,942.40| $62,961.60) $63,980.80
$21.97 $23.23 $24.43 $25.11 $25.74 $26.36 $26.85 $27.34 $27.83 . $28.: $28.80 $29.29 $29.78 $30.27 $30.76

11 $48,380.80 $51,147.20 $53,802.80] $55,265.60] $56,659.20] $58,092.00] $59,134.40| $60,195.20] $61,276.80] $62,337.60] $63,419.20) $64,480.00] $65,582.40] $66,643.20] $67,724.80
$23.26 $24.59 $25.91 $26.57 j27.24 $27.90 $28.43 $28.94 $29.48 $29.97 $30.49 $31.00 $31.53 $32.04 $32.56

12 $51,043.20 $53,976.00 $56,888.00] $58,344.00{ $58,800.00] 9$61,256.00] $62,379.20] $63.523.20] $64,667.20] $65,790.40] $66,934.40] $68,057.60] $69,201.60] $70,324.80] $71,468.80
$24.54 $25.95 $27.35 $28.06 $€8.75 $28.45 $29.99 $30.54 $31.09 $31.63 $32.18 $32.72 $33.27 $3a.e1 $34.36

13 $53,726.40 $56,804.80 $59,862.40] $61,401.60] $652,940.80| $64,459.20] 565,665.60] $66,872.00] $68,057.60] $69,243.20| $70449.60] $71,635.20] $72,841.60] $74,027.20] §¥5.212.80
$25.83 $27.31 $28.78 $29.52 $30.26 $30.99 $31.57 $32.156 $az2.72 $33.29 $33.87 $34.24 $35.02 $35.59 $36.16

14 $56,409.60 $59.612.80 $62,857.60] $64,459.20] $66.081.60| $67,683.20] $68,952.00| $70,179.20] $71.448.00| $72,696.00] $73,964.80] $75.192.00| $76,460.80] 577,708.80] $78.977.60
$27.12 $28.66 $30.22 $30.99 $31.77 $32.54 $33.15 $33.74 $34.35 $34.95 $35,56 $36.15 $36.7¢ $37.36 $37.97

15 $60.,424.00 $63,856.00, $67.329.60] $69,056.00] $70,782.40] $72508.80| $73,840.00] $75,192.00| $76,523.20 $77,876.20] $79,227.20] §$80,558.40| $81,910.40] $83,262.40) $84,572.80
$28.05 $30.70 $32.37 $33.20 $34.03 $34.86 $35.50 $36,15 $36.79 $37.44 $38.09 $38.73 $39.38 $40.03 $40.66

16 $65,769.60 $68,534.40 $73,290.20] $75,171.20] $77,064.00] $78,936.00] $80,412.80] $81,868.80] $83,324.80| $84.780.80] $86,236.80] $87,713.60] $6%.169.60] $90,625.60] $92,081.60
$31.82 $33.43 $35.24 $36.14 $37.05 $37.95 $38.66 $39.36 $40.06 $40.76 $41.48 $42.17 $42.87 $43.57 $44.27

17 $71,136,00 $75,192.00 $79,268.80] $81,307.20] $83,324.80] $85.363.20] $66,944.00| %$88,524.80] $90,105.80| %$91,665.600 $93,267.20F $94.848.00] $96,428.80| $98,009.60] %599,569.60
$34.20 $36.15 $38.11 $39.09 $40.06 $41.04 $41.80 $42.56 $43.32 $44.07 §44.84 $45.60 $46.36 $47.12 $47.87

18 $76,481.60 $380,845.60 $85,217.60] $87,401.60] $89,585.60] $91,790.40] $93.496.00| $95,180.80} $96,886.40| $98,592.00] $100,276.80] $101,982.40] $103,688.00] $105,353.60] $107,078.40
$36.77 $38.87 $40.97 $42.02 $43.07 $44.13 $44.95 $45.76 $46.58 $47.40 $48.21 $49.03 $49.85 $50.67 $51,48

19 $81,848.00 $86,528.00 $91.20800| $93,537.60] $95.867.20] $98,.217.60] $100,027.20[ $101,657.60] $103,667.20| $105497.60] $107.307.20] $109,137.60] $110.,947.20] $112,756.80{ $114,566.40
$39.35 $41.50 $43.85] $44.67 $46.09 47.22 $48.09 $48.97 $49.84 $50.72 $51.59] $52.47 $53.34, $54.21 $55.08

