AGENDA
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY COMMITTEE
MEETING

TUESDAY, MARCH 5, 2013
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 FEBRUARY 19, 2013 MEETING
5. MATTERS REFERRED TO COMMITTEE

a) M2013-0003: A Motion confirming the County Executive’s
appointment of individuals to serve on the Tax Incentive Review
Councils, and declaring the necessity that this Motion become
immediately effective:

1)  Mark A. Parks, Jr.
2) Janise Bayne

3) Maggie Keenan
4)  Joe Micciulla

b) M2013-0004: A Motion confirming the County Executive’s appointment
of James R. Wooley to serve on the Cuyahoga County Public Defender
Commission, and declaring the necessity that this Motion become
immediately effective.

c) M2013-0005: A Motion confirming the County Executive’s
reappointment of various Mayors to serve on the Cuyahoga County
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Planning Commission, and declaring the necessity that this Motion
become immediately effective:

1)  The Honorable Michael P. Byrne for the Southcentral Region
2)  The Honorable Robert Blomquist for the Southwest Region

d) R2013-0038: A Resolution authorizing an agreement with Cuyahoga
County Board of Developmental Disabilities for participation in the
Cuyahoga County Benefits Regionalization Program for the period
1/1/2013 - 12/31/2015; 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.

e) 02013-0008: 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.

6. MISCELLANEOUS BUSINESS
7. OTHER PUBLIC COMMENT

8. ADJOURNMENT

*In accordance with Ordinance No. 02011-0020, as amended, complimentary
parking in the Huntington Park Garage will be available for the public on any day
when the Council or any of its committees holds meetings. Please see the Clerk to
obtain a parking pass.
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MINUTES
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY COMMITTEE
MEETING
TUESDAY, FEBRUARY 19, 2013
CUYAHOGA COUNTY JUSTICE CENTER
COUNCIL CHAMBERS — 1°T FLOOR
9:00 AM

1. CALLTO ORDER
Vice-Chairman Rogers called the meeting to order at 9:12 a.m.
2. ROLL CALL

Mr. Rogers asked Deputy Clerk Muller to call the roll. Committee members Rogers,
Gallagher and Germana were in attendance and a quorum was determined.
Committee member Simon entered the meeting shortly after the roll call was
taken. Committee member Conwell was absent from the meeting.
Councilmember Miller was also in attendance.

A motion was then made by Mr. Germana, seconded by Mr. Gallagher and
approved by unanimous vote to excuse Ms. Conwell from the meeting.

3. PUBLIC COMMENT RELATED TO THE AGENDA
No public comments related to the agenda were given.
4. APPROVAL OF MINUTES FROM THE FEBRUARY 5, 2013 MEETING

A motion was made by Mr. Germana, seconded by Mr. Gallagher and approved by
unanimous vote to approve the minutes of the February 5, 2013 meeting.

5. MATTERS REFERRED TO COMMITTEE

a) M2013-0006: A Motion confirming the County Executive’s appointment
of various individuals to serve on the Cuyahoga County Board of
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Developmental Disabilities, and declaring the necessity that this Motion
become immediately effective:

1)  TaniaJ. Younkin
2)  Steven M. Licciardi
3)  Susan D. Groszek

Mr. Rogers introduced an amendment on the floor. Discussion ensued. A motion
was then made by Mr. Rogers, seconded by Mr. Germana and approved by
unanimous vote, to amend Motion No. M2013-0006 by deleting the name of Susan
D. Groszek.

Mr. Steven Licciardi addressed the Committee regarding his nomination to serve
on the Cuyahoga County Board of Developmental Disabilities. Discussion ensued.

Committee members and Councilmembers asked questions of Mr. Licciardi
pertaining to his experience, expertise and qualifications for the position, which he
answered accordingly.

In lieu of her attendance, Ms. Tania Younkin submitted a written statement.

On a motion by Mr. Rogers with a second by Mr. Germana, Motion No. M2013-
0006 was considered and approved by unanimous vote to be referred to the full
Council for consideration for second reading.

b) R2013-0027: A Resolution authorizing an amendment to Contract No.
CE1200357-01 with Kaiser Foundation Health Plan of Ohio for group
healthcare benefits for County employees and their eligible dependents
for the period 1/1/2012 - 12/31/2012 to exercise an option to extend
the time period to 12/31/2013 and for additional funds in the amount
of $8,694,139.68; 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. Lisa Durkin, Deputy Director of Operations for Human Resources, addressed
the Committee regarding Resolution No. R2013-0027. Discussion ensued.

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

On a motion by Mr. Rogers with a second by Mr. Germana, Resolution No. R2013-

0027 was considered and approved by unanimous vote to be referred to the full
Council for consideration for second reading.
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c) R2013-0028: A Resolution authorizing an amendment to Contract No.
CE1200104-01 with Sun Life Assurance Company of Canada for stop
loss insurance services for County employees and their eligible
dependents for the period 1/1/2012 - 12/31/2012 to exercise an option
to extend the time period to 12/31/2013 and for additional funds in the
amount of $2,483,239.92; 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. Durkin and a representative of Employee Benefits International, addressed the
Committee regarding Resolution No. R2013-0028. Discussion ensued.

Committee members asked questions of Ms. Durkin and the representative
pertaining to the item, which they answered accordingly.

On a motion by Mr. Germana with a second by Mr. Rogers, Resolution No. R2013-
0028 was considered and approved by unanimous vote to be referred to the full

Council with a recommendation for passage under second reading suspension of
rules.

d) 02013-0003: An Ordinance providing for modifications to and
adoption of the Cuyahoga County Human Resources Personnel Policies
and Procedures Manual to be applicable to all County employees, and
declaring the necessity that this Ordinance become immediately
effective.

Ms. Elise Hara, Director of Human Resources, addressed the Committee regarding
Ordinance No. 02013-0003. Discussion ensued.

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

No legislative action was taken on Ordinance No. 02013-0003 at this time.
6. MISCELLANEOUS BUSINESS

There was no miscellaneous business.

7. OTHER PUBLIC COMMENT

No other public comments were given.
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8. ADJOURNMENT

With no further business to discuss and on a motion by Mr. Rogers with a second
by Mr. Germana, the meeting was adjourned at 10:40 a.m., without objection.
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COUNTY COUNCIL OF CUYAHOGA COUNTY, OHIO

MOTION NO. M2013-0003

Sponsored by: Council President Connally

A Motion confirming the County Executive’s appointment of individuals to serve
on the Tax Incentive Review Councils, and declaring the necessity that this
Motion become immediately effective.

WHEREAS, ORC 5709.85 calls for the creation of Tax Incentive Review
Councils; and,

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

WHEREAS, County Executive Ed FitzGerald has nominated the following
individuals to serve on Tax Incentive Review Councils:

1) Mark A. Parks, Jr., Interim Cuyahoga County Treasurer;

2) Janise Bayne, Senior Development Finance Analyst, Cuyahoga County
Department of Development;

3) Maggie Keenan, Budget Analyst, Office of Budget & Management

4) Joe Micciulla, Deputy County Auditor, New Construction Division

WHEREAS, 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. That the Council of Cuyahoga County, Ohio, hereby confirms the
appointment of the following individuals to serve on Tax Incentive Review Councils:

1) Mark A. Parks, Jr.
2) Janise Bayne

3) Maggie Keenan
4) Joe Micciulla



SECTION 2. 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.

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

Clerk of Council Date

First Reading/Referred to Committee: February 12, 2013
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
, 2013



COUNTY COUNCIL OF CUYAHOGA COUNTY, OHIO

MOTION NO. M2013-0004

Sponsored by: Council President Connally

A Motion confirming the County Executive’s appointment of James R. Wooley to
serve on the Cuyahoga County Public Defender Commission, and declaring the
necessity that this Motion become immediately effective.

WHEREAS, the Cuyahoga County Public Defender Commission was created
pursuant to the provisions of ORC Section 120.13; and,

WHEREAS, the powers and duties of the Cuyahoga County Public Defender
Commission are established pursuant to ORC Section 120.14, which include:
recommending an annual operating budget of the office of the County Public Defender,
establishing operational standards of the office of the County Public Defender, and
determining the qualification and size of the supporting staff of the office in an effort to
provide essential legal representation to indigent persons in the County; and,

WHEREAS, pursuant to ORC Section 120.13, the Cuyahoga County Public Defender
Commission shall have five members with a term of office of four years; and,

WHEREAS, 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 James R. Wooley to serve on the
Cuyahoga County Public Defender Commission; and,

WHEREAS, 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
Commission.

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

SECTION 1. The Council of Cuyahoga County, Ohio, hereby confirms the
appointment of James R. Wooley to serve on the Cuyahoga County Public Defender
Commission, commencing immediately.



SECTION 2. 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 Commission.

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

Clerk of Council Date

First Reading/Referred to Committee: February 12, 2013
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
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COUNTY COUNCIL OF CUYAHOGA COUNTY, OHIO

MOTION NO. M2013-0005

Sponsored by: Council President Connally

A Motion confirming the County Executive’s reappointment of various Mayors
to serve on the Cuyahoga County Planning Commission, and declaring the
necessity that this Motion become immediately effective.

WHEREAS, pursuant to Ohio Revised Code Section 713.22, * the board of
county commissioners of any county may, and on petition of the planning
commissions of a majority of the municipal corporations in the county having those
planning commissions shall, provide for the organization and maintenance of a
county planning commission;” and,

WHEREAS, pursuant to Ohio Revised Code Section 713.22, the Cuyahoga
County Planning Commission shall “consist of the members of the board of county
commissioners, or their alternates designated in accordance with this division, and
eight other members appointed by the board;” and,

WHEREAS, the Cuyahoga County Planning Commission is authorized by Ohio
Revised Code Section 713.22 in which its members serve three year terms; and,

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

WHEREAS, the County Executive has nominated the following individuals for
reappointment to the Cuyahoga County Planning Commission:

1) Mayor Michael P. Byrne (Southcentral Region)
2) Mayor Robert Blomquist (South West Region); 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
reappointment of the following individuals, to serve on the Cuyahoga County
Planning Commission for a term of three years, commencing January 1, 2013 and
expiring December 31, 2015:

1) Mayor Michael P. Byrne (Southcentral Region); and,
2) Mayor Robert Blomquist (South West Region).

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 (8) 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
Clerk of Council Date

First Reading/Referred to Committee: February 12, 2013
Committee(s) Assigned: Human Resources, Appointments & Equity
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County Council of Cuyahoga County, Ohio
Resolution No. R2013-0038

Sponsored by: County Executive A Resolution authorizing an agreement
FitzGerald/ Department of Human | with Cuyahoga County Board of
Resources Developmental Disabilities for
participation in the Cuyahoga County
Benefits Regionalization Program for the
period 1/1/2013 - 12/31/2015; 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.

WHEREAS, the County Executive/Department of Human Resources has
submitted an agreement with Cuyahoga County Board of Developmental Disabilities
for participation in the Cuyahoga County Benefits Regionalization Program for the
period 1/1/2013-12/31/2015; and,

WHEREAS, the County’s Benefit 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 entities rate
stabilization, potential rate reductions and bargaining leverage for health benefits;
and,

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

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

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

SECTION 1. That the Cuyahoga County Council authorizes an agreement with
Cuyahoga County Board of Developmental Disabilities for participation in the
Cuyahoga County Benefits Regionalization Program for the period 1/1/2013-
12/31/2015.

