
 

 

County Council of Cuyahoga County, Ohio 

 

Resolution No. R2020-0250 

 
Sponsored by:  Councilmember 

Brown on behalf of Cuyahoga 

County Personnel Review 

Commission 

A Resolution adopting various changes to 

the Cuyahoga County Non-Bargaining 

Classification Plan and declaring the 

necessity that this Resolution become 

immediately effective. 

 
 WHEREAS, Section 9.03 of the Charter of Cuyahoga County states that the 

Cuyahoga County Personnel Review Commission shall administer a clear, 

countywide classification and salary administration system for technical, specialist, 

administrative and clerical functions with a limited number of broad pay ranges 

within each classification; and 

 

WHEREAS, the Personnel Review Commission submitted several proposed 

changes to the Cuyahoga County Non-Bargaining Classification Plan; and 

 

WHEREAS, the Personnel Review Commission considered this matter and has 

undergone significant review, evaluation and modification of such submitted changes 

to the Cuyahoga County Non-Bargaining Classification Plan; and  

 

WHEREAS, on November 4, 2020, the Personnel Review Commission met and 

recommended the classification changes (attached hereto as Exhibits A through C) 

and recommended to County Council the formal adoption and implementation of the 

attached changes; and 

 

WHEREAS, it is necessary that this Resolution become immediately effective in 

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

for the usual, daily operation of a County entity.   

 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

 

SECTION 1.  That the Cuyahoga County Council hereby adopts the following 

changes to the Cuyahoga County Non-Bargaining Classification Plan: 

 

Modifications of the following Classifications: (See attached Classification 

Specifications) 

 

Proposed New Classifications: 

 

Exhibit A: Class Title: Deputy Financial Auditor 



 

 

  Number:  11191 

Pay Grade: 13AA/Exempt 

 

  Proposed Revised Classifications: 

 

Exhibit B: Class Title:  Hazardous Materials Coordinator 

  Class Number: 15171 

Pay Grade:  9A/Exempt  

* PRC routine maintenance. Classification last revised in 2016.  

The essential job functions, language, physical requirements, 

environmental exposure, and formatting were updated.  No change 

to FLSA status.  Pay Grade decreased from 10A to 9A due to 

reduced human interaction work requirement factors. 

 

  Proposed Deleted Classifications: 

 

Exhibit C: Class Title: Development Finance Analyst 

    Class Number: 21031 

    Pay Grade:  9A/Exempt  

* This classification has been vacant since 2018.  The department 

indicated that most of the duties performed by this position are no 

longer administratively necessary and the remaining are being 

performed by another higher-level classification (Economic & 

Community Development Program Specialist) that includes similar 

duties. 

 

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

for the usual daily operation of the County; the preservation of public peace, health, 

or safety in the County; and any additional reasons set forth in the preamble. Provided 

that this Resolution receives the affirmative vote of at least eight members of Council, 

it shall take effect and be in force immediately upon the earliest occurrence of any of 

the following: (1) its approval by the County Executive through signature, (2) the 

expiration of the time during which it may be disapproved by the County Executive 

under Section 3.10(6) of the Cuyahoga County Charter, or (3) its passage by at least 

eight members of Council after disapproval pursuant to Section 3.10(7) of the 

Cuyahoga County Charter. Otherwise, it shall take effect and be in force from and 

after the earliest period allowed by law. 

 

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

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

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

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

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

 

 



 

 

On a motion by Ms. Brown, seconded by Ms. Simon, the foregoing Resolution was 

duly adopted. 

 

Yeas: Miller, Tuma, Gallagher, Schron, Conwell, Brown, Stephens, Simon, Baker 

and Jones 

 

Nays: None 

 

     

      1/12/2021 

                              _________________________ __________ 

     County Council President  Date 

 

 

          1/12/2021 

     _________________________ __________ 

     County Executive   Date 

           

 

  1/12/2021 

     _________________________ __________ 

     Clerk of Council    Date  

 

      

  

First Reading/Referred to Committee:  November 24, 2020 

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

 

Journal CC041 

January 12, 2021 

 

[Clerk’s Note:  Electronic signatures affixed in accordance with Cuyahoga County 

Code Chapter 110] 

 

 

 

 

 



   

Proposed DATE                          
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Deputy Financial Auditor Class Number: 11191 

FLSA: Exempt Pay Grade: 13A 
Dept: Fiscal 
 
 
Classification Function 
   
The purpose of this classification is to compile, prepare, coordinate, and review the work to generate the 
Comprehensive Annual Financial Report (CAFR) for Cuyahoga County. This position also conducts the 
management review of bank reconciliations for the County, and ensures all financial reporting is in 
compliance with local, state, and federal regulations.  
 
