
County Council of Cuyahoga County, Ohio 
 

Resolution No. R2021-0077 
 

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 March 3, 2021, the Personnel Review Commission met and 

recommended the classification changes (attached hereto as Exhibits A through H) 
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 Revised Classifications: 

 
Exhibit A: Class Title: Administrative Hearing Officer 



  Number:  19061 
Pay Grade: 13A/Exempt (No change) 
* PRC routine maintenance. Classification last revised in 2016.  
Time percentages for Essential Functions were changed.  An 
equivalency statement was added.  General formatting and 
language were changed.  No changes to pay grade or FLSA status. 

 
Exhibit B: Class Title:  Chief Surveyor 
  Class Number: 18083 

Pay Grade:  17A/Exempt (No change) 
* PRC routine maintenance. Classification last revised in 2012.  
Time percentages for Essential Functions were changed.  An 
equivalency statement was added to the minimum qualifications.  
Work exposure was edited in the Environmental Adaptability 
section.  Changes were also made to format and language.  No 
change to pay grade or FLSA status. 

 
Exhibit C: Class Title: Development Housing Specialist   

   Class Number: 21021 
    Pay Grade:  8A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2016.  
Added a new essential function that reflected their “Contract 
Manager” status in the ERP system.  Time percentages were 
changed for the essential functions.  Format and language were 
updated. No change to the pay grade. 
 

Exhibit D: Class Title: Senior Supervisor, CECOMS Operations 
    Class Number: 12103 
    Pay Grade:  11A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2016.  
Updates were made to essential job functions, minimum training 
and experience, certifications, environmental adaptability, and 
general formatting and language.  No changes to pay grade or 
FLSA status. 
 

Exhibit E: Class Title: Supervisor, Administrative Hearing Officer 
    Class Number: 19062 
    Pay Grade:  15A/Exempt  

* PRC routine maintenance.  Classification last revised in 2016.  
The minimum qualifications were changed.  One (1) year of 
supervisory experience was removed, and one (1) year of law 
experience was added maintaining the total years of experience 
required at six (6) years.  Wording and format were also changed 
to better reflect work performed on the job.  The percentage time 
spent was also slightly changed.  The pay grade increased from PG 
14 to 15. 



Exhibit F: Class Title: Supervisor, CECOMS Operations 
    Class Number: 12101 
    Pay Grade:  9A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2016.  
Updates were made to essential job functions, minimum training 
and experience, certifications, and general formatting and 
language.  No changes to pay grade or FLSA status. 
 

Exhibit G: Class Title: Supervisor, Quality Assurance 
    Class Number: 12102 
    Pay Grade:  10A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2016.  
Updates were made to essential job functions, minimum training 
and experience, certifications, and general formatting and 
language.  No changes to pay grade or FLSA status. 
 

Proposed Deleted Classifications: 
 

Exhibit H: Class Title: Deputy Financial Auditor 
    Class Number: 11191 
    Pay Grade:  13A Exempt 

* The PRC created this new classification per the request of the 
Fiscal Department.  It was never filled, and the Fiscal Department 
notified the PRC that the classification was no longer needed 
because they added the responsibilities into an existing 
Unclassified position (Special Projects and Business Manager) 
within the department. 
 

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 Mr. Miller, the foregoing Resolution was 
duly adopted. 
 
Yeas: Simon, Baker, Miller, Sweeney, Tuma, Gallagher, Schron, Conwell, Brown 

and Jones 
 
Nays: None 
 
           

_________________________ __________ 
     County Council President  Date 
 
 
           
     _________________________ __________ 
     County Executive   Date 
           
 
           
     _________________________ __________ 
     Clerk of Council    Date  
 
 
 
First Reading/Referred to Committee March 23, 2021 
Committee(s) Assigned:  Human Resources, Appointments & Equity 
 
Legislation Amended in Committee:  March 30, 2021 
 
Committee Report/Second Reading:  April 13, 2021 
 
Journal CC042 
April 27, 2021 
 
[Clerk’s Note:  Electronic signatures affixed in accordance with Cuyahoga County 
Code Chapter 110] 
 

 
 
 
 



   

           Effective Date: 1993 
           Last Modified: 08.11.2016 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Administrative Hearing Officer Class Number: 19061 

FLSA: Exempt Pay Grade: 13A 
Dept: CJFS - Office of Child Support Services 
 
 
Classification Function  
 
The purpose of this classification is to preside over administrative child support hearings and parenting 
time hearings with assigned parties and their representatives.  
 