SECTION 2. That the County Executive is authorized to execute an agreement
and all documents consistent with this Resolution.



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

SECTION 4. 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
Clerk of Council Date

First Reading/Referred to Committee: February 26, 2013
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
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County Council of Cuyahoga County, Ohio

Ordinance No. 02013-0008

Sponsored by: County Executive | An Ordinance providing for adoption of

FitzGerald/Department of various changes to the Cuyahoga County
Human Resources on behalf of Non-Bargaining Classification Plan, and
Human Resource Commission 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 considered this matter and has
undergone significant review, evaluation and modification of such submitted changes
to the Cuyahoga County Non-Bargaining Classification Plan; and,

WHEREAS, on January 23, 2013, the Human Resource Commission met and
recommended the classification changes (attached hereto as Exhibits A through T),
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 entity.

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

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

Deletion of the following Classifications:

Exhibit A: Class Title:  Assistant Airport Manager
Number: 1042321
Pay Grade: 13
Exhibit B: Class Title:  Building & Grounds Superintendent
Number: 1042114
Pay Grade: 9
Exhibit C: Class Title:  Community & Economic Development Manager
Number: 1055241
Pay Grade: 15
Exhibit D: Class Title:  Emergency Services Administrator
Number: 1062435
Pay Grade: 16
Exhibit E: Class Title:  Facility Services Manager
Number: 1042161
Pay Grade: 17
Exhibit F: Class Title:  Hazardous Materials Supervisor
Number: 1062421
Pay Grade: 10
Exhibit G: Class Title:  Juvenile Justice Center Building Manager
Number: 1042181
Pay Grade: 17
Exhibit H: Class Title:  Personnel Administrator 1
Number: 1053631
Pay Grade: 12
Exhibit I: Class Title:  Personnel Administrator 2
Number: 1053632
Pay Grade: 13



Exhibit J:

Exhibit K:

Exhibit L:

Exhibit M:

Exhibit N:

Exhibit O:

Exhibit P:

Exhibit Q:

Exhibit R:

Exhibit S:

Exhibit T:

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:

Personnel Administrator 3
1053633
14

Personnel Manager
1053634
15

Personnel Officer
1053621
6

Personnel Technician
1053611
4

Program Officer Manager
1052416
17

Risk & Compliance Manager
1055363
15

Security Camera Coordinator
1024101
2

Senior Family Services Supervisor
1014212
7

Senior Personnel Officer
1053622
8

Senior Risk Analyst
1055362
9

Training Assistant
1053641
4



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

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

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

First Reading/Referred to Committee: February 26, 2013
Committee(s) Assigned: Human Resources, Appointments & Equity

Journal
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Robert M. Wolff, Chairman
Kathleen Palmer, Commissioner
Angela Simmons, Commissicner

MEMORANDUM

L .
Consistenct

DATE: January 29, 2013

TO: Cuyahoga County Council President C. Ellen Connally
Members of Cuyahoga County Council

- (L m D
FROM: Chairman Robert Woiff, ~
Cuyahoga County Human Resource Commission

RE: Proposed Deletions to the County’s Classification Plan

Please be advised that the Cuyahoga County Human Resource Commission has fully
reviewed and considered the proposed deletions to the County’s Classification Plan as
recommended by the Human Resources Director. The Commission understands that these
classifications are currently vacant, and have been determined to be no longer necessaty by
the Directors of the respective departments. The recommended proposed deletions include

the following classifications:

Class Classification Title Department FLSA | Pay
Number Status | Grade
1052416 Program Officer Manager All Departments E 17
1042161 Facility Services Manager Central Services, only | E 17
1042181 Juvenile Justice Center Building Central Services,only |E = |17
Manager
1055362 Senior Risk Analyst Central Services, only | E 9
1055363 | Risk & Compliance Manager Central Services, only | E 15
1042321 Assistant Airport Manager Development, only E 13
1042114 Building & Grounds Superintendent | Development, only E 9
1055241 Community & Economic ‘ Development, only E 15
Development Manager
1062231 Inspection & Permit Supervisor Development, only E 12
1024101 Security Camera Coordinator Fiscal N 2
1053631 Personnel Administrator 1 All Departments E 12

Cuyahoga County Human Resource Commission
323 W. Lakeside Avenue, Suite 400 » Cleveland, Ohio 44113 » (216) 443-5675 « Fax (216) 443-3694
www.hrc.cuyahogacounty.us
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1053632 Personnel Administrator 2 All Departments E 13
1053621 Personnel Officer All Departments N 6
1053633 Personnel Administrator 3 Human Resources, only | E 14
1053634 Personnel Manager Human Resources, only | E 15
1053611 Personnel Technician Human Resources, only | N 4
1053622 Senior Personnel Officer Human Resources, only | E 8
1014212 Senior Family Services Supervisor | Human Services, only | E 7
1053641 Training Assistant Human Services, only | N 4
1062435 Emergency Services Administrator | Justice Affairs, only E 16
1062421 | Hazardous Materials Supervisor Justice Affairs, only E 10

cc: Commissioner Angela Simmons
Commissioner Kathleen Palmer
Chairperson Yvonne Conwell, Human Resources, Appointments & Equity Committee
Clerk of Council Jeanne Schmotzer
Employment Counsel/Human Resources Director Elise Hara
Law Director Majeed Makhlouf
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Robert M. Wolff, Chairman
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¢ Kathleen Palmer, Commissioner
5 Angela Simmons, Commissioner
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MEMORANDUM
DATE: February 8, 2013
TO: Cuyahoga County Council President C. Ellen Connally

Members of Cuyahoga County Council

R,
FROM: Chairman Robert Wolff, N

Cuyahoga County Human Resource Commission

RE: Modification to Proposed Deletions to the County’s Classification Plan

Please be advised that at the February 6, 2013 Human Resource Commission meeting, County
Human Resources Director Elise Hara informed the Commission that one of the
classifications previously recommended by the Human Resources Department for deletion
was done so in error, because the classification is occupied and the Department of
Development has determined the position is operationally necessary. (The HRC sent a letter
to you on January 29, 2013 recommending those proposed changes.)

At its 2/6/13 meeting, the Human Resource Commission acknowledged the oversight and
passed a motion to recommend the modification of its January 29, 2013 recommendation to
Council. The Human Resource Commission recommends that the following classification not
be deleted and instead, should remain active in the County Classification Plan:

1062231 Inspection & Permit Supervisor ’ Development, only } E ‘ 12

cc: Commissioner Angela Simmons
Commissioner Kathleen Palmer
Chairperson Yvonne Conwell, Human Resources, Appointments & Equity Committee
Clerk of Council Jeanne Schmotzer
Employment Counsel/Human Resources Director Elise Hara
Law Director Majeed Makhiouf

RMW:rlk

Cuyahoga County Human Resource Commission
323 W. Lakeside Avenue, Suite 400 + Cleveland, Ohio 44113 « (216) 443-5675 « Fax (216) 443-3624
www. hrc.cuyahogacounty.us

I o6




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Assistant Airport Manager T Class Number: 1042321
: Pay Grade; 13

[ Departments: | Development, only — . ]

Classification Funcﬁon

The purpose of this clessification is to assist the airport manager with the management of the County airport insuting that all
operations are complymg with local, state, and federal regulations.

Essential Job Functions

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

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

s  Supervises field employees assigned to County Airport {e.g. - supervises inventory controls; assigns, reviews, plans and
coordinates work; provides job training and instruction; oversees time keeping policies and procedures; approves
employee leave requests; monitors employee leave accruals and balances; recommends and implements related |
personnel policies and procedm'es recommends personnel actions including selection, promotlon transfer, discipline or

discharge).

=  Supervises field operations {e.g. — conducts Airport rescue and fire fighting services; conducts snow and ice removal;
‘conducts wildlife management; conduct Airport security; conducts Anport field inspections; conducts etmergency
response; investigates noise complamts) .

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

Minimum Training and Experience Required to Perform Essential Job Functions

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

Additional Requirements -

| No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements . :
©DMG 1993 ) : Revised August 29, 2008
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- Cuyahoga County Classification Speciﬁcation ' : ) 1042321
il ! ‘ ' :

*  Ability to operate a variety of automated office machines inclnding typewriter and adding maahiue

e Ability to operate a variety of motorlzed vehicles and equipment mcludmg a fire truck, tracmr, dump truck, broom truck
and pick-up truck. :

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

¢ Ability to use specialized equipment including a runway scan system, Tapley ftiction meter, and refractometer.
‘ Supervisdry Responsibilities

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

= Ability to provide instruction to other employees.

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

To | Ability to recommend 1];1e transfer, promoﬁon or salary increase of other employees.

Mathematical Ability

s Ability to add, subtract, multlply, divide, calculate declmals and percentages and make use of the prmclples of basic
algebra, .

Langnage Ability & interpersonal Communication

e Ability to comprehend a variety of informational docﬁmems including security reports, time sheets, vehicle maintenance
reports, meter readings, inspection reports, operations manuels, periodicals, and other reports and records. -

e  Ability to comprehend a variety of reference books and manuals mc]udmg FAA Advisory Clrculus uition contract,
accounting manuals and personnel policy manuals.

e  Ability to prepare purchase orders, billing statements, vehicle maifitenance reports, financial statements, lease
agreements, correspondence, meimnos, and other job related documents using prescribed format and conforming to all

rules of punctuation, grammar, diction and style.

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

s Ability to use and interpret aviation, engineering, mechanical and accqlmting terminplogy and language.

. Ability 10 comzhunicate_ effectively with airport manager, subbrdinates, FAA personnel, and the general public.
Envn'onmental Adaptability 7

*  Work is typically performed in an ofﬁce environment.

I® Work may be performed outdoors in varying waather cnnditioﬁs.

s  Work involves respdndjng to 'emergency' situations. 7 _ 3

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 potem’ml accommodations with the employer,

© DMG 1993 o . - Revised Angust 29, 2008
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Building & Grounds Superintendent ‘ Class Number: 1042114
' . ‘ ' : Pay Grade: ~ 9

| Departments: { Development, only

Classification Function

The purpose of this classification is to coordinate building, grounds and vehicle maintenance for a County Department.

Essential Duties and Respongibilities

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

s  Coordinates building, grounds a.nd vehicle maintenance for a County Departnent (e.g.-schedules current work
assignments and prepares schedules; tracks work that is underway, plans fiture work; assures availability of proper
equipment for all jobs;, coordinates outside contracts; instructs and reviews building maintenance personnel duties;
makes recommiendations regarding hiring, discipline, and discharge; oversees and performs maintenance on Counfy

vehicles; prepares reports concerning necessary mainmnance)

o  Performs safety inspections of building - facilities and mamtenance activities (e.g.- inspects boiler gauges for safe
readings; observes maintenance workers to ensure that proper safefy precautions are followed). Coordinates disaster] -

preparednsss for buﬂdmg(s)

" Other.