20 $87,199.86 $92,182.71 $47,166.56]) $99,656.94) $102,148.41) $104.630.83) $106:577.60) $108.515.58 $110,453.15] $112,390.931 $1 ._h.mmm..wc_ $116,266.48] $118,204.25| $120,142.03| $122,079.80

$41.92 $44.32 ﬁam.mm_ $46.71 $47.91 _ $49.11 $50.31 $51.24 $52,17 $53.10 $54.03 ama.mq_ mmm.mo_ $56.83 $57.76 $58.69]




Non-Bargaining Salary Schedule A

21 $92,556.35| $95.199.79] $97.844.23) $100.468.67| $103,133.10] $105777.54| $108,421.95) $111,066.42] $113,123.21] $115,179.99) $117,236.78| $119,293.56| $121,350.35) $123.407.13 $125.453.92] $127,520.70] $120.577.49
544,50 $45.77 $47.04 $48.31 $49.58] $50.85) $52,13 $53,40 $54.39] $55.37 $56.36 $57.35 $58.34 $59.33 $60.32 $61.31 $62.30

22 $97,910.84] $100,708.29] $103,505.75] $106,303.20] $109,100.65| $111,898.10] $114,695.56] $117,493.01] $119,666.81| $121.844.60] $124,020.40] $126,196.20| $128,371.99] $130.547.79] $132,725.60| $134.809.38] $137,075.18
$47.07 $48.42 $49.76 $51.11 $52.45 $53.80 $55.14 $56.49 $57.53 $58.58 $59.63 $60.67 $61.72 $62.76 $63.81 $64.86 $65.90

23 | $103286.33] $106,216.80| $109.167.26| $112,117.73] §115.088.19] $118,018.66] $120,965.12| $128.919.50] $126214.40) $128,509.21] $130,804.01) $133.098.82) $135,333.63] $137.688.44] $139,983.24] $142,278.05| §144,572.86
$49.65 $51.07 $52.48 $53,90 $55.32 $56.74 $58.16 $59.56) $60.68 $61.78 $62.89 $63.99 $65.09] $66.20 $67.30 $68.40 $69.51]

oa | s1oe.621.82] $111.725.30] $114.828 78] $117.932.98] $121,095.74] $124,130.22] $127,242.70] $130.346.18] $r32760.00| $195.170.82) $i137.507.64] $140.001.46) $142.415.57] $144.629.090 $147.242.91] §149,656.73] $152,070.55
$52.22 $53.71 $55.21 $56.70 $58.19] $59,68] $61.17| $52.67) $63.83 $64.99 556,15 $67.31 $68.47 mmu.mu_ $70.79 $71.95 $73.11

25 | $113,977.31] $117,233.80| $120,490.30] $123,746.79 23.8@3_ a_uo.mmo.qm_ $133,516.28] $136.772.77] $139,305.60| $141,838.43 $144,371.26| $146,900.00] $149.438.91| $151,989.74| $154,502.57] $157.085.40] s159.588.20
$54.80 $56.36 §57.93 $59.49 $61.06 mmm.mm_ $64.19] $65.76 $66.97 $68.19 $69.41 $70.63) $71.84 $73.08] $74.28 $75.50 $76.72

26 | $119.332.80| $122,742.31| $126,151.82] $129,561.33| $132,970.83) $136,380.34| $139.780.685| $143190.36| $145,8651.20) §148,503.04) $151,154.88| $153,806.72] $156,458.56] $156,110.400 $161,762.24) $164,414.08] $167.065.92
$57.37 $59.01 $60.65 $62.28 $63.93, $65.57 $67.21 $66.85 ﬁs;& $71.40 $72.67 $73.95 $75.22 $76.50{ $77.77 $79.05 $80.32

27 | $12a.688,25] $128.250.81) $131,813.34| $135,375.86] $138,928.38| $142,500.90| $146,063.43| $149,625.95] $152,396.80) $155,167.65] $157.938.50| $160,709.35] $163,480.21) $166,251.08) $169.021.91| $171,792.76] $174.563.61
$59.95 $61.66 $63.37 $65.08 $66.80 $68.51 $70.22 $71.94 £73.27 $74.60 $75.93 $77.26 $78.60) $79.93 $81.28]° $82.59 $83.92