Distinguishing Characteristics 
 
This is a journey level classification with responsibility for preparing and presiding over administrative 
child support hearings The incumbents exercise discretion in applying procedures to resolve issues. The 
employees in this class work under general supervision. This class is distinguished from the Supervisor, 
Administrative Hearing Officer in that the latter supervises this class and performs the more complex 
work of the unit. 
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 
            50% +/- 10% 
 Presides over administrative child support hearings and parenting time hearings with parties and 

their representatives; examines parties and elicits testimony on issues relevant to the 
determination of child and medical support; ensures that parties are advised of their legal rights 
and responsibilities; ensures that proper documentation is submitted in support of their testimony; 
accommodates special circumstances such as minors, limited English proficiency, domestic 
violence, and hearing impaired parties. 
  

  25% +/- 10% 
 Reviews, evaluates, and interprets evidence presented at hearing for credibility and accuracy; 

researches legal issues presented at hearing; prepares child support and medical support orders 
for typing and distribution to parties and attorneys; updates child support database and court 
docket; verifies address, pay rates, medicals, and other evidence used in hearing.  

   
15% +/- 10% 

 Reviews files, administrative records, state wage information, court dockets, public assistance 
information, and information in state-run databases prior to hearings; reviews documents 
submitted by parties, employers, or obtained by Agency prior to hearing date; rules on requests 
for cancellations, dismissals, and continuances; researches statutory and case laws as well as 
Ohio Administrative Code; prepares memorandums, proposals, policies, and procedures. 

 
10% +/- 10% 

 Attends various meetings to support the function of department or satisfy regulation requirements; 
meets with management on scheduling and backlogs for no-show hearings; attends trainings to 
maintain legal license.  
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Administrative Hearing Officer  
  

           Effective Date: 1993 
           Last Modified: 08.11.2016 

Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Juris Doctorate with three (3) years of legal experience in family law; or any equivalent 

combination of training and experience.  
 

 Must have a valid and current license to practice law in the State of Ohio.  
 
Additional Requirements for all levels 
 
 Must obtain and maintain an Ohio CSEA Directors’ Association Hearing Officer Accreditation 

Certification within 12 months of hire date.  
 

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 Requirement 
 
 Ability to operate a variety of software and databases including enterprise information platform 

(OnBase), hearing docket database (Administrative Hearing Unit docket), state-wide databases 
(Support Enforcement Tracking System; Ohio Benefits Worker Portal), email and scheduling software 
(MS Outlook), legal software (Puritas Spring), presentation software (MS PowerPoint), spreadsheet 
software (MS Excel), teleconferencing software (MS Teams), word processing software (MS Word). 

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

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

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

 
 Ability to comprehend a variety of informational documents including evidence for hearings (e.g. - 

Court Orders, client files, court dockets, employer inquiries, birth certificates, tax returns, paystubs, 
medical insurance charts, receipt calculations, finding and recommendations, reports and data in 
state-managed databases, letters from schools) and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including Ohio Child Support 

Guidelines, Ohio Revised Code, Ohio Administrative Code, Rules of Civil Procedure, case law, Ohio 
Code of Professional Responsibility, Ohio Code of Ethics, and the Employee Handbook, .  

 
 Ability to prepare administrative findings, child support guidelines, memorandum, calculation of 

arrears, updates on changes in Law, backlog report, report for special projects, docket findings, 



Administrative Hearing Officer  
  

           Effective Date: 1993 
           Last Modified: 08.11.2016 

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

 
 Ability to engage in formal litigation, to convince and influence others, to record and deliver 

information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret legal terminology and language.  
 
 Ability to communicate with hearing participants, guardians, attorneys, court personnel, managers, 

supervisors, support officers, protective services, parole officers, prison personnel, school personnel, 
employers, and other County employees. 

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



   

Effective Date: 07.10.2012 
Last Modified: 07.10.2012 

 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Chief Surveyor Class Number: 18083 
FLSA: Exempt Pay Grade: 17A 
Dept: Public Works 
 
 
Classification Function  
 
The purpose of this classification is to manage the Survey section of the Public Works Engineer Office 
related to field crews, right-of-way plan preparation, legal description preparation, land acquisition 
issues, permits, and public assistance regarding land boundary records. In addition, this classification 
directs map tax map section operations as related to maintaining the current tax maps and G.I.S 
system mapping for land valuation and property tax assessment. 
 