Distinguishing Characteristics 
 
This is a professional supervisory level position that ensures financial reporting in the Fiscal depart is 
accurate and in compliance with state and federal regulations. This position reports to the Assistant Fiscal 
Officer and is expected to exercise discretion in applying policies and procedures to resolves financial 
reporting issues and to ensure assigned projects and activities are completed in an efficient and timely 
manner. This position is expected to remain up to date regarding methods, protocols, procedures, and 
applicable regulations. 
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

35% +/- 10% 
 Compiles, prepares, and reviews annual financial reports and audits; prepares assigned CAFR work 

papers, adjustments, and note disclosures; review and sign Generally Applied Accounting Principles 
(GAAP) workpapers; ensures reports and transactions are in compliance with the Ohio Revised Code 
(ORC); ensures all business processes are identified and documented; coordinates communication 
and work between the County and State Auditor’s office; reviews and directs audit findings, citations, 
and recommendations; assists with modification of policies and procedures in the financial 
department.  

  
30% +/- 10% 

 Conducts the Management Review and approval of bank reconciliations process; ensures data 
matches between the bank’s accounting books and the Fiscal department’s accounting 
spreadsheets; ensures transactions are properly classified; resolves any discrepancies in the data.  
 

30% +/- 10% 
 Supervises and directs the work of Fiscal Specialist 3s, Accountant 3s, and other assigned staff; 

directs staff to ensure work completion and maintenance of standards; plans, assigns, and reviews 
work; coordinates and/or provides training and instruction; evaluates employee performance; 
responds to employee questions, concerns, and problems; approves employee timesheets and leave 
requests; prepares and reviews documents related to timesheets, requests for leave, and overtime; 
develops and monitors unit work plans and work performance standards; monitors and provides for 
training needs; meets with employees individually and as a unit; recommends personnel actions 
including selection, promotion, transfer, discipline, or discharge.  
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Deputy Financial Auditor  
 
  

          Proposed DATE  

5% +/- 2% 
 Remains up to date on local, state, and federal regulations; consults with other parties and agencies 

regarding accounting policies and procedures; develops new policies and procedures to ensure the 
County is operating efficiently and in compliance with regulations.  
 

Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in accounting, finance, business administration, or a related field of study with five 

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

 Must possess and maintain a Certified Public Accountant (CPA) designation with the State of Ohio.  
 
Additional Requirements 
 
 No special license or certificate is required.  

 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

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

printer.  
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including Enterprise Resource Planning 

Software (Lawson, INFOR); Email Software (MS Outlook); Spreadsheet Software (MS Excel); Word 
Processing Software (MS Word).  
 

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

standards. 
 

 Ability to provide instruction and training to other employees. 
 

 Ability to solve and act on employee problems. 
 

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

 Ability to recommend and act on the discipline or discharge of employees. 
  
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

statistics.   
 
 
 
 
 
 



Deputy Financial Auditor  
 
  

          Proposed DATE  

Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid to high level data analysis requiring managing of data and people 

deciding the time, sequence of operations or events within the context of a process, system or 
organization.  Involves determining the necessity for revising goals, objectives, policies, procedures 
or functions based on the analysis of data/information and includes performance reviews pertinent to 
objectives, functions, and requirements. 
 

  Ability to comprehend a variety of informational documents including bank statements, reconciliation 
documents, audit reports, CAFR workpapers, and cash-basis and GAAP basis financial 
spreadsheets.  

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

Cuyahoga County Charter, Ohio Revised Code (ORC), Governmental Accounting Standard 
pronouncements and implementation guides, and Generally Applied Accounting Principles (GAAP). 

 
 Ability to prepare CAFR workpapers, financial project plans, audit reports, policy and procedure 

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

 
 Ability to use and interpret accounting terminology and language. 