Minimum Training and Experience Required to Perform Essential Job Functions

Vocational or technical training in building trades with five years of bﬁilding and grounds maintenance experience including

two years of supervisory experience or any equivalent combination of training and experience.
. | Additional Requirements

Applicable building trades csrtifications required and Okio driver’s license.

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

L ABility to operate a varfety of automated oﬂ:'_lce machines including typevﬁ_iter, copier and telephone.

e Ability to operate a variety of motorized equipment including tractor, lawn miower, dump truck and pick-up truck.
s Ability to use a variety of building trades tools including mechanic's tools, carpéntry tools and plumber's tools.”
Superwsory Responsibilities . |

. Abll:ty to assign, review, plan and coordinate the work of other employees.

s Ability to provide instruction to other employees. |

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

© DMG 1993 Revised 1June 27, 2001



Cuyahoga County Classification Specification -~ ' 1042114
e Ability to recommend the transfer, promotion or salary increase of other employees.

Mathematical Ability
»  Ability to add, subtract, multiply,. di;.ride, and calculate decimals and percentages.
Language Ability & Interpersonal Communication

. Ablhty to comprehend a variety of informational documents including j mvowes payroll documents, blueprints and other
reports and records.

»  Ability to comprehend a variety of reference books and manuals including personnel policy manuals,

e . Ability to prepare payroll documents, attendance records, correspondence and other job related documents using |
prescribed format and conforming to all rules of punctuation, grammar, diction and style.

s Ability to supervise end counsel employees, to convince and mﬂuenoe others, to record and dehver information, to '
explain pmcedures to follow instructions,

s Ability to use and interpret electrical and me;:hauical repair t-erminolog.y and languape.

- | Ability to communicate with Dn'ector County employees, other tradespeople and the general public,
Environmental Adaptablhty -

. Work is typlcally perfonned in an office environment.

s  Work may be performed outdoors in varying weather conditions.

Cuyahoga County is an Egual Opportunity Employer. In conipliance 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 potentzal accommodations with the employer.,

©DMG 1993 Revised June 27, 2001




- CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Community & Economic Development Manager Class Number: 1055241
: : - Pay Grade: - 15

[ Departments: | Development, onlf o |

Classification Function

The purpose of this classification js to manage the County’s community development, economic development, and brownfield
redevelopment programs. - Create vision and appraise projects and programs in terms of economic development potentinl,

commumnity impact, financial feasibility and marketability, ‘

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. g

e Manages the County’s community development, economic development, and brownfield development programs (e.g.-
meets with director to coordinate and develop division goals, operations, direction, activities and policies; manages and
directs multiple community development, economic development and brownfield redevelopment programs and activities;
researches, analyzes, and evaluates existing operatioms, Systems, policies and procedures to identify areas for
improvernent and enhancement; interacts with private development clients and consultants; implements programs which

lend-and grant money to private, non-profit and public entities).

. Supervises aﬁalysts and su]f.)poxt staff (e;g- assigns work and reviews completed work; provides job training and
instruction; evaluates employee performance; recommends selection, promotion, and discipline; reviews and approvesf.
employee leave requests). - ' ' ' .

. Represents'County at various meetings and conferences (e.g.- provides technical assistance and support to boards and
commissions regarding community and economic development issues; attends meetings and seminars to make
presentations regarding community development, economic development and brownfield redevelopment programs).

o Performs related adminisirative duties (e.g.- prepares correspondence to communities, businesses and other organizations
regarding community and economic development issues; prepares and/or provides input on various reports for local, state
and federal program requirements; maintains necessary files and records). -

Minimuui Training and Experience Required to Perform Essential Job Functions

Master’s degree in business administration with ‘three years of experience with community development, economic
development or brownfield redevelopment programs; ot any equivalent combination of training and experience,

Additional Requirenlientsj

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physieal Requireme_ﬂts
le  Ability to operate a variety of automated office machines including personal computer, typewriter, adding machine,
calculator and copier. ' : : :
® DMG 1995 Proposed August 29, 2008
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- Cuyahoga County Classification Specification - - - 1055241

Supervléory Responsibilities

pa

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

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

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

Mathematical Ability '

Ability to add, subtract, multlply, divids, calculate decimals and percentages and apply the principles of
descriptive statistics, .

Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational documents including bi-weekly reports, U.S. EPA Quarterly Reports,
Clean Ohio Fund Quarterly Reports, tax statements, financial statements, financial projections, appraisals and studies,
architectyral drawings, invoices, correspondence and other reports and records.

Ability to comprehend a variety of reference books and manuals including financial analysis handbooks, accounting
principles texts, census data, construction methods books, CDBG regulations, the Ohio Revised Code and Federal

" Register.

Ability to prepare requests for Board actions, performance appraisals, annual feporl:s, Clean Ohio Fund Reports, U.S,
EPA reports, loan analysis, tax abatement reports, grant applications; budgets, correspondence, project descriptions and
other job-related documents using prescnbed format and conforming to all rules of punctuatmn1 grammar, diction and

style.

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

Ability to use and interpret legal, engineering, real estate, accounting and marketing terrninblogy and language.

Ability to communicate with Director, slected officials, municipal employees, attorneys developers, accountants, bank
officers, lobbyists, external organizations, and the general public.

Environmental Adaptab_i]jty

Wark is typically performed in an office environment.

Cuyahoga Counly is an Equ:al 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

® DMG 1995
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

[ Class Title: Bmergency Services Adminisirator . . Class Number: 1062435

Pay Grade: - 16

[ Departments: | Justice Affairs, ohly |

Classification Function

The purpose of this classification is to provide overall management and responsibility for various County emergency services
including emergency communications, public safety, homeland security, and safety.and to supervise CECOMS supeivisors,

EE

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.

_ Coordinates the administration of the design, purchase, implementation, operation and governance of & new Countywnde

. Alert Board; develops and recommends policies and procedures relative fo operation of the AMBER. program at the

* Adiministers the design, implementaﬁon, and operation of varicus projects (e.g.- administers the design, implementation,

Manages operations of the Cuyahoga Emergency Communications System (CECOMS) Center (e.g. - prepares and]
monitors annual operating budget including development and new projects; justifies and monitors budget; develops and
maintaing operations manual; maintains memoranda and directives book; plans for and mstalls required communications
equipment; coorclmates 9-1-1 operatlons)

Public Safety Emergency Interoperability Commumcatlon System.

Administers the de51gn, development and implementation of a new Homeland Seéurity and Public Safety Emergency
Operations and Command Center,

Administers the implementation of a new County 9-1-1 celluler and wireless emergency comfnunications cernter and|
system including developing ail operational procedures and agreements.

Serves a3 the Northeast Ohio AMBER Alert Coordinator (e.g. — developé and administers the Northeast Ohio AMBER

local, County, regional, State- and Federal levels).

Supervises CECOMS supervisor (e.z.- assigns and reviews work; provides job training and instruction; evaluates
performance; recommends selection, promotion, and discipline; reviews and approves requests for leave), :

and operation of 2 new geographical information and mapping system for 9-1-1 and public safety safety operations and |,
commumnications theoughout the County and cocedinates interface with contiguous counties and State; administers the
design, implementation, and operation of a new emérgency communications and dispatch radio system and center; |
administers the design, implementation, and operation of the traffic accident and incident website reporting system;
administers the design, implementation, and operation of the hospital and healthcare capacity and restriction website
and reporting system; dssists in the design and operation of a countywide hlg,hway and interstate intelligent

fransportation system).

Administers the activities and fanctions of the Countywide Emergency Services Advisory Baord including the Executive
Committee, Communications committee, structural collapseftechnical rescue, law enforcement, counter and anti-

terrorism, 9-1-1 public notification and evacuatlon and legislative.

Develops and conducts informational lectares and seminars for public safety and emergency management organizations
and other organizations. (e.g- plans training program; develops objectives; coordinates production of training materials;
presents information).

* © The Archer Company . - '
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Minimum Training and Experience Required to Peri‘orm Essential Job Functions

Bachelor's degree in environmental science or related field with five years of emergeucy management experience; ot any
equivalent combination of training and experience which provides equivalent knowledge, skills, and abilities.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perforn Essential Job Functions

Physical Requirements ‘ X

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

. Ab:hty to operate audio-visual eqmpment such as a camcorder, radio equipment; cellular telephone; VCR. and overhead
projector.

Supervisory Responsibilities

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

-

¢ Ability to provide instruction to other eﬁ1ployees.
= Abilityto recommend the discipline or discharge of other employees.
»  Ability to recommend the ﬁansfer, promotion or salary increase of other emplayees.

Mathematlcal Ability

. Ablhty to add, subtract, multlply, divide, calculate dec:mals and percentages and make use of the prmclples of
descnptwe statistics,

Language Abilify & mterpersnnal-Commimication -

s - Ability to comprehend a variety of informational documents including payroll records, budget docurments, committee
reports, work plans, agendas, training plans and other reports and records. .

»  Ability to comprehend a variety of reference books and manuals mcludmg CMEIMS manual, Ohio Revised Code,
" Federal Code and register, Civil Preparedness. Guides, Emergency Operations manual and OEMA Sample plam.

s  Ability to prepare payroll records, budget documents, Federal CCA, protocols guldahnes flow charts, dlagrams
performance evaluations, position descriptions, and other job related documents using prescribed format and conforming

to all rules of punctuation, grammar diction and style.

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

o Ability to use and interpret legal, engineering/environmental, accounting and emergency management terminology and
" language. :

. Ability to commumicate with Emergency Medical Services Advisory Board, CEM Advisory Board, other local
government officials, Director, County Prosecutor, County Administrator, Board of County Commissionets, division
employees, other County employees, media and the general public. :

Environmental Adaptability

®© The Archer Company April 27, 2007




Cuyahoga County Classification Specification . : 1062435
e Work is typically performed in an office environment, '

s  Work involves responding to emergency situations and exposure to various weather condltlons and the imminent danger
of the emergency, such as hazardous materials or natural disasters.

Cuyahoge County is an Equal Opportum'ty Employer.‘ In compliance with the Americans with Disabilities Act, the County
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
" employees and incumbents to discuss potential accommodations with the employer.

© The Archer Company April 27, 2007




CU YAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Facility Sérvices Manager ' Class Numnber: 1042161
- . : Pay Grade: 17

| Departments: | Ceniral Services, only - ' - ' ' |

Clasmficatlon Functmn

The purpose of this classification is to manage the custodial maintenance progran, buﬂdmg trades, capital projects and
engineering services. . .

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 requ:red and assigned.

e ' Manages, plans and coordmates all custodial maintenance, construction pro_]ects and engmeermg services (e.g.- prepares
annual budgef; determines staffing needs for custodial maintenance; oversees custodial programs for customer
satisfaction and comphance, monitors completion of work orders; coordinates and schedules maintenance and
construction work with affected County office(s); visits construction project sites to inspect work).

e Supervises building trades employees (e.g,- recommends hiring; assigns and reviews completed work assignments;
prepares employee performance evaluations; approves employee leave requests -and momtors use of leave; recommends
discipline and selection). :

e Oversees all contracted services relating to construction projects and maintenance (e.g.- prepéres specifications for
contracted work; reviews proposals and quotes; selects contractors for emergency work).

s Performs related administrative responsibilities (e.g.- approves purchases within budgetary guldelmes responds to
written and verbal inguiries and complaints; maintains related records)

Minimum Training and Experience Reqﬁired to Perform Essential Job Functions

_|Bachelor’s degree in management studies with six years of construction/maintenance experience including three years of
supervisory experience or any equivalent combination of training and experience.