Distinguishing Characteristics 
 
This is a management classification with responsibility for planning, directing, and controlling the 
Survey section of the Public Works Engineering Office. This class requires the analysis and solution of 
operational, technical, administrative, and management problems related to engineering. The employee 
is expected to consult and collaborate with the Chief Deputy Engineer to discuss plans, programs, and 
objectives and to present solutions to identified concerns. The incumbent exercises discretion in 
applying policies and procedures to resolve organizational issues and to ensure that assigned activities 
are completed in a timely and efficient manner.  
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 

40% +/- 10% 
 Plans, organizes, directs, and controls the functions of the surveying section of Public Works; 

reviews survey requests and determines scopes of work and work plans for projects; evaluates bid 
proposals, consultant submissions, and new equipment performance; evaluates section 
performance and the section’s interaction with other sections and departments within and outside of 
the County; enforces safety rules and regulations; estimates costs and makes recommendations for 
section budget.  

 
 25% +/- 10% 

 Supervises and directs the work of Engineering Map Supervisors, Licensed Land surveyors, Survey 
Technicians, Engineering Technicians, Project Managers,  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. 

 
 25% +/- 10% 

 Prepares and reviews a variety of survey related documentation (parcel maps, legal descriptions, 
records of surveys, subdivision maps, drawings, etc.) for technical accuracy for use in projects or 
for record keeping; reviews and approves condominium and Air Rights plats for recording at the 
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Chief Surveyor  
 

Effective Date: 07.10.2012 
Last Modified: 07.10.2012 

 

County Recorder’s Office; assists with review of property legal descriptions for the County Land 
Bank and the Prosecutor’s Office.  

 
10% +/- 5% 

 Performs supporting administrative responsibilities; attends a variety of trainings and meetings (pre-
construction meetings, project status meetings, consultant meetings, etc.); provides road, bridge, 
and property records for public records requests; stays abreast of new technology and equipment in 
the surveying field; develops and implements improvements in survey methods, procedures, and 
equipment;  

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 A Bachelor’s degree in surveying or related field with six (6) years of experience including 

highway/bridge plan preparation, field surveying practices, and/or GPS/GIS mapping; or an equivalent 
combination of education, training, and experience. 
 

 A Professional Surveyor license is required. 
 

 A valid driver’s license and proof of automobile insurance.  
 
Additional Requirements 
 
 Must obtain a Professional Surveyor license with the state of Ohio within 6 months of hire.  
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 
 
Physical Requirements  
 
 Ability to operate surveying tools, surveying equipment, and a variety of office machines and 

equipment including a computer and multifunction printer. 
 
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, and perform college level algebra, geometry, and calculus.  
 
Language Ability & Interpersonal Communication  
 
 Ability to perform mid to high level data analysis requiring managing of data and people deciding 

the time, sequence of operations or events within the context of a process, system or organization. 
Involves determining the necessity for revising goals, objectives, policies, procedures, or functions 



Chief Surveyor  
 

Effective Date: 07.10.2012 
Last Modified: 07.10.2012 

 

based on the analysis of data/information and includes performance reviews pertinent to such 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including forms, highway and bridge 

design plans, plat maps, legal descriptions, project survey data, bid documents, certifications, 
subpoenas and reports. 
 

 Ability to comprehend a variety of reference books and manuals including O.D.O.T. manuals, 
O.R.C., Ohio Administrative Code 4733, County conveyance standards, N.G.S. guidelines, 
Employee Handbook, reference manuals, contracts, specifications, standards, guidelines, and 
codes. 

 
 Ability to prepare right-of-way plans, legal descriptions, map and exhibit sketches, memos, 

performance appraisals, correspondence, agreements, contracts, plans, estimates, requests for 
proposal, databases, charts, and other job-related documents using prescribed format and 
conforming to all rules of punctuation, grammar, diction, and style.  
 

 Ability to use and interpret engineering and legal terminology and language.  
 
 Ability to communicate with staff, directors of other sections, consultants, vendors, departmental 

employees, and administrators. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment and in the field. 
 
 Work may involve exposure to temperature or weather extremes, smoke, dust, pollen, wetness, 

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



   

      Effective Date: 2001  
              Last modified: 06.16.2016  

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Development Housing Specialist Class Number: 21021 

FLSA: Exempt Pay Grade: 8A 
Dept: Development 
 
 
Classification Function   
 
The purpose of this classification is to facilitate the administration of community and housing 
development programs. 
 