28 | $130,043.78] $133.759.32] $137.474.88] $141,190.39) $144,905.92] $148,621.46] 5152,336.99] $156,052.53] §158,942.30| $161,832.25] $164.72212| $167,611.98] $170,501.84] $173,391.70] 6176.281.57 ﬁwmu.‘.ii $182,0681.29
$62.52 $64.31 $66.09 $67.88 $65.67 $71.45 $73.24 $75.03 £76.41 $77.80, $79.19 $80.58 $81.97 $83.36 $84.75 wmm.z_ $87.53]

|29 | s135398.07) $139.967.82] $143.136.37] $147,004.92| $150,873.67) $154.742.02] $158.610.57| $162.476.12| $165.487,90| $168,406.87| $171,505.74| $174514.61] $177.523.49) $180,5632.36| $183.541.23] $186,5560.11) $189,558.98
$65.10 $66.96 $68.82 $70.68 $72.54 $74.40 $76.26] $78.11 $79.56 $81.01 $82.45 $83.90 $85.35 $86.79| $88.24 $89.69) $91.13

30 | $140.754.76] $144.776.32] $148.797.00] $152.819.45| $156,841.02] $160,862.58] $164,884.15] $168,905.71| $172,033.59| $175,161.48] $178,280.36] $181.417.24] $184,54513] $187,673.01] $190,600.89 ﬂmmmem.ﬂm_ $197,056.66




Non-Bargaining 2012 Salary Schedule B (Information Technolgy Positions)