Additional Requirements

No additional license or certification is required.

[Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requirements -
e Ability to operate a variety of antomated office machi:lle_s including personal computer, calculator, copier and telephone.
Suﬁervisorf Responsibilitieé
= Ability to assign, revievif,‘plan and coordinate the work of other employees.
e Ability to provide instruction to other employees. |

e Ability to recommend the discipiine or discharge of other enmployees.

©® DMG 199
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Mathematical Abl]lty

Language Ability & Interpersonal Communication

Environmental Adaptability

. Ability to comprehend a variety of informational documents including production reports, work-orders union contracts,

" Americans with Disabilities manual, equipment handbooks and operating manuals, and County policies and procedures

Ability to commmunicate with elected officials, administrators, sales representatives, County employees, contractors,

Ability to recommend the transfer, promotion or salar'y increase of other employees,

Ability to add, subtract, multlply, divide, calculate decimals and percentages and apply the basic prmc:ples of algebra
and geometry. .

invoices, payroll documents, employee leave requests, mechamcal drawings, electrical diagrams, blueprmts technical
study reports and other reports emd records; - .

Ability to comprehend a varlety of reference books and manuals including Ohio Revised Code building codes,

manuals.

Ability to prepare maintenance reports, construction progress reports, building safety reports, corresﬁondence 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, to convince and influence others, to record and deliver
information, to explain procedures to follow instructions.

Ab:hty o use and mterpret archltectural electrical and mechamcal terminology and Ianguage

state inspectors, and the general public.

Work is typically performed in an office and shop environment.

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

© DMG 1996



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

"Class Title: Hazardous Materials Supervisor Class Number: 1062421 -
. ‘ ' Pay Grade: 10

| Departments: | Justice Affairs, only o ‘ |

Classification Function

The purpose of this classification is to plan and administer the County's hazardous materials program and to supervise
environmental specialists, :

' Essential Job Functions ' L

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

» - Performs administrative and planning duties related to the County's overall emergency management program including
the hazardous materials program (e.g- directs the annual update of the Comprehensive Plan for Response to Hazardous
Materials Incidents: receives and responds to notifications of emergency releases of hazardous Materials; coordinates
the development of annual emergency exercises involving hazardous meterials; provides staff research, documentation
and recommendations regarding environmental affairs; directs compliance and-enforcement programs for facilities
subject to environmental regulations; provides on-call incident command service far the County's Emergency Operations

Center during major emergency incidents).

. Supervisés environmental specialists (e.g. - plaps, coordinates, assigns and reviews work; provides job training and
instruction; responds to-employee problems; evaluates performance; recommends disciplinary action when appropriate).

s  Manages the administrative functions of the Local Emergency Plamning Committee (LEPC) (é.g.- schedules meetings,
prepares grant proposals; records minutes of meetings; prepares meeting agendas; recommends policies, resolutions and
long term planning goals; provides staff direction and support for the committee and its sub-committees; manages and

performs public outreach activitics).

s " Functions as County's liaison with various organizatioﬁs apd individuals including State Emergency Response
. Commission (SERC), Chio EPA, Ohio EMA, emergency. responders znd elected officials from communities {e.g. -
responds to questions; assists with problem resolutior; receives and documents information).

Minimum Training and Expericnce Required to Perform Essential Job Functions

Bachelor's degree in environmental science, emergency management or related field and three years of hazardous materials.
experience; or any equivalent combination of training and experience. '

Additional Requirements

Requires OSHA’s Hazardous Materials certification.

© DMG 1993 Revised 1997 ¢
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Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

s Ability to operate a vanety of automated office machines mcludmg personal computer, prmter adding machine,
typewriter, and copier.

s - Ability to operate audio-visual equipment inclu@.overhead projeéfor; slide projector and VCR.
*  Ability to operate communications equipment including cellular phone and two-way radios.

»  Abilityto q.peréte a motor vehicle.

Supérvisory Responsibilifies

+ Ability to assilgn, review, plan and coordingtc the work of other emplofees. '

e Ability to provide instruction to other empioyees. '

| Ability to recorﬂmend the discipline or dischatge of other employees.

e Ability to recommend the transfer, promotion or salary increase of otﬁer emp]oy.ees; '

Mathematical Ability

s Ability to add, subtract, multiply, divide, calculate decimals and percentages, and make use of the prmclples of "dlgebra,
geometry and trigonometry, -

Language Ability & Interpersonal Communication

s Ability to comprehend a varlety of informational documents including time sheets, payroll records, employee
peiformance evaluations, employee leave requests, invoices/vouchers, hazardous waste permifs, emergency plans,
facility hazard analysis, material safety data- sheets, annual chemical inventories, facility inspections, chemical spill
notifications, environmental audits, public information requests, pratocols grant requests, LEPC forms, work plans, '
proposals, and other reports and records. _

e Ability to comprehend a variety of reference books and manuals including environmental data bases, computer manusls,
software manmals, chernical abstracts, census data, maps, fechnical manuals, state and local plans and protocols, Ohio
Revised Cods, Ohio Administrative Code, Federal Register and Code of Federal Regulations and personnel policy

manuals.

*  Ability to prepare comprehensive anmual plap, LEPC mitutes and by-laws, p'olicy development documents, flow charts

_ and diagrams, swrveys, environmental audits, damage assessments, annual exercise and plan approval documents, budget
requests, press releases, grant requests, memos, correspondence, and othet job related documents usmg prescribed

format and conforming to all rules of punctuatlon, grammar, diction and style. '

‘|s  Ability to supervise and counsel employees to convince and influence others, to record and deliver information, to
" explain procedures, and to follow instructions, :

»  Ability to use and intgrpret legal, enginesring/environmental, and accounting terminology and language.

s Ability to communicate effectively with supervisoré, program coordinators, Board of Commissioners, and committee
members, elected officials, other County employees, and the general public.

© DMG 1993 ' o . ) Revised 1997
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Environmental Adaptability ' '

s Work is typically performed in an office environment.-

e Work invelves responding to emergency situations and exposure to various weather conditions and the imminent danger
of the emergency, such as hazardous materials or natural disasters.

Cuyahoga County is an Equal Cpportunity Employer. In compliance with the Ameyicans with Disabilities Act, the Cozmty'
will provide reasonable accommodations to qualified. individuals with disabilifies and encourages both prospective
employees and incumbents to discuss potential accommaodations with the employer.

© DMG 1993 Revised 1997




C_UYAHOCA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Juvenile Justice Center Building Project Manager Class Number: | 1042181
: ) Pay Grade : 17

[ Departments: | ‘Cemral Services, only : |

Classification Function

The purpose of this classification is fo assist the Dlrector in facilitating pmject development of the Juvenile Justice Center's
design, building systems, and construction.

Essential Job Functions

The following duties are normal for this classification. These are not to be constru-ec'l" as exclusive or all-inclusive. |-
Other duties may be required and assigned.. '

»  Assist the Directof in fac111tatmg project development of the Juvenile Justice Center s design, building systems, and
construction.

*  Administer the archltecture engineering, and contract .management confracts mcludmg hazardous matenal remediation
" contracts. Conduct architectural and engineering document reviews. .

e  Facilitate consultant progress through internal information generation and dissemination. -
e Facilitate and monitor maintenance of project construction cost and time schedule. Monitor construction process.

s Facilitate communication and decision process.

e Serve as a cross-functioning team member for technology applications, planning and programming, business
managemenit, move management, finance, integrated workplace design, real estate, public relations, and commissioning.

Miuimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in architecture or related ﬁeld with six years of architectural experience or any equivalent combination of
tralmng and experience.

Additional Requirements

Architecture license or equivalent.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physmal Requlrements

J#  Ability to operate a variety of automated office machines mcludmg personal computer, calculator, fax, copier and
telephone. '

Supervisory Respons:blhtles

+  Ability to asmgn, review, plan and coordinate the work of other employees.

. Ability to provide instruction to other employees.
© March 31, 2006 : ' B Proposed April 10, 2009
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Mathematical Ability

. Abﬂlty to add, subtract, multlply, dmde, caloulate decimals and percentages and apply the basic principles of algebra
and geometry.

Language Ability & Interpersonal Communication

s Ability to wmprehend a variety of informational documents including architectural drawings, technical specifications,
project specifications, progress reports, proposals, technical reports, invoices, electrical diagrams, blueprints, and other
reports and records.

s Ability to comprehend a variety of reference books and manuals including Ohio Revised Code, building codes,
Americans with Disabilities manual, architectureal specifications, zoning drawings, equipment handbooks and operating
manuals, and County policies and procedures manuals. :

e Ability to prepare architectural drawings, architectural and technical specifications, project budgets, project c'ompletion
' schedules, contractor payments, construction progress reports, correspondence and other job related documents usmg
prescnbed format and confonnmg to all rules of punctuation, grammar, diction and style.

e Ability to supervise and counsel employees and comractors to convince and influence others, to record and deliver| -
information, to explaln procedures, to follow instructions,

e Ability to use and interpret architacturai, electrical and mechanical terminology and language.

. Ab111ty to communicate with elected officials, administrators, sales representatlves County employees contractors,
state inspectors, and the general public.

Environmental Adaptability

e Work is typically performed in an office environment, but includes onsite inspections and reviews.

Cuyahoga County is an Egumi Opportunity Employer, In compliance with the Americans with Disabilifies Act, the County
will provide reasonable accommodations to qualified ndividuals with disabilities and encourages both prospective
employees and incumbenis to discuss potemtial accommodations with the employer.

. © March 31,2006 . - ' ' - Proposed April 10, 2009
Revised April 20, 2006 :




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Persdnnel Administrator [ - ) ) - | Class Number; 1053631,
) ' Pay Grade: 12 .

[Departments: | All departments . ' ' 1

Classification Function

The purpose of this classification is to administer a comprehensive personnel program in a department of less than 400
employees, or to assist a higher level personnel administrator in a department of greater than 400 employees, and to supervise
personnel officers and persomnel technicians.  Personmel services include employment, benefits, classification and
compensation, and personnel policy administration.

- Essential Job Functions

The following duties are normal fbr this_ classification. These are not fo be coﬁstrued as exclusive or all-inclusive,
Other duties may be required and assigned. ' : ’

»  Administers comprehensive personnel program in a department of less than 400 employees, or to assist a higher level
personnel administrator in a department with greater than 400 employees, with responsibility for a variety of personnel
services including employment, benefits, classification and compensation, and personnel policy administration (e.g.~
directs and maintains overall operation of personnel service(s); develops personmel policy recommendatlons and
forwards to County Human Resource Department (CHRD) and Board of County Commissioners). ‘

. 'Superwses personnel officers and personnel technicians {e.g.- plans, coordinates, assigns and reviews work; evaluates
performance; responds to employee problems; maintains work standards; provides instruction and iraining; recommends
selection, transfer, promotlon or dlsc1p1me of employees; evaluates performance; reviews and approves requests for

leave).