Distinguishing Characteristics 
 
This is a journey level classification with responsibility for performing technical activities related to the 
administration and management of community and housing development programs in the Department 
of Development. This class works under direction from senior management of the Department of 
Development. The employee works within a framework of established department, state, and federal 
regulations, policies, and procedures and is expected to use judgment in performing work.   
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 
            30% +/- 10% 
 Performs technical duties to facilitate the administration of community and housing development 

programs; reviews grant applications and eligibility criteria and provides approval 
recommendations; reviews, recommends, and prepares reimbursement and payment requests; 
reviews eligibility criteria for loan applications and underwrites loans; reviews eligibility criteria for 
subordination of mortgage requests and provides approval recommendations; provides information 
regarding payment history, loan balances, accumulative interest, and loan term information to 
borrowers; verifies and processes loan payoff requests submitted by title agencies; verifies loan 
pay-off information with title company; reviews, provides approval recommendations, and 
processes requests for reduced payoffs submitted by title agencies, law offices, and real estate 
offices; prepares release memo(s) for Director's signature and records satisfaction of mortgage to 
release the lien; performs site visits to housing locations and non-profit community partners to 
monitor for compliance with regulations; receives and handles requests for information regarding 
housing loan balances, history, payoffs, and subordinations for current/past loan programs; inputs 
and updates loan and grant information and documentation into appropriate databases; remains up-
to-date on program(s) rules, regulations, directives, and policies. 

   
30% +/- 10% 

 Inputs, maintains, collects, and analyzes housing and community development data into the ERP 
system; inputs new or updates existing housing/program information and documents into cross-
departmental ERP system; compiles information and data regarding program and housing 
information (e.g. geographic data, home values, finances, programming costs, demographics, etc.) 
from state databases, intra-department records, or by requesting directly from clients/partners; 
analyzes data by calculating averages, sums, percentages, etc. to create program summary reports 
and other required reports; prepares and maintains physical and electronic records, reports, 
studies, and/or correspondence related to fiscal activities, operations, and projects; creating and 
editing purchase orders in the ERP system; creates and uploads documents to Contract 
Management Modules events for the contract approval process within the ERP system.     
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Development Housing Specialist 
  

                Effective Date: 2001  
             Last Modified: 06.16.2016  

20% +/- 10% 
 Creates a variety of forms, reports, and documentation including program summary reports, annual 

reports, and mandated reports; creates and updates boilerplate forms, letters, and spreadsheets; 
independently or collaboratively prepares Request for Proposals (RFPs), contracts, amendments, 
proposals, narratives, etc. in support of housing and community development programs and 
department needs; independently or collaboratively prepares reports for internal/external reporting, 
information requests, and audits in compliance with appropriate guidelines; works with management 
and consultants to prepare various annual and/or mandated reports (i.e. the County Consortium’s 
Annual Plan, the Consolidated Annual Performance Evaluation Report (CAPER), the County 
Consortium's 5 Year Consolidated Plan, etc.).    
 

            15% +/- 10% 
 Assists with management, budget, monitoring, and evaluation of community and housing 

development programs; oversees the servicing of the Community Development and Housing Loan 
Portfolio; conducts monitoring activities for housing loan and grant programs to ensure compliance 
with County, state, and federal housing loan regulations; assists with housing program(s) funding 
and budget by monitoring account balances, processing and inspecting financial forms, and 
coordinating with the fiscal office to ensure funds are available; assists in the preparation of 
program budget(s); provides technical assistance and advice regarding loan applications and 
program qualifications; participates in identifying program(s) needs and goals, forecasting 
resources required, and establishing metrics to determine program outcomes, impact, and success; 
monitors program outcomes by analyzing reports summarizing outcomes; participates in program 
and policy development for housing programs; participates in collaboration for new program 
development, improvement of existing programs, and improvement of program administration 
efficiency. 
 

            5% +/- 2% 
 Performs supporting administrative responsibilities; responds to emails and phone calls; attends 

various trainings and meetings; acts as a resource and provides technical assistance to outside 
organizations, agencies, and businesses regarding Cuyahoga County development and housing 
programs; interfaces with public constituencies as the representative of the Cuyahoga County 
department of development in various meetings and conferences; responds to requests for 
information from County, state, and federal auditors.  

  
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Associates degree in business administration or related field with two (2) years of community or 

economic development experience; or any equivalent combination of training and experience.  
 