Grade [Step 1 [Step 2 |step 3 Step 4 Step 5 |step 6 Step 7 Step B Step 9 Step 10 |Step 11 Step 12 Step 13 Step 14 Step 15 Step 16 Step 17
1 $19,094.33] $19,571.68] 3$20,040.05] g20.526.40] g21,003.76] $21481.12] $21.958.48] $27435.84] $e2siazo] $2s.awnss| $23,867.91] $24.34527| $24.822.63| $o65.290.99] g$o5777.34] ye6.2s470| gee,73z.oe
$0.18] $9.41 $9.64 $9.87 $10.10 $10.33 $10.56 $10.79 $91.02 $11.25 $11.47| $11.70 $11.93 $12.16 $12.39 $12.62 $12.85
2 $22.447.23] $23.008.41| $23569.50] $24,130.77) $24,601.95| $250253.13| $25814.31) $26.375.49] $26,936.68) $27,497.86] $2e.059.04] $o8670.09] goo18t40] $2974258] $30,303.76] $30864.94] $31.426.12)
$10.79 $11.06 $11.33 §11.60 $11.87 $12.14 $12.41 $12.68 $12.95 $13.22 $13.49 $13.76 $14.03 $14.30 $14.57 $14.84 $15.11
3 $25,800.14] $26,445.14] $27,090.15| $27.736.15] $28.380.16] $20.025.18] $29,670.16] $30,315.17] $30.ee0.17] $31,605.17] $32.950.18] 332,895.18] $32,540.19] $34,185.18] $34.830.19] $35.475.20] $36,120.50
$12.40 $12.71 $13.02 $13.33 $13.64 $13.95 $14.26 $14.57 $14.88 $15.19] $15.50 $15.81 $16.13 $16.44 $16.75 $17.06 $17.37
4 $29,153.05] $29.881.88] sz061070| $3133953] sazoense| $32707.18) $aaseco1] $m4.25483{ 334.08366] $35712.49] s36.441.31] ga717044] $a7.898.907] saseez7e]| gavaseez| g4an085.44] 54081437
$14.02 $14.37 $14.72 $15.07 $15.42 $15.77 $16.12 $16.47 $16.82 $17.17 $17.52 $17.87 $18.22 $18.57 $18.92 $19.27 $19.62
5 $32.505.06] $33.318.61] $34.131.26] $34.043.91| $95756.56] $s6.560.20] $37.381.85] $38,194.50| $39.00745] $3o.819.80] 340.632.45] $41,446.10] $42.57.75] $43,070.38] $43,883.04] $44,.605.69] $45508.34
$15,63 $16.02 $16.41 $16.80 $17.19 $17.58 $17.97 $18.35) $18.75 $19.14 $19.53| $19.93| §$20.32 $20.71 $21.10 $21.49) $21.88
5 $35,858.87f $36,755.34f $37.651.81| $38,548.20] $39.444.76] $40.341.23 $41,237.70] $42,134.17] $43,030.85] $43.927.12] gaa.8zaso| sa5720.06] $46.616.53] $47.513.00] $48,409.48] $40305.95] $50.202.42
$17.24]  $17.67 $18.10 $18.53 $18.96 $19.39 $19.83 $20.26] $20.69] $21.12 $21.55( $21.98]  $22.41 $22.84 $23.27 $23.70 $24.14
7 $39.211.78] $40.192.07] $41,172.37] $42.152.66] $43,132.96] $44.1i3.25] $45,093.55) $46.073.84] 947.054.14] $48.034.43] $4s014.72] $40,995.02] $50,975.31] $51,955.61] $52,935.00] $53.916.20] $54.896.40
$18.85 $19.32 $19.79 $20.27 $20.74 $21.21 $21.68 $22.15 $22.62 $23.08 $23.56] $24.04 $24.51 $24.98 $25 45 $05.92 $26.39
8 $42,564.68] $43,628.80} $44,692.91| $45757.08] $48.821.15| 3$47.885.26] g48,940.38| g50.01850] $51.077.62] $52,141.73] $53,205.85] s54.269.97] $55.334.08] 35630820 5746232 $58.526.43] 85550055
$20.46 $20.90 $21.49 $22.00 $22.51 $23.02 $23.53 $24.04 $24.56 $25.07 g25.58| $26.09 $26.60 §27.11 $27.63 $28.14 $28.65
9 $45.917.59] $47.065.53} $48.213.47| $49,361.41] $50.509.35] $51657.28] $52,805.23] $53,953.17] $55,101.11] @s6.240.05] g57.306.09] $58,544.93| $so692.87| $e0.840.81] g51.988.75] $63,136.65] $64,284.63
$22.08 $22.63 $23.18 $23.73 _$24.28 $24.84 $25.3¢ $25.94 $26.49 $27.04 $27.58] $26.15 $28.70 $29.25 $29.80 $30.35 $30.91
10 $49.270.491 $50.502.25| $51,734.02| $52,965.78 354,197.54] $55429.30] $56,661.07| s57.80283] s50.124.80| $e0396.35] $e1.588.12] sezmi1a.8s| $e4.051.84] ge5.283.40] 366.515.17] s6v746.93] ses.s7ssn
i $23.69 $24.28 §24.57 3$25.45 $26.06 $26.65 $27.24 $27.83| $28.43 $29.02 £29.61 $30.20 $30.79 $31.39 $31.98) $32.57 $33.16
11 $52,623.40| $53,938.99] $55.254.57| $56,570.16| $57,886.74| $59,201.33| $60.516.81| $61.832.50] $63,728.08] $64,463.67] $65779.25] $67.094.84] $6B410.42] $69726.01] 87104159 $72.357.18] $73.672.76
$25.30 $25.93 $26.56 $27.20 $27.83; $28.46 529.08 $29.73 $30.36 $30.99 $31.62| $32.26 $32.89 $33.52 $34.15) $34.79 $35.42
12 $55.976.31| $57,375.72| $58.775.13| $60,174.53] $61,573.94| $62,973.35| $64,872.76] 9es.772.16] $67.171.57] ¢ce570.98] $e9.970.39] s7136979] $7o7en.20| sva.1ees1] $7ssesoe]| $reoe7.4e| $vs.366.83
$26.91 $57.58 $28.26 $28.93 $29,60 $30.28 $30.95 $31.62| $32.29 $32.97 $33.64] $34.31 $34.99 $35.66 $36.33 $37.00 $37.68
13 §59.329.22] $60,812.45| $62,295.68| $63.778.91| $65262.14] $66,745.37| $68,228.60] $69,711.83] $71,19507] $7z.678.30) 37416153 57564476 $77.127.99] s7em11.22] ss0,084.45 $81,577.66] $83,060.91
$28.52 §29.24 §29.95 $30.66 $31.38 $3z.08 $32,80 $33.52| $34.23| §34.94 535.65| $36.37 $37.08 sar.79| $38.51 $39.22 $39.93]
14 $62,682.13] $64,249.18] $65.816.24] $67,383.29| $68,950.34] $70.517.40] $72.084.45] s7aesi50] g7s.ziese| s7e7esei] $7asvwee] s79.91971] $s14es.77f $83.053.82] $84,620.87| $86,187.93] $67.754.98|
$30.14 $30.89] $31.64 $32.40 $33.15 gaa.o0| $34.66] $35.41 $36.16 $35.92 337.67| $38.42 $39.18 $39.93] $40.68 $41.44 $42.18]
15 $66,035.03| $67,685.91] 869.336.78] $70,987.66] $72.638.53] $74.289.41] $75.840.28] s77s91.16] $79.24204] sm0sI2E $82,543.79] $84.194.65] $e5.845.54] $87496.41] $80.147.20] $on.798.16] $92 449.04
$31.75] $32.54 $33.33 $34.13 $34.92 $35.72] $36.51 $37.30 $38.10 $38.89 $39.68) $40.48 $41.27 $42.07 $42.86 $43.65 $44.45
16 $69,387.04] $71.122.64| g72.867.34| s74592.04] $75.3@6.74] $78,051.43] $79796.13] $81530.83] $83,26553] $85,000.23] $86.734.93] $88,459.63| $90,204.33 $91,939.02] $93,673.72] $95408.42] $97,143.12|
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County Council of Cuyahoga County, Ohio