»  Functions as department’s lisison with the County Personnel Department (e.g.- responds to questions from the genéral
public and employees regarding personnel policies and procedures; investigates complaints from department employees;
represents department at meetings and conferences regarding personnel issues). .

»  Provides personnel services for assigned County department in the area of employment and. benefits (e.g.-reviews
employment applications for minimum qualifications; vetifies references; schedules employment interviews; conducts or
witnesses interviews; posts vacancies; prepares personnel requisition forms for vacant positions; contacts recommended
applicants with job offer; coordinates completion of employment paperwork by néw employee; responds to employment |
questions from general public and County employees; answers questions regarding benefit enroflment process; serves as
liaison with the Public Employee's Retirement System (PERS)).

»  Provides classification and compensatlon services for County (e g~ prepares and cotrects posmon descriptions.or job
_postings as positions become vacant or change; conducts job audits and makes recommendations; researches job

classification d;rectory for appropnaxe classification of new positions).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in personnel adrmmstratlon human resources or related field with five years of personnel expenence or
- |any equwalent combination of training and experience. ’ !

Additional Requirements

No special license or caijtiﬁcation is required.

©® DMG 1993 Revised 1996 -




Cuyahoga County Classification Specification . 1053631
O ) o

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

" |Physical Reqairements

e« Ability to opetate a vanety of automated ofﬁce machines inciuding typewriter, computer termmal printer, personal
computer, calculator, copier and fax machine.

Supervisory Responsibilities

s Ability to assign, review, plan and coordinate the work of othef employees.

| s Ability to provide instruction to other employees.

| ®  Ability to recommend the discipline or discharge of other employees.

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

Mathematical Ability

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

Language Ability & Interpersonal Communication

s  Ability to comprehend a variety of informational documeﬁts including employment applicationé, résumés, PERS
applications, job audit forms, job classifications, performance evaluations, requests for leave and other reports and

records.

|+ Ability to comprehend a variety of reference books and manuals including the PERS manugl, Americans with
Disabilities Act (ADA) handbook, job classification book, personnel policy manuals and the Ohio Revised Code.

s Ability to prepare position postings, surveys, performance evaluations, position descriptions, letters, memos and other
job related documents using prescribed format and c_onforming to all rules of punctuation, grammar, diction and style.

«  Ability to manage people and programs, to supervise and counsel employees, to convince and mﬂuence others, to record |
and deliver informatiorn, to explain procedures, to follow instructions.

s Abilityto uée and interpret personnei termjnology and language.

¢ Ability to communicate with the County Commmsmners County Human Resource Director, CHRD personnel, dlrectors
managers, supervisors, other County employees other elected ofﬁcmis and the general public.

Environmental Adaptability

e Work is typically performed in an office environment.

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

employees and incumbents to discuss potential accammadanons with the employer.

© DMG 1993 Revised 1995




'CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: PersonnelAdminisﬁator‘Z : Class Number: . . . | 1053632

Pay Grade: 113

I ﬁepartments: | All departménts . ' , |

massiﬁcation Function.

The purpose of this classification is to administer a comprehensive personnel program in a department of greater than 400
employees and to supervise lower level persormel administrators, personmel officers and personnel technicians. Persormel |
services include employment, benefits, clasmﬁcatmn and compensation, personnel policy admmjsu'atlon, labor relations and

{training and development.

Essential Job Functions

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

Commissioners).

- Functions as departmaﬁt’s liaison with the County Human Resource Department (CHRD) (e.g.- responds 1o questions

- wiinesses interviews; posts vacancies; prepares personnel requisition fonns for vacant positions; contacts recommended

Administers comprehensive personnel program in a department of greater than 400 employees with responsibility for a
variety of personmel services including employment, benefits, classification and compensation, personnel policy
administration and training and development (e.z.- directs and maintains overall operation of personnel service(s);
develops personnel policy recommendations and forwards to County Human Resource Department and Board of County

Supervises lower level personnel administrators, personnel officers, personnel technicians and/or training personnel (e.g.-
plans, coordinates, assigns and reviews work; evaluates performance; responds to employee problems; maintaing work
standards; provides instruction and training; recommends selection, transfer, promotion, or discipline of employees;
evaluates performance; reviews and approves requests for leave). .

Oversees department -training program (e.g.- coordinates training persommel; reviews training program proposals and
makes recommendation for new training; reviews training participation reports and evaluations to ensure that training

goals are-met).

from the general public and employees regarding personmel policies and procedures; investigates complaints from
department employees represents department at meetings and, cunferences regarding personnel issues),

Functions as department’s representative for labor relations and collective bargammg issues (e.z~ attends all disciplinary
hearings for department employees; recommends disciplinary action to be taken based upon guidelines).-

Provides persomnel services for assigned County department in the area of emp]oyment and benefits (e g.-reviews
employment applications for minimum qualifications; verifies references; schedules employment interviews; conducts or

applicants with job offer; coordinates completion of employment paperwork by new employee; responds to employment
questions from general public and County employees; answers questions regarding benefit enrollment process; serves as
liaison with the Public Employee s Retirement System (PERS)) ' .

Prowdes clasmﬁcatzon and compensatlon services for County (e.g.- prepares and corrects position descriptions or _]ob
postings as positions become vecant or change; conducts job audits and makes recommendation; reseatches job

classification directory for appropriate classification of new pasitions).

© DMG 1593
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Cuyahoga County Classification Specification : 105363;2
] .

Minimum Training and Experience Réquired to Perform Essential Job Functions

Bachelor's degree in persornel administration, human resources or related field with nine years of personnel experience
including four yeats in a supervisory capacity; or any equivalent combination of training and experience.

Additional Requiremenfs

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

e  Ability to operate a vanety of automated office machines mcludmg typewriter, computer terminal, printer, personal
computer, calculator, copier and fax machine.

Supervnsory Responsibilities

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

e Abilityto prov1de instruction to other employees.

Ability to recommend the discipline or discharge of oﬁer empioyees.

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

Mathematical Ability

o Ability to add, subtract, multiply, d1v1de, calculate decimals and percentages aucl appIy the prmclples of descriptive
statistics.

Language Ability & Interpersonal Communication

{s  Ability to comprehend a variety of informational documents including employment applications, résumés, PERS
applications, job audit forms, job classifications, performance eva.luatlons requests for leave and other reports and,

records.

. Ab;'lit;} to comprehend a variety of reference books and manuals including the PERS manual, Americens with
Disabilities Act (ADA) handbook, job classification book, personnel policy manuals and Ohio Revised Code

|e  Ability to prepare bosition postings, surveys, performance evaluation, position 'descriptioﬁs, letters, memos and other job
related documents using prescribed format and conforming to all rules of punctuation, grammar, diction and siyle.

e Ability to manage people and programs to supervise and counsel employees, to convince and influence others, to record
- and deliver information, to explain procedures, to foliow instructions.

»  Ability to use and interpret personnel terminology and language.

*  Ability to communicate with the Connty Commissioners, County Human Resource Director, CHRD person.nel directors,
managers, superv;sors other County employees, other elected officials and the geueral public. -

-| Environmental Adeptability

© DMG 1993 - REVISED 1995




Cuyshoga County Classification Specification . : ' -1053632
o .

s Work is typically performed in an office environment.

ngia?mga County is an Equal Opportunity Employer. . In compliance with the Americans with Disabilities Act, the C’oumjﬁ‘
will provide reasonable accommodations to gqualified individuals with disabilities and encourages both prospective
emplayees and incumbents to discuss potential accommodations with the employer.

© DMG 1993 REVISED 1995




CUYAHOGA COUNTY CLASSIFICATION- SPECIFICATION

Class Title: | Personnel Administrator 3 - Class Number: | 1653633
FLSA: Exempt ) . | Pay Gradeé: . 14

[ Departments: | County Human Resource Department (CHRD), only B . |

Classiﬁcaﬁon Function

The putpose of this classification is to assist the Personnel Manager in administration of all County persormel services in
compliance with Sections 124,01 - 124.64 and Chapter 325 of the Ohio Revised Code and supervise lower-level personnel
administrators.  Personnel services include employment, benefits, classification and compensation, personnel policy’

administration, end training and development.

\

Essential Job Functions

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

o - Agssists the Personnel Manager in administration of all County personnel services in compliance with Sections 124.01 -

124.64 and Chapter 325 of the Ohio Revised Code (e.g.- assists with enforcement of administrative rules for the purpose

. of carrying out the functions, powers and duties of the County Human Resource Department; ensures departments and

agencies are in compliance with rules, regulations, laws, collective bargaining agreements and .Ohio Revised Code
sections; represents County at hearings with the State Personnel Board of Review). '

s  Supervises lower-level personnel administrators, personnel officers and assigned staff (e.g.- plans, coordinates, assigns
and reviews work; evalvates performance; responds to employee problems; maintaing work standards; provides
instruction and irajning; recommends selection, transfer, promotion, or discipline of employees; evaluates performance;

reviews and approves requests for leave).

e  Trains staff regarding human resources and technical issues related to countywide huinan resources information system
(HRIS) (e.g.- train staff on preparing personnel actions, personnel action revisions, and organization management within
the HRIS; coordinates non-routine changes in HRIS as d]rected by the Personnel Manager; assists the Systers Division

. with coordinating and testmg HRIS updates).

e May coordinate special projects (e.g.- establishes goals and ﬁmélines; facilitates, ovérsees and expedités the paper flow
for processing paperwork for various forms (new hire packets, promotions, FMLA forms); ensutes timelines of sensitive
. transactions are completed in a iimely manner).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in personnel administration, human resources or related field with nine years of personnel experlence
including three years in a supervisory capacity; or any equivalent combination of trajning and experience. .

Additional Requirements

No special license or certification is required.

@© The Archer Company Proposed Deoémb_er 2009



‘Cuyahoga County Classification Specification A oo o 1053633
0 . . .

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requiremexnis

. Ablhty to operate & variety of autorated office machines mcludmg personnhel computer, prmter, caleulator, copler and
fax machine.

Supervisory Responsibilities

s Abilityto aséign, review, plan and coordinate the work of other employees.

*  Ability to provide instruction to other empioyees.

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

*»  Abilityto fecommend the transfer, promotion or salary increase of other employees,

Mathematical Ability

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

Language Ability & Interpersonal Communication

¢ Ability to comprehend a variety of mformatlonal documents including employment .applications, resumés PERS
apphcatlons job andit forms, perfotmance evaluations, requests for leave and other reports and records.

e  Ability to comprehend a variety of reference books and manuals including the PERS manual Amencans with
Disabilities Act (ADA) handbook, personnel policy manuals and Ohio Revised Code.

e  Ability to prepare position postings, swveys, performance evaluations, job audit reports, position descriptions,
correspondence 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 to convince and influence others, to record and deliver
information, to explain procedures, to follow mstructions,

s Ability to use and inferpret human resource termmology and Ianguage

o Ability to communicate with the County Board of Commissioners, County Administrator, County Humsan Resource
Director, CHRD personnel, ditectors, managers, supervisors, State Persomnel Board of Review, othet County

employees, other elected officials and the general public.
| Environmental Adaptability

»  Work is typically performed in an office environment.