 
Additional Requirements for all levels 
 
 No special license or certification is required.   
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
 Physical Requirements   
 
 Ability to operate a variety of office machines and equipment including a computer and multi-function 

printer. 
 
 
 
Technology Requirements 



Development Housing Specialist 
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 Ability to operate a variety of software and databases including word processing software (MS 

Word), spreadsheet software (MS Excel) email software (MS Outlook), desktop publishing software 
(Publisher), presentation software (MS PowerPoint), PDF software (Nitro), database software (MS 
Access), enterprise resource planning software (OnBase, Infor), financial software.   

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

statistics.   
 
Language Ability & Interpersonal Communication  
 
 Ability to perform basic level of data analysis including the ability to review, classify, categorize, 

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

 
 Ability to comprehend a variety of informational documents including eligibility requirements, loan 

applications, requests (i.e.- Requests for Subordination, Request for Loan Payoff, Request to 
Accept Reduced Payoff, Request for modification of Rehab Loan, Request for Reimbursement),  
statements (i.e.- profit and loss statement, checking and saving statements, mortgage statement, 
bid summary, settlement statement), agreements (i.e.- purchase agreement, landlord agreement, 
current tenant lease agreement), applications (i.e. - Rehabilitation Loan Application, Demolition 
Fund Application, Community Development Supplemental Grant Application), income documents, 
federal tax return, billing invoices, insurance reports, monthly reports, credit report, title reports, 
home appraisal, budget reports, Requests for Proposal (RFP), memos, correspondence, and other 
reports and records.  

 
 Ability to comprehend a variety of reference books and manuals including HUD Income and 

Allowances Guidelines, Mortgage Loan Originator Compensation Guide, Ohio Revised Code, 
Federal Code of Regulations, Consumer Financial Protection Bureau Rules, Employee Handbook, 
Ohio Home and Building Codes, maps, and Cuyahoga County Inspector General Guidelines. 

 
 Ability to prepare Loan Payoff Notification, Foreclosure Analysis, Subordination of Mortgage 

Analysis, Repayment History Analysis, Asset Analysis Sheet, Reduced Payoff Analysis and 
Recommendation, Consolidated Annual Performance Evaluation Report, semi-annual and annual 
reports, memos, reports, program metric 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, 

and to follow instructions.   
 
 Ability to use and interpret accounting, loan underwriting, financial counseling, and related legal 

terminology and language.   
 
 Ability to communicate with supervisor, co-workers, department management, clients, corporate 

representatives, Board of Health Staff, banks and lending institutions, non-profit representatives, 



Development Housing Specialist 
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home owners, attorneys, city officials, appraisers, caseworkers, employees of external agencies 
and businesses (i.e. – title agencies, insurance agents, etc.), 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.  



   

   
Effective Date: 06.16.2016 

 Last Modified: 06.16.2016                        

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Senior Supervisor, CECOMS Operations  Class Number: 12103 

FLSA: Exempt Pay Grade: 11A 
Dept: Public Safety and Justice Services 
 
 
Classification Function   
 
The purpose of this classification is to supervise CECOMS Supervisors and assist in administering and 
planning the operations of the Cuyahoga Emergency Communications Systems (CECOMS) Center.  
 
Distinguishing Characteristics 
 
This is a second-line supervisory level classification with responsibility for planning and supervising the 
operations of the CECOMS section of the Department of Public Safety and Justice Services under 
general direction of the Manager, CECOMS Operations. This class promotes the efficiencies of 
CECOMS operations by finding solutions to problems and making recommendations on process 
improvements. The incumbent exercises discretion in resolving organizational issues within applicable 
policies and procedures and ensuring that assigned activities are completed in a timely and efficient 
manner.   
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 

70% +/- 10% 
 Supervises and directs the work of CECOMS Operations Supervisors, Emergency Call-takers, and 

other assigned personnel at CECOMS; 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; attends union contract negotiations; prepares schedules for personnel and 
ensures that the emergency call center is adequately staffed.    
            
           30% +/- 10% 

 Assists  in  administering  and  planning  the  operations of the CECOMS Center; creates, 
implements, and updates standard operating guidelines; advises and assists with budget 
recommendations; prepares various reports and operational paperwork; reviews and assists with 
special projects; handles general public inquiries; attends meetings as a representative of CECOMs 
and the Cuyahoga County Department of Public Safety; answers 9-1-1 calls and enters information 
in the computer aided dispatch software as needed; provides back-up support to operations 
employees, subordinate supervisors, and manager as needed; responds to questions and requests 
from other County PSAPs. 