 
 Ability to communicate with the State auditor’s office, internal auditors, consultants, County 

employees, County Controller, County Fiscal Officer, council members, 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.  



   

          Effective Date: 06.16.2016 
          Last Modified: 06.16.2016  
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Hazardous Materials (HazMat) Coordinator Class Number: 15171 

FLSA: Exempt Pay Grade: 10A 
Dept: Public Safety and Justice Services 
 
 
Classification Function   
 
The purpose of this classification is to create and maintain emergency response plans and serve as the 
Hazardous Materials (HazMat) Coordinator for the County.  
 
Distinguishing Characteristics 
 
This is a journey level classification that receives direction from management in the form of broad 
objectives and receive instruction or assistance as new or unusual situations arise and is expected to 
become/remain up-to-date regarding methods, protocols, procedures, and applicable regulations.  
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

30% +/- 10% 
 Provides administrative and operational support to the Local Emergency Planning Committee 

(LEPC); maintains and updates the LEPC website; compiles documentation (resolutions, agendas, 
minutes, etc.) and packets for LEPC meetings; completes annual LEPC reports including the fiscal 
report, compliance report, and risk assessment report; attends meetings and conferences as an 
LEPC representative.  

 
05% +/- 10% 

 Creates and maintains emergency response plans and serves as the Hazardous Materials 
Coordinator for the County; submits plans to the state for review; maintains Extremely Hazardous 
Substance reporting system; receives notifications when hazardous substance releases occur; trains 
with the County Unmanned Aerial Vehicle (UAV) team to develop and maintain proficiency manning 
the UAV; conducts damage assessment field evaluations in person or using the UAV; maintains 
record and inventory of hazardous materials across the County; conducts hazard analysis profiles of 
chemical facilities; provides information and assistance to various organizations to help them prepare 
for emergencies and disasters. 

  
20% +/- 10% 

 Develops, maintains, and executes training and exercise programs; identifies countywide training and 
exercise requirements; coordinates with Ohio EMA to schedule training courses and required 
exercises; plans and coordinates appropriate trainings and exercises for hazmat emergency 
response; collaborates with other LEPC representatives to develop and conduct an annual hazmat 
exercise. 
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Hazardous Materials (HazMat) Coordinator  

          Effective Date: 06.16.2016 
          Last Modified: 06.16.2016  
 

10% +/- 5% 
 Assists with operations of County Emergency Operations Center (EOC) when activations occur; 

provides Geographic Information Systems (GIS) support by creating and updating GIS maps, etc.; 
provides HazMat subject matter expertise; maintains EOC in a state of readiness; performs damage 
assessments; enters incident management data into automated systems. 
 

15% +/- 5% 
 Performs supporting administrative responsibilities; prepares various reports, records, and other 

documentation; responds to emails and phone calls; attends trainings, conferences, and meetings to 
stay abreast of best practices and technology in the field; responds to information and public records 
requests; completes and submits grant applications; manages and monitors grant programs. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor's degree in emergency management, public administration, or related field with two (2) 

years of hazardous materials experience; or any equivalent combination of training and experience.  
 
 Valid driver’s license, proof of automobile insurance, and a vehicle. 
 
Additional Requirements for all levels 
 
 Must complete the following Federal Emergency Management Agency (FEMA) Incident Command 

System (ICS) courses upon within one year of hire: ISC-100, ICS-200, ICS-300, ICS-400, ICS-700, 
ICS-800. 

 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
 
 Ability to operate a variety of automated office machines including computer and multi-function printer. 
 
 Ability to stand and walk for a prolonged period of time.  
 
Technology Requirements   
 
 Ability to utilize a variety of software and databases including Microsoft Suite applications, geographic 

information system software, emergency planning software, etc. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages, and perform routine 

statistics.   
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 

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

 



Hazardous Materials (HazMat) Coordinator  

          Effective Date: 06.16.2016 
          Last Modified: 06.16.2016  
 

 Ability to comprehend a variety of informational documents including facility forms, basic planning 
documents, Federal Emergency Management Agency (FEMA), Department of Homeland 
Security(DHS), State Emergency Response Commission (SERC), and LEPC guidance documents, 
spill reports, Tier II Chemical Inventory reports, public records requests, and other reports and 
records.  
 