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

® The Archer Company l ) Proposed December 2008




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

V'Class Tiile: Personnel Manager . T Class Number: ' 1053634
: : e ' Pay Grade: 15

| Departments:

County Human Resource Department (CHRD), only |

Classification Function

The purpose of this classification is to manage the County’s plan and personnel services in compliance with Sections 124.01 -
124.64 and Chapter 325 of the Ohio Revised Code. Personnel services inciude employment, beneﬁts classification and
compensation, personnel policy administration, and training and development.

| Essential Job Functions

The following duties are normal for this classification. These are not {o be copstrued as exclusive or all-inclusive.
Other dutics may be required and assigned.

|*  Meznages and administers the County’s classification and compensation plan (e.g.- reviews job audit findings and assigng
employees to proper classifications; conducts job audits and assigns appropriate classification; reviews establishment of
new positions for appropriate classification; maintains record of final decisions regarding classification of positions and
assignment of employees to classifications; coordinates public hearings and submission of data to applicable state

agencies).

e  Assists the County Human Resource Director in administration of all County personnel services in compliance with
Sections 124.01 - 124.64 and Chapter 325 of the Ohio Revised Code (e.g.- assists with enforcement of administrative
rules for the purpose of carrying out the functions, powers and duties of the County Human Resource Department,
maintains roster of all employees in the classified civil service; represents the County at hearings with State Personnel

Board of Review),

s Coordinates County’s competitive testing and selection process (e.g.- coordinates development of competitive selection
and testing instruments; prepares lists of persons qualified for appointment to positions; participates in selecﬂon process
for new employees; reviews department selections for compliance).

. Supervises lower level personne] administrators, personnel officers, and assigned staff (e.g.- plans, coordinates, assigns
and reviews work; evaluates performance; responds to employee problems; maintains work standards; provides
instruction and training; recammends selection, transfer, promotion, or dlsclplme of employees gvaluates performance;

reviews and approves requests for [eave).

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in personnel administration, luman resources or related field with ten years of personnel expeﬁénce
inclnding five years in a supervisory capacity; or any equivalent combination of training and experience.

Additional Requireménts

No special licensé or certification is required.

Revised October 27, 2006
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Cuyahoga County Classiﬁcaition Specification - 1053634 -
O X : ) _

~|Minimum Physical and Mental Abilities Re(;ui_red to Perform Essential Job Functions

Physical Reqilirements

e  Ability to operate a variety of automated office machines mcludmg typewriter, computer terminal, printer, parsonal
computer, calculator, copier and fax machine. :

Sﬁpervisory Responsibilities.

s Ability to assign, review, plan and coordinate the work of c.)ther employees.

¢ Ability to provide instruction to. other employees.

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

I " Ability to recommend the transfer, promotion or sél@ inerease of other employees.
Mathematical- Ability |

¢ Ability to add, subtract multlply, d1v1de, calculate decimals and percentages and apply the principles of descriptive
statistics. ‘

Language Ability & Interpersonal Commuaication

e Ability to comprehend a variety. of informational decuments including employment applications, résumés, PERS
applications, job audit forms, performance evaluations, requests for leave and other reports and records.

e  Ability to comprehend a Vvariety of reference books and manuals including the PERS manual, Americans with
Disabilities Act (ADA) handbook, job classification book, personnel policy manuals and Ohio Revised Code.

«  Ability to prepare position postings, surveys, performance evaluations, job audit reports, job classifications, position
descriptions, correspondence and other job related documents using prescnbed format and conforming to all rules of
punctuation, grammar, diction and style.

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

e Ability to use and interpret persohﬁ:el terminology and language.

o Ability to communicate with the County Board of Commissioners, County Administrator, Counfy Human Resource
Director, CHRD personnel, directors, managers, supervisors, Department of Administrative Services, State Personnel
Board of Review, other County employees, other elected officials and the general public.

Environmental Adaptability

s  Work is typically performed in an office environment.

Cuyahoga County s 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. :

" Revised October 27, 2006

® DMG February 4, 2003 )
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CUYAHOGA COUNTY CLASSIFfCATION SPECIFICATION

Class Title: .Personng] .O.ﬁicer ' - Class Number: _____ | 1053621
' ) : Pay Grade: 6

All departments ' _ ' : |

{ Departments:

Classification Function

The purpose of this classification is to provide persom:lel services for Comnty department in the areas of employment,
benefits, and classification and compensatlon

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.

. Prov1des personne] services for assigned County department in the area of employment and benefits (e.g.-reviews
employment applications for minimum qualifications; verifies references; schedules employment interviews; conducts or
witnesses inferviews; posts vacancies; prepares personnél requisition forms for vacant positions; contacts recommended
applicants with job offer; coordinates completion of employment paperwork by new employee; responds to employment
questions from general public and County employees; answers questions regarding benefit enrollment process).

e  Provides classification and compensation services for County (e.g.- prepares and corrects position descriptions or job |
postings as positions becore vacant or change; updates organizational chart when needed; coordinates the-distribution

of performance evaluations; etc.).

¢  Performs miscellaneous- dutlés (e.g.- calculates payable hours for each employee and charges appfopriate hours of leave
used during pay period; distributes pay checks on bi-weekly basis; reviews bi-weekly report of leave balances for each
employee; monitors overtime expenditures .for budgetary availability; coordinates completmn of ﬂemble time
schedules), , .

s

Minimum Training and Experience Required to Perform Essential Job Functions

-| Vocational education in business administration or human resources thh two years of human resource experience; or any
equivalent combination of training and experience.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

s Ability to operate a variety of automated office machines including personal computer, computer tén:m'nal, printer,
copier, typewriter, calculator.

Mathematical Ability

. Abﬂlty to add; subfract, multiply, d1v1de and calculate decimals and percentages.

Language Ability & Interpersonal Communication

© DMG 1993 : . _ Revised 1996



Cuyzhoga County Classification Speciﬁcaﬁ‘on
0 .

1053621

Ability to comprehend a varety of informational documents mcluclmg payroll reports and records, empleyment
applications personnel aetion forms, position descriptions, personnel files and other reports and records. _

Ab111ty to comprehend a varlety of reference. books and manuals mc]udmg computer manuals, software manua]s Ohio}
Rev1sed Code and personmel policy manuals,

Ability to prepare personnel actions, tables of -organization, performance evaluahons, attendance reports, payroll forms,
overtime reports and other job related documents using prescribed format and conforming to all rules of punctuation,

grammar, diction and style,

Ab:hty to supervise and counsel employees, to convince and influence others, to record and deliver mformatlon 10
explain procedures to follow instructions.

Ab:.hty to use and interpret personnel termmology and language

 Ability to communicate with County employses, general public, Human Resource Director, and other personnel officers.

Environmental Adaptability -

Work is typically performed in an office environment.

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

® DMG 1993 .
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Tltle: | Personn€l Technician _ : Class Number: | 1053611
FLSA: Non-Exempt - | Pay Grade: 4
Departments | Office of Human Resources, only - :

Classification Function

The purpose.of this classification is to provide services in the Office of Human Resources that encompass the
processing of payroll, personnel documentation, calculation of empioyee compensatory benefit balances and| -
malintaining employee personnel files. Classification also performs miscellaneous clerical support activities.

Essential Job Functions

| The following duties are normal for thié class'rfica_tlbn. These are not to be construed as exclusive or all-| -
inclusive. Other duties may be required and assigned. ‘

o  Processes payroll (e.g.- performs maintenance of payroll information including wage changes, name and
address changes, time sheets, overtime, and AWOL; prepares employee checklist and reconciles timesheets:
to the checklist; answers questions to assist employees; distributes paychecks). ‘ :

«  Maintains compensatory benefits balances (e.g.- enters usage of sick leave, vacation and compensatory time
into human resource information system; reconciles discrepancies).- : .

« Procaesses personnel documentation (e.g.- verifies personnel information is correct; pracesses combination
‘forms; files completed paperwork; forwards to appointing authority for signature; files personnel action forms
in the employee's personnel file; processes position descriptions for new or reclassified positions; places copy
of new description in employee's personnel file; maintains master file of position descriptions).

+ Performs miscellaneous clerical support activities for human resource division of a County depariment (e.g.-
responds to employee's questions regarding benefits and open enrollment; updates union rates; processes
applications for screening process; processes employment verifications, schedules inferviews and testing for|
employeés; prepares new hire documentafion; processes turnarounds, .processes chitd support checks;
prepares discipline documents and grievance hearing paperwork; calculates incoming money for Jury Buty;
|D's, replacement Jocker keys and copies; prepares correspondence). '

Minimum Training and Experience Required to Perform Esséntial Job Functions

High school diploma with two years of human resource experiance; or any equivalent combination of training and
experience. ‘ . . ' .

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functioné

Physical Requirements

® The Archer Company , ' , " Revised April 2010
'Revised May 1999 ' ' :
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Cuyahoga County Classification Specification ) _ 1053611
*  Ability fo operate a variety of automated office machines including computer, printer, calculator and copier.

_1Mathematical Abllity

+  Ability to add, subtract', mulitiply, divide and calcﬁlat_e decimals and percentages.

Language Ability & inierpersonal Communication

»  Ability to comprehend a variety of informational documents including payroll registers, attendance records,
service letters, employment applications, service letters, union change forms, pre-discipline conference
notices, personnel actions and other reperts and records.

»  Ability to comprehend a varisty of reference books and manuals including personnel policy manuals.

¢ Ability to prepare payroll checks, peréonne! actions, correspondence and other job related documents using
prescribed format and conforming to all rules of punctuation, grammar, diction and style.

s Ability to record and ‘deiiﬁfer information, to explain procedufes, to follow instructions.

¥_- Abi'lity to'use and interpret hurﬁan resource terminology and language.

s . Ability to communicate with supervisor, payroll personnel, other County employees and the general public.
Environmental Adaptability | '

o Work is typically performed in an office environment.

Cuyahoga County is an Equal Opportunity Employer.  In compliance with the Americans with Disabﬂitfés 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.

'© The Archer Company : . Revised April 2010
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION |

Class Title: Program Officer Manager Class Number: 1052416

Pay Grade; 17

{ Departments: | All departments , , 7 ._ ' I

Classification Function

. [ The purpose of this classification is to manage division of management analysis and planning and to supervise lower-level
program officers. :

Essential J ob Funciions

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

Manages division of management énalysis and planning and supervises lower level program officers {e.g.- develops
standards of procedures for projects and studies; reviews and approves study timeframes and resource forecasts; reviews

‘study findings; assigns and directs work of program officers; provides instruction and training; responds to employee

problems; reviews and approves employee leave requests; evaluates employee performance, recommends the transfer,
selection, promotion, discipline or discharge of employees). .