       
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 High School diploma or equivalent with six (6) years of public safety, emergency management, or 

related experience including two (2) years of supervisory experience; or any equivalent combination 
of education, training, and experience. 
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 Valid driver’s license, proof of automobile insurance, and a vehicle. 
 
Additional Requirements for all levels 
 
 Must obtain and maintain Emergency Medical Dispatch (EMD), Cardiopulmonary Resuscitation 

(CPR) and Public Safety Telecommunications training/certifications within one (1) year of hire date.  
  
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. 
 

 Ability to operate a two-way radio and dispatch console. 
 

 Ability to sit for a prolonged period of time. 
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including Microsoft Word, Excel, Outlook, 

PDF Software (Adobe), Computer Aided Dispatch (CAD) software (TAC, OpenFox), LEADS 
software, and records management system software. 

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

standards. 
 
 Ability to provide instruction and training to other employees. 
 
 Ability to solve and act on employee problems. 
 
 Ability to recommend the transfer, selection, evaluating, or promotion of employees. 
 
 Ability to recommend and act on the discipline or discharge of employees. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

statistics.  
 
Language Ability & Interpersonal Communication  
 

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

 
 Ability to comprehend a variety of informational documents including personnel forms (i.e., time 

sheets, payroll forms, vacation requests, etc.), billing invoices, monthly and on-call schedule, and 
other reports and records. 
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 Ability to comprehend a variety of reference books and manuals including Employee Handbook,  
CECOMS Standard Operating Procedures, HIPPA Laws, Sunshine Laws, Ohio Revised Code, 
APCO International Standards, LEADS standards, and collective bargaining agreements,. 

 

• Ability to prepare employee performance evaluations, standard operating procedures, quarterly 
statistics, CECOMS schedule, memos, correspondence, and other job-related documents using 
prescribed format and conforming to all rules of punctuation, grammar, diction, and style. 

 

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

 

•  Ability to use and interpret emergency medical and law enforcement terminology and language. 
 

• Ability to communicate effectively with supervisors, co-workers, subordinates, public safety 
personnel (including police departments, fire departments, local hospitals), County Emergency 
Services Advisory Board, other County department directors and managers, and the general public.  

 
Environmental Adaptability 
 
 Work is typically performed in an office and emergency call center environment.  
 
 Work may involve exposure to bright lights and loud noise. 
 
 
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: 1993 
           Last Modified: 08.11.2016 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Supervisor, Administrative Hearing Officer  Class Number: 19062 

FLSA: Exempt Pay Grade: 15A 
Dept: Office of Child Support Services 
 
 
Classification Function  
 
The purpose of this classification is to supervise Administrative Hearing Officers as well as to conduct 
and oversee case reviews and administrative hearings.   
 
Distinguishing Characteristics 
 
This is a management level classification with responsibility for performing and overseeing the activities 
of Administrative Hearing Officers in the Administrative Hearing Unit of Job and Family Services. This 
class works under the direction from the Office of Child Support Services (OCSS) Director/designee, and 
the Deputy Director. The incumbent exercises discretion in applying procedures to review cases and 
conduct hearings and provide instruction for Administrative Hearing Officers. 
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
  

45% +/- 10% 
 Supervises and directs the work of Administrative Hearing Officers and other assigned staff; directs 

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

25% +/- 5% 
 Prepares agendas and meeting minutes; attends trainings and seminars to maintain licensure; 

prepares and maintains statistical reports on section performance and hearing backlogs; gives advice 
and answers questions about policy or legal matters; reviews and resolves clients’ complaints; 
dockets case and forwards for inclusion on master list; interprets any court orders associated with 
hearings. 
 

  20% +/- 10% 
 Performs legal research into issues related to cases; examines State Senate and House bills and 

pending legislation and formulates comments regarding their effects; participates in development of 
policies and procedures based on legislative developments;  
 

10% +/- 5% 
 Reviews and prepares no-hearing cases and conducts hearings; hears arguments and evidence of 

both parties; compares hearing information and case research with any appropriate guidelines; 
prepares recommendations and findings; applies data to any associated guidelines for review 
purposes; reviews problem cases; works with court personnel and Prosecutors’ Office to resolve 
issues on court cases and administrative cases. 
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Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Juris Doctorate with six (6) years of family law experience; or any equivalent combination of training 

and experience.  
 