Ordinance No. 02012-0025

Sponsored by: County Executive
FitzGerald/Fiscal Officer/
Department of Human Resources

An Ordinance amending Ordinance No.
02011-0028, which adopted the Cuyahoga
County Human Resources Personnel Policies
and Procedures Manual, to amend Section
6.12 to mandate the use of direct deposit for
paying employees’ compensation, effective
8/14/2012; and declaring the necessity that
this  Ordinance becomes immediately
effective.

WHEREAS, the County Executive/Fiscal Office/Department of Human
Resources on behalf of the Human Resource Commission has recommended to
amend Ordinance No. 02011-0028, which adopted the Cuyahoga County Human
Resources Personnel Policies and Procedures Manual, to amend Section 6.12 to
mandate the use of direct deposit for paying employees’ compensation, effective

8/14/2012; and,

WHEREAS, Ohio Revised Code Section 124.15(B)(1) provides for mandatory
direct deposit for the compensation of all employees hired on or after June 5, 2002:

The compensation of any employee who is paid by warrant of the director of
budget and management shall be paid by direct deposit. Each such employee shall
provide to the appointing authority a written authorization for payment by direct
deposit. The authorization shall include the designation of a financial institution
equipped to accept direct deposits and the number of the account into which the
deposit is to be made. The authorization shall remain in effect until withdrawn in
writing by the employee or until dishonored by the financial institution. The director
of administrative services shall provide by rule adopted under Chapter 119. of the
Revised Code for the direct deposit in a financial institution of the compensation of
an employee who fails to provide to the appointing authority a written authorization

for payment by direct deposit; and,

WHEREAS, Ohio Administrative Code Section 123:1-35-05 also mandates the
use of direct deposit for certain employees; and,

Whereas, in addition to the State, most public and private employers mandate the
use of direct deposit for paying employee compensation; and,

WHEREAS, the County has negotiated with its largest union, AFSCME 1746, to
provide for mandatory direct deposit of employees’ compensation; and,




WHEREAS, Section 6.12 in its current format may be confusing to employees in
making it appear that the use of direct deposit is not mandatory; and,

WHEREAS, it is necessary to clarify Section 6.12 to make it make the use of
direct deposit mandatory to comply with ORC 124.15(B)(1) and OAC 123:1-35-05
and to standardize benefits with the County’s unionized employees who are now
subject to mandatory direct deposit requirements; and,

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

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

SECTION 1. Ordinance No. 02011-0028, adopting the Cuyahoga County
Human Resources Personnel Policies and Procedures Manual, is hereby amended to
modify Section 6.12 to read as follows:

Direct Deposit Program: Effective 8/14/2012, in lieu of paper paychecks, the
County shall electronically transfer net pay into an employee’s checking or savings
account at the financial institution of the employee’s choice. Employees shall contact
the Payroll Division at (216) 443-7380 for more information to complete a Direct
Deposit Authorization Form on the County’s electronic system (currently MyHR) and
submit it to the Payroll Division.

SECTION 2. It is hereby found and determined necessary for this Ordinance to
become immediately effective, for the reason that this Ordinance provides for the
usual daily and necessary operations of Cuyahoga County government in accordance
with the requirements of the Cuyahoga County Charter; therefore, this Ordinance,
provided it receives the affirmative vote of at least eight members of County Council,
shall become effective immediately; otherwise it shall be in full force and effect from
and immediately after the earliest time permitted by law.

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

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

Nays:
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