Mariages -focused studies or projects as part of a centralized County management analysis and planning section (e.g.-
manages project throngh research, analysis, design and development phases; leads team of employees through project;
sets and maintaing project schedule; forecasts project resource requirements; ass1gns project tasks to team members and
follows up on task completion).

Develops new operations, systems, policies and/or procedures for ex1st1ng County programs (e.g.- develops different
options for new or revised operations, systems, policies and/or procedures; researches new legislation to address
required changes in existing operations, policies and/or procedures; exarmines alternative options {o ensure they address
previously identified needs or deficiencies; makes presentations to report findings and make recommendations for new
operations, systems, policies and/or procedires; develops plans for mplementmg the selected course of action inciuding
resource and time estimates; implements the proposed plans).

Researches, analyzes. and evaluates existing operauons, systems, policies .and/or procedures to identify. areas for
improvement or enhancement (e.g.- researches background information fo understand current practices and related
issues; researches customer, client or citizen complaints; conducts program needs analysis; compiles resuits of research
data and identifies areas of program inadequacy; researches and conducts surveys to determine best practices).

Researches, analyzes and evaluates information to detertnine impact and/or feasibility of proposed changes in program
operations, systems, policies and/or procedures (e.g.- analyzes proposed changes under the current conditions and
influencing environments to 1dent1fy impact; evaluates impact of proposed changes to detemme feasibility of
implementation), .

Performs administrative tasks in connection with above functions and tasks (e.g- attends meetings and seminars related
to progretn issues; maintains related documentation and records; prepates correspondence and reports). '

® DMG 1993 ' _ . Proposed October 27, 2006




Cuyzhoga County Classification Specification _ : 1052416

'|Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor's degree in business administration or related field with nine years of research and anmalysis experience; or any
equivalent combination of training and experience which provides equivalent knowledge, skills and abilities.

Additional Requirements

No special license or certification is required.

Munmum Physncal and Mental Abilities Required to Perform Essentxal Job Functions

- | Physical Reqmrements

s Ability to operate 2 variety of automated office machines inchwling personal computer -printer, calculator, copier, fax
machine, typewriter, telephone.

Supervisory Responeibilitim

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

*  Ability to provide instruction to other employees.

' ‘o Ability to recommend the discipline or discharge of o_thef employees.

. Abili.ty to re‘eommeﬁd the transfer, promotion or salary increase of other employees.

Mathematical Abiity

*  Ability to add, subiract, multiply, divide, calculate decimals and percentages, apply the principles of descriptive
statistics, apply algebraic formulas and interpret inferential statistics.

Language Ability & Inferpersonal Communication

» 'Abi]itjr to comprehend a variety of informational documents including financial repoﬁs, statistical reports, contracts and |
other reports and records. B

»  Ability to comprehend a variety of reference books and manuals including purchasing manuals, personnel policy
manuzls, administrative procedure manuals, and Ohio Revised Code.

s Ability to prepare financial staterents. and reports, statistical reports- contracts, budgets, budget projections, study
reports, correspondence and other job- related docwments usmg prescribed format and conforming to all rules of
punctuat:lon, grammar, diction and style.

s« Ability to manage and supervise other eniployees, to counsel and advisc adminigtrators, to ¢onvince and influence
others, to record and deliver information, to explain procedures, to follow instructicns.

. Ability to use axid interpret business, legal and basic accounting terminology and language. :

. 7Ab111ty to commmmicate with directors, managers, supervisors, other County employees outside boards, commissions;
_agencies, and other governments. .

Environmenial Adaptability

s Work is typically performed in an office environment.

© DMG 1993 Proposed QOctober’27, 2006
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Cuyahoga County is an Equal Opportunity Employer. In cowipliance 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. :

@DME1993 - .o ' | " Proposed October 27, 2006



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Risk & Compliance Manager - C Class Number: 1055363
L ) Pay Grade: 115

| Departments: | Central Services, only ‘ |

‘Classification Functidn' :

The purpose of this classification is to manage the County’s comprehenswe risk management program addressmg rigks and
exposires to loss countywide.

Essential Job Functions

The following duties are normal for this classificati(m.l These are not to be construed as exclusive or all-inclusive,
Other duties may be required and assigned. : : : C

«  Manages the County’s risk management program addressing risks and exposures to loss (e.g.- recommends, implements
and maintains policies and procedures governing risk management and insurance; identifies, analyzes and controls risks
of loss; assists othe departmenits with matters invelving potential risks of loss; implements and supervises investigations
of insurance claims; assists developing safety education programs; benchmarks insurance programs; administers and
prepares bid specifications or other procurement methods of insurance coverage; recommends preferred bldders,
recommends purchases of insurance when indicated; arranges for discusses claims and filing concerns).

s  Ensures physical asset protectlon (e.g- physmally inspects property, determmes risks assessments of facilities).

. Supemses lower level employees including senior risk analyst a.nd risk analyst (e g.- recommends hiring; asmgns and
‘teviews completed work sssignments; prepares employee performance evaluatlons approves employee leave reguests
and monitors use of leave; recommends discipline and selection).

»  Performs related administrative responsibilities (e.g.- approves purchases within budgetary guidelines; respoﬁds 4]
written and verbal inquiries and complaints; mainfains related records; attends Board of County Commissioners

. meetings with Director or representative).

Minimum Training and Experience Required to Perform Essential Job Functions

Juris Doctor and one year of insurance administration/risk management expenence Must be licensed to practice law in the
State of 01110

Additional Requirements

Biennial renewal of license.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Phs'(sli:al Reguirements.

e  Ability to 6peijéte a variety of ofﬁqe equipment including personal computer, calculator, copier and ielephone.
Supervisory Responsibilities — ‘

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

s  Ability to provide instruction to other employees. _
 © DMG September 26, 2000 Proposed November 17, 2004




Cuyahoga Coﬁnty Classification Specification A : \ 1055363

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

‘fe  Ability to recommend the transfer, promotion or salary incrense of other employees

Mathematical Ability

s . Ability to add, subtract, multxply, divide, calculate decimals and percentages and apply the basic principles of algebra
and geometry _

Language Ability & Interpersonal Communication

»  Ability to. comprehend a variety of informational documents including insurance contracts, insurance policies and
reports, insurance laws and legislation, legal opinions, real estate contracts leasing contracts, union conh‘acts incident
and acc1dent reports and other reports and records.

. Abllrty fo comprehend a variety of reference books and marnuals mcludmg Ohio Revised Code building codes, safety
reguiations, Americans with Disabilities manual, equipment handbooks and operatmg mannals, and County policies and

procedures manuals.

»  Ability to prepare real estate contracts, leasing contracts, incident and accident reports, bond indentures, disciplinary
reports, ‘building safety reports, correspondence and other job related documents using prescribed format and
conforming to all rules of punctuation, grammar, diction and style, .

e  Ability to manage, supervisé and counsel employees, to convince and influence others, to evaluate employees
performances, to record and deliver information, to explain procedures, to follow structions.

‘| Ability to use and interﬁret architectural, contractual, legal and insurance terminology and language. -

s Ability to communicate with elected ofﬁc1a.ls, administrators, sales representatives, County employees contractors,
state mspectors and the general public.

-| Environmental Adaptability

e Work is typically performed in an office and shop 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 prospectwe
employees and incumbents to discuss potential accommodatzons with the employer.

@IDMG September 17, 2600 Proposed November 17,.2004 .



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Security Camera Coordinator , Class Number: 10241 0_1
FLSA. Non - Exernpt . : Pay Grade: 2
Dept: Fiscal Office ' .

Classification Function
The purpose of this classification is to manitor security cameras to oversee the security of office

- documents and employees

Dlstmgwshmg Characterfstlcs ‘
This is an entry/joumey level, technical classification with responsibility for acting as a member ofa
survey crew. This classification works under a framework of well-defined procedures and regulations.

The incumbent performs assignments designed to develop technical work knowledge and abilities
periaining to the operation of all types of surveying instruments. Limited exercise of judgment is
required on details of work and making preliminary selections and adaptations of surveying

. alternatives.
V'Essential Job Functions

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

75% +-15%

.+ Monitors DVR cameras of all areas of the office; initiates calls proper authority regarding
emergency situations; works with County Security and detectives concerning safety and security

issues; checks wave system daily.
o : _ 10% +/- 5%
¢ Interacts with customers; provides information as needed. '

: 10 +/- 5%
‘. Serves as safety and evacuation coordinator, addresses employee safety or security issues;
coordinates lockdown procedures with employess; installs access code for front office, ‘

: _ 5% +f— 5%
= Conducts yearly inventory; tags equipment for inventory.

Experience Required to Perform Essential Job Functions

Highi school.diploma or GED with two (2) years of related expenence or any combination of education
- and experience that provides equivalent knowledge, skills and abilities. -

Additional Requirements

No required licenses,

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

® Archer Company



Security Camera Coordinator _ SR ' - 1024101

. Ablllty to operate a variety of office equ1pment including computers and secunty monitoring
equment _ :

Supervisory Responsibllmes
- No supervisory responsibilities.
Mathematical Ability

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

Language Ability & Interpersonal Communication
* Ability to perform basic level of data analysis inbludlng the ability to review, -classify, categorize,

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

recognize interactive effects and relationships.

¢ Ability to comprehend a varlety of informational documents mcludlng oonfldentlahty sheets
scheduies and inventory documentatlon .

¢ Ability to comprehend a variety of reference books and manuals inciuding departmental and
-County policy manual, reference manuals and standards. .

. Ability to prepare .inventory report, memos and other job related clocuments using prescribed
format and conforming to all rulés of punctuation, grammar, diction and style.

+  Ability fo record and deliver information, to explain procedures, to follow instructiohs

»  Ability to develop and malntam effective working relationships with a vanety of individuals within
and outside the department.

«  Ability to use and interpret generai office and security equipment related terminplogy and
language including survey nomenclaturs, symbols and adjustments. '

. Ab_ilfty fo communicate with supervisor, co-warkers, and the general public.
Environmental Adaptability

. Work is typically performed in an office environment and in the field.

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

' prospective employees and incumbents to discuss potential accommodations with the employer,

® Archer Company



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Senior Family Serviceé Supervisor - Class Number: 1014212
- - ' : Pay Grade: I

| Departments: | Human Services, only ' _ ’ i |

Clasmficatlon Function

The purpose of this classification is to superwse lower level famﬂy setvice supervisors and family service aides providing
services to individuals in the community in need of social services.

Essential Job Functions

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

»  Supervises lower level family service supervisors and family service aides providing services to individuals in the
community in need of social services (e.g. - evaluates performance; assigns, plans, coordinates and reviews the duties of
family service personnel; recommends and implements disciplinaty procedures; provide and plans ]ob mstructlon and

training; assigns case loads).