 Must have a valid and current license to practice law in the State of Ohio. 

Additional Requirements  
 
 Must obtain and maintain an Ohio CSEA Directors’ Association Hearing Officer Accreditation 

Certification within 12 months of hire date.  
 

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 Requirement 
 
 Ability to operate a variety of software and databases including enterprise information platform 

(OnBase), hearing docket database (Administrative Hearing Unit docket), state-wide databases (Ohio 
Benefits Worker Portal; Support Enforcement Tracking System), email and scheduling software (MS 
Outlook), legal software (Puritas Spring), presentation software (MS PowerPoint), spreadsheet 
software (MS Excel), teleconferencing software (MS Teams), 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, evaluating, or promotion of employees. 

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

statistics. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid 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. 
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 Ability to comprehend a variety of informational documents including evidence for hearings (e.g. – 
Court Orders, client files, court dockets, employer inquiries, birth certificates, tax returns, paystubs, 
medical insurance charts, receipt calculations, findings and recommendations, reports and data in 
state or federal-managed databases), statutes and regulations, case law, law reviews, court returns, 
emails, hearing officer files, prosecutor opinion referrals, department  statistics, and other reports and 
records. 

 
 Ability to comprehend a variety of reference books and manuals including Ohio Child Support 

Guidelines, Ohio Revised Code, Ohio Administrative Code, Rules of Civil Procedure, case law, Ohio 
Code of Professional Responsibility, Ohio Code of Ethics, and the Employee Handbook.  
 

 Ability to prepare case reports, findings and recommendations, performance appraisals, monthly 
hearing backlog and case management reports, agenda and minutes from hearing officer meeting, 
case law memos, child support orders, administrative findings, memorandum, calculations of arrears, 
updates on changes in Law, backlog and performance reports, policy and procedure, correspondence 
and other job-related documents using prescribed format and conforming to all rules of punctuation, 
grammar, diction, and style.  

 
 Ability to engage in formal litigation, to supervise and counsel employees, to convince and influence 

others, to record and deliver information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret legal terminology and language.  
 
 Ability to communicate with hearing participants, guardians, attorneys, court personnel, referees, 

prosecutors, hearing officers, management staff, directors, agency staff, clients, 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: 1997 
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CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Supervisor, CECOMS Operations  Class Number: 12101 

FLSA: Exempt Pay Grade: 9A 
Dept: Public Safety and Justice Services 
 
 
Classification Function   
 
The purpose of this classification is to supervise subordinate personnel at the Cuyahoga Emergency 
Communications Systems (CECOMS) Center and to provide emergency communications services. 
 
Distinguishing Characteristics 
 
This is a first-line supervisor level classification, working under direction of a senior supervisor within the 
Cuyahoga Emergency Communications Systems (CECOMS) Center. The employee supervises 
subordinate personnel and provides emergency communications services. The employee works within a 
framework of policies, procedures, and regulations. The incumbent ensures that activities are performed 
in a timely manner and according to policies, procedures, and related regulations. This class requires 
extensive public contact in ensuring that customers are provided with appropriate and immediate services 
in a tactful and diplomatic manner. 
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 
             50% +/- 10% 
 Supervises and directs the work of Emergency Call-Takers and other assigned personnel at 

CECOMS; 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; prepares schedules for personnel 
and ensures that the emergency call center is adequately staffed.  

   
20% +/- 10% 

 Answers 9-1-1 cellular calls; obtains caller information and transfers calls to appropriate Public Safety 
Answering Point (PSAP); monitors radio channels for emergency traffic; monitors the status of county 
hospitals; monitors Marcs and Motorola radios; answers CISCO phones; provides medical 
instructions to callers during emergencies using standard procedures; accurately enters call 
information into computer aided dispatch (CAD) system; coordinates radio communications between 
emergency medical service personnel, hospitals, and disaster service agencies during emergencies; 
completes incident cards; logs calls on 9-1-1 statistic sheet; performs tests on equipment and ensures 
working condition. 
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    15% +/- 5% 
 Coordinates, prepares, and broadcasts emergency/non-emergency messages utilizing various radio, 

call management systems, CAD system, mass notification systems, and emergency alert systems; 
broadcasts severe weather information to county fire department and hospitals; announces Amber 
Alert requests when a child is reported missing from a law enforcement agency; relays information 
and messages such as name, location, nature of call, and pre-arrival instructions to and from 
emergency sites to law enforcement agencies, emergency responders, and all other individuals or 
groups requiring notification; provides routine notifications to outside agencies including other PSAPs, 
utilities providers, private agencies, and businesses; notifies hospitals, police, and fire departments 
of hazardous conditions using countywide computerized information network; notifies emergency 
medical services personnel of hospital restrictions so that other facilities are utilized; tests 
communication and alarm systems by adjusting systems and reporting any malfunctions to 
maintenance units.  
 