 Ability to comprehend a variety of reference books and manuals including Emergency Planning 
Guide/Handbook, ORC 3750, LEPC Planning Guide, SERC Guidance, FEMA/DHS Guides, 
Emergency Planning and Community Right-to-Know Act (EPCRA) laws, Superfund Amendments 
and Reauthorization Act (SARA) Title III. 

 
 Ability to prepare spill reports, Tier II chemical inventory reports, public information requests, 

resolution drafts, correspondence, financial reports, Basic Planning Guides, facility assistance 
documents, mapping documents, risk and emergency planning documents, LEPC Fiscal Report, 
LEPC Compliance Report, grant applications,  and other job related documents using prescribed 
format and conforming to all rules of punctuation, grammar, diction, and style.   
 

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

 
 Ability to use and interpret risk management planning and hazardous materials terminology and 

language.    
 
 Ability to communicate with managers, co-workers, SERC/LEPC members, stakeholders, members 

of partner agencies, chemical facility operators, consultants, and the general public.  
 
Environmental Adaptability 
 
 Work is typically performed in an office environment, hazardous material storage locations, and 

various other locations across the County. 
 
 Work may involve exposure to temperature and weather extremes, smoke, dust, pollen, wetness or 

humidity, traffic hazards, and toxic and poisonous agents.  
 
 
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.  



   

  Effective Date: 12.12.2001  
           Last modified: 12.12.2001                           

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Development Finance Analyst Class Number: 21031 
  Pay Grade: 9 
 
Departments: Development, only 
 

Classification Function   
 
The purpose of this classification is to serve as contract compliance officer for construction projects.   
 
Essential Job Functions 

 
The following duties are normal for this classification.   These are not to be construed as exclusive or all-inclusive.   
Other duties may be required and assigned. 
 
 Serves as contract compliance officer for construction projects (e.g.- requests federal wage decisions; assists architects 

and engineers conduct pre-bid conferences; provides architects and engineers with federal and state equal employment 
opportunity requirements and other documents for bid specifications; conducts pre-construction conferences; conducts 
site visits at various phases of construction; conducts Davis-Bacon employee interviews for prevailing wage 
compliance).   

 
 Administers and manages Storefront Renovation Program (e.g.- explains program to potential borrower; provides 

technical assistance to complete loan package; reviews and summarizes loan packages; analyzes collateral for storefront 
loan application; requests title search and credit check; submits storefront loan applications for loan approvals; requests 
loan closing documents; reviews documentation for approval of disbursements to contractors and completes fiscal 
paperwork). 

 
 Maintains contact with clients and represents the County at various meetings and conferences (e.g.- conducts 

presentations to local businesses and other private agencies; maintains contact with local, state and corporate executives 
regarding needs, resources and requirements; facilitates business relationships between clients and contractors; attends 
conferences, staff meetings and task groups). 

 
 Administers and manages Urban County Community Development Block Grant (CDBG) Municipal Grant Program 

(e.g.- prepares contracts; provides technical assistance; plans and presents annual municipal grant program seminar and 
manual; prepares and audits CDBG program reimbursements for payment). 

  
 Performs related administrative duties (e.g.- coordinates planning activities with other offices and federal, state and 

local agencies; promotes business development and makes presentations on related topics; assists in writing legislation 
pertaining to economic and community development; advises supervisor on needs, resources and development trends). 

 

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
Bachelor's degree in business administration or related field with one year of economic development 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 automated office machines including personal computer, printer, calculator and copier. 
  
Mathematical Ability 
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Cuyahoga County Classification Specification  1055231 
 

  Effective Date: 12.12.2001  
           Last modified: 12.12.2001                           

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

descriptive and inferential statistics.  
 
Language Ability & Interpersonal Communication  
 
 Ability to comprehend a variety of informational documents including wage decisions, promissory notes and loans, 

eligibility requirements, requests for reimbursement, credit reports, requests for proposal (RFP’s), correspondence and 
other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including policy manuals, newspapers, law books, the 

Ohio Revised Code and Federal Register. 
 
 Ability to prepare loan approval forms, amortization schedules, quarterly and annual performance reports, 

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

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

instructions.   
 
 Ability to use and interpret financial and legal terminology and language.   
 
 Ability to communicate with supervisor, consultants, contractors, clients, elected and public officials.  
 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 

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