¢  Managesa famﬂy service unit providing services to individuals in the community in need of social services (e.g.- plans
unit operations; devises and recommends policies and procedures; insures policies, procedures and service plans are
carried out, monitors random moments forms; assists investigators; monitors state and federal regulations pertaining to
program; interacts with officials of other agencies to exchange information concerning family service program).

e  Evalates and dstermines client need and eligibility for family services {e.g.- reviews the written referral and makes
determination based upon established guidelines; assesses househeld needs for food, fariture, appliances and clothing
for welfare clients; provides transportation assistance to obtain items needed; consults with supervisors, clients, social |
workers, family service aides and officials from other agencies to determine if level of current services is necessary,
proper and/or sufficient; refers client to other agenc:es if necessary, follows up w1th chent to determine if and how well

needs weére met).

e Prepares and maintains all necessary correspondence, records and forms (e.g.- completes required service and agency
forms and statistical reports; draft and prepares correspondence; calculates statistics). -

'|Minimum Training and Experience Required to Perform Essenﬁal Job Functions

High school diploma or equivalent and three years of social service including one year of supervisory experlence, or any
equivalent combmatlon of trammg and experience.

Additional Requlrements

No speci:il license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

*  Ability to operate a variefy of automated office machines.

© DMG 1993




Cuyahoga County Classification Speciﬁ'catlon

© 1014212

0

Supervisory Responsibilities

»  Ability to assign, review, plan and Goordirlate the work of other employees and to me.iritain stan&ards.r
e Ability to provide rnsn'uetion to other employees anri to act on ern;rloyee problems,

. Aleility to recommend the discipline or riiseharge of employees.

. Abilrty to recommend trle ransfer, prorrlotion or salary increase of other. employees,

Mathematical Ability

Ability to edd, subtract, multiply, divide and calculate decimals and percentages'.

_ | Language Aleility & Interpersonal Communication

Ability to comprehend a variety -of informational documents including weekly and montlly time sheets, telcphone
messages, and other reports and records

Ability to comprehend a vanety of reference bocoks and manuals including state pohcy manyal, personnel pohcy manual, |
nmanager's handbook efe.

Ab]]rty to prepare performance appra1sals monthly and annual reports, memos, correspondence, and cther _]ob related
documents using. prescnbed format and conforming to all rules of punctuation, grammar, diction and style.

Abillty superv1se and couuseI employees, to convinee and influence others, to record and deliver information, to explain |.

~ procedures, and to follow instructions.

Ability to use and interpret social work and counselirrg terminology and language.

Ability to communicate effectively with immediate supervrsor, subordinates, clients, other department's supervisors,
personnel officers, medical personnel teleproeessmg personnel, coworkers, other County employees and the general

public.

Environmental Adaptability

Work is typically performed in an office environment.

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

© DMG 1993




CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Senior Personnel Officer. | L - | Class Number: 1053622
) ‘ - Pay Grade: 8

[ Departments: | Ceniral Office of Human Resources, only ' ' |.

Classification Function

The purpose of this classification is to serve as a lead worker and provide personnel services for County depariment in the
areas of employment benefits, and classification and compensauon

- Essentiai Job Functions

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

s Functions as 2 lead worker {e.g.- works proficiently in personnel system and provides system guidance; enters non-
routine changes in personnel system as directed by Personme! Administrator; SAP as prepares and corrects position
~ descriptions or job postings). ‘ .

»  Provides personnel services for assigned County department in the area of employment and- benefits (e.g.-reviews
employment applications for minimum qualifications; verifies references; schedules employment interviews; conducts or
witnesses interviews; posts vacancies; prepares personnel requisition forms for vacant positions; contacts recommended
applicants with job offer; coordinates completion of employment paperwork by new employee; responds to employment
questions from general public and County employees answers questions regarding benefit entoliment process). :

»  Provides clagsification and compensatlon services for County (e.g.- prepares and corrects position descriptions or job
postings as positions become vacant or change; updates organizational chart when needed; coordmates the distribution |.

of performance evalnations; etc.),.

e Performs miscellaneous duties {e.g.~ calculates payable hours for each employee and charges appropriate hours of leave
used during pay period; distributes pay checks on bi-weekly basis; reviews bi-weekly report of leave balances for cach
ermployee; monitors. overtime expendxtures for budgetary availability, coordinates completion of ﬂexlble time

" schedules).

Minimum Training and Experience Required to Perform Essential Job Functions

Associates degree in business administration or human resources with three years of human resource experience; or any
equivalent combination of iraining and experience.

Additional Requirements

‘No special license or certification is required.

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

Physmal Requirements

s Ability to operate a variety of automated oﬂice machines including persnnal computer, cornputer terminal, prmter
copier, typewriter, calculator. -
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Cuyahoga County Classification Speéiﬁcation 1053621
o - .

Mathematical Ability

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

A Language Ability & Interpersonal Communication

Ability to comprehend a variety of informational documents including payroll reports and records, employment
applications personnel action forms, position descriptions, personnel files and other reports and records.

Ablhty 10 comprehend a variety of reference books and manuals including computer manuals seftware manuals, Chio

. Revised Code and personnel pollcy manuals.

Ability to prepare personnal actions, tables of organization, performance evaluations, attendance reports, payroll forms,
overtime reporis and other job related documents usmg prescribed format and confonmng to all rules of punctuation,

grammar, diction and style

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

Ability to use and interpret personnel tenninology and language.

Ability to communicate with County employees, general public, Human Resource Director, and other personnel officers,

- | Environmental Adaptability

Work is typically performed in an office environment.

Cupahoga County is an Equal Opportunity Employer " In compliance with the Americans with Disabilities Act, the County

“will provide reasonable accommodations to qualified individuals with disabilities and. encourages both prospective

employees and incumbents to discuss potential accommodations with the employer.

- ©DMG 1993
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- -CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title:

Pay Grade: 9

]f)epartmgnts: (Central Services, only

Classification Function

The purpose of this classification is to assist coordinating and implementing all.
 aspects of insurance and risk management for the County including interpreting
policies, writing policies, assessing and purchasing insurance and bonds, and
maintaining statistics and records. ' : '

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.

Assists coordinating and implementing all aspects of insurance and risk management
for the county including interpreting policies, writing policies, assessing and
purchasing insurance and bonds, and maintaining stetistics and records (e.g-
conducts thorough investigations of any incidences that may result in asset losses;
creates progress reports regarding management issues; recommends policies and
procedures to centralize claims; coordinates specifications for insurance and bond
programs; coordinates purchases of auto and property insurances through bid
procedures and direct purchase; assesses available insurance and recommends
whether to purchase additional policies; creates database and maintains statistics for
all County claims; negotiates setflement with various personal injurt attorneys and
private businesses; recommends scttlement of claims when set criteria has been met;
pursues collections on losses to the County; implements driver safety checks and
driver education programs; reviews property damage repotts). '

Functions as lead worker over support staff (e.g.- assigns work and coordinates
activities of secretaty; provides job training and instruction - '

Performs, administrative duties (e.g.- assists as client in litigation matters handled by
County Prosecutor and attorneys of the County’s insurance carriers; creates articles
concerning Risk Management; attends various meetings to scrve as a resource on

- claim matters and policy procedures; records and maintains necessary information

and files).

Minimum Training and Experience Required to Perform Essential Job Functions

Senior Risk Analyst | : ' Class Number; 1055362




Bachelor's degree in buisiriéss adriitiistration or related field with three years of insuratice |
administration/ risk management experience; or any eqmvalent combination of trammg '

|-and experience.
| Additional Requirements

No special license or certification is requited

Minimum. Physical and Mental Ablhtles Reqmred to Perform Essentlal Job
Functions :

Physical requirements '
o Ability to operate a variety of automated office machmes including computer

termmal printer, calculator, fax machine, copier, etc.

Supervisory Respnnmblhtles

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

e Ability to provide instructiori to other employees. :

Mathematical Ability- ’

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

~ apply the principles of algebra, descriptive statistics and statistical inference,

Language Ability & Interpersonal Communication

o Ability to comprehend a variety of informational documents including tisk
assessment reports, insurance policies, imsurance forms, bond applications,

- specifications, legal pleadings, accident reports, repair estimates, specifications,

invoices, medical bills and other reports and records.

o Ability to comprehend a variety of reference books and manuals including Ohio
Revised Code, FC & S Bulletins, ete.

e Ability to prepare insurance specifications, purchasing requisitions, revenue charge
backs, informational articles, letters of denial and acknowledgement, revenue
receipts, memos, correspondence, and other job related documents using prescribed
‘format and conforming to all rules of punctuation, grammar, diction and style.

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

¢ Ability to use and interpret legal and insurance terminology and language.

s Ability to communicate effectively with supervisor, insurance agents dlrectors other
‘County employees, and the general public.

Environmental Adaptability

» Work is typically performed in an office environment.




Cuyahoga County is an Equal Opportumty Employer. ' In compliance with the Amerlcans with Disabilities
Act, the County will provide reasonable accommodations, to gualified individuals with disabilities and
encoutages both prospectlve employees and incumbents to discuss potential accommodations w1th the

employer




CUYAI-IOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Training Assistant | Class Number: 1053641
‘ : ‘ Pay Grade BE!

Iluman Services, only - ' o |

. | Departments: -

Classification Function

The purpose of this classification i to assist in identifying training needs, developing programs and evaluating effectiveness
of training programs. ' .

Essential Job Functibns

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. assngned

s Agsists in 'identifying t‘raim'ng needs, developing programs and evaluating effectiveness of training programs {(e.g.-
assists with the identification of training needs through communication with supervisors, conducting surveys and
tabulating results; assists with the analysis of training techniques and recommends usage of new training techniques;
assists in securing or developing materials and instructional resources for training programs; prepares audio-visual aids,
bulletin boards, handouts and dlsplays arranges lodging and meals for participants; schedules and reserves training

. _ facilities).

o Agsists with the pi'esentation of training programs (e.g.- delivers employee orientation sessicns; presents poﬁion of the
training program nsing, audio-visual equipment; distributes trammg program materials, prepares and reviews tranung

program agendas).

¢  Performs administrative duties (e.g. - responds to written or verbal inquiries regarding training programs; maintains
filing system on training data; compiles statistics regarding training program effectiveness; mventories training supplies
and equipment}. .

Minimum Training and Experience Required to Perform Essential Job Functions

High school dipioma or equivalent with vocational training in-business administration and one year of administrative
experience; or any equivalent combination of training and experience.

Additional Requirements

No special license or certification is required.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requirements | -
. Ability to operate a variety of automaiecl office machines including a typexwiter' copier, fax machine and telephone.

»  Ability to operate andio wsual equipment mcludmg a VCR, telewsnon, slide projector, film pro_]ector and ovarhead
pro_;ector

Mathematical Ability

¢ Abilityto aﬂd, subtract, multiply, divide and calculate decimals and percentagés. -
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Languaée Abiiity &llnterpersonal Communication

- Ability to comprehend & variety of informational documents mcludmg memos, training hterauue and other reports and

records.

Ability to comprehend a varlety of reference books and manuals mcludmg pohcm and procedures, State regulations and

_ training manuals.

Ability to prepare memos, correspondence, proposals, monthly 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 and to follow instructions.
Ability to use ang interpret human resource development terminology and language.

Ability to commmunicate effectively with supervisors, staff, employees, other County employees, and the general public.

Environmental Adaptability )

Work is typically performed in an office environment.

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

employee.s' and incumbents to discuss potemzal accommodaﬂons with the employer.
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