              15% +/- 5% 
 Performs supporting administrative responsibilities; attends meetings, conferences, and trainings; 

recommends emergency communications policies and procedures; prepares Hazardous Materials 
(HAZMAT) release reports; maintains accurate list of emergency medical service providers, police, 
fire departments, and hospitals; monitors access to secure and highly sensitive materials such as 
lease information, and 911 call information and completes public record requests; updates 
information such as amber alerts, wanted persons, stolen property, vehicle registration, license plate 
checks, stolen vehicles, protection orders, missing persons, and criminal background from requesting 
agency, law enforcement, or court system using teletype networks and computerized data systems; 
compiles hospitals restriction information and maintains County Hospital Restriction status webpage; 
implements hospital override procedure.    

              
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 High School diploma or equivalent with three (3) years of public safety, emergency management, or 

related experience; or any equivalent combination of education, training, and experience. 
 
Additional Requirements for all levels 
 
 Must obtain and maintain Federal Emergency Management Agency (FEMA), Emergency Medical 

Dispatch (EMD), and Cardiopulmonary Resuscitation (CPR) certifications within one year of hire date. 
 

 Must obtain and maintain certification from the Ohio State Highway Patrol as a Law Enforcement 
Automated Data System (LEADS) practitioner within six months of hire date. 

 
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. 
 

 Ability to operate a two-way radio and dispatch console. 
 

 Ability to sit for a prolonged period of time. 
 

Technology Requirements   
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 Ability to operate a variety of software and databases including Microsoft Word, Excel, Outlook, PDF 
Software (Adobe), Computer Aided Dispatch (CAD) software (TAC, OpenFox), LEADS software, and 
records management system software. 

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

 
 Ability to provide instruction and training to other employees. 

 
 Ability to solve and act on employee problems. 

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

 
 Ability to recommend and act on the discipline or discharge of employees. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide 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. 

 
 Ability to comprehend a variety of informational documents including personnel forms (i.e.- 

timesheets, overtime forms, vacation requests), Mutual Aid Box Alarm System (MABAS) requests, 
Emergency Alert System (EAS) requests, hazardous spill reporting form, Amber Alert form, hospital 
restrictions form, severe weather notification, attendance records, and other reports and records.  
 

 Ability to comprehend a variety of reference books and manuals including Employee Handbook, 
CECOMS Operation Manual, Master Street Address Guide (MSAG), Cuyahoga County Atlas, OPBA 
collective bargaining contract, Emergency Operations Plan, Mile Marker Reference book. 

 
 Ability to prepare dispatch call reports, media alerts, Amber Alert, hazardous materials report, MABAS 

requests, public records request, OHTrac request, time adjustment form, hospital restriction form, 
monthly personnel schedule, standard operating guidelines, employee evaluations, and other job 
related documents using prescribed format and conforming to all rules of punctuation, grammar, 
diction, and style.   

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

information, to explain procedures, to maintain confidentiality of restricted information, and to follow 
instructions.   

 
 Ability to use and interpret emergency medical dispatch and law enforcement terminology and 

language. 
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 Ability to communicate effectively with supervisor, co-workers, subordinates, public safety personnel 
(including police departments, fire departments, CECOMS dispatchers, local hospitals), other County 
department directors and managers, and the general public.      

 
 
 
Environmental Adaptability 
 
 Work is typically performed in an office and dispatch center environment. 
 
 Work may involve exposure to bright lights and loud noise. 
 
 
 
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: Supervisor, Quality Assurance  Class Number: 12102 

FLSA: Exempt Pay Grade: 10A 
Dept: Public Safety and Justice Services 
 
 
Classification Function   
 
The purpose of this classification is to conduct quality assurance evaluations and oversee the required 
training and continuing education process for the Cuyahoga Emergency Communications Systems 
(CECOMS) Center staff.   
 
Distinguishing Characteristics 
 
This is a first-line supervisor level classification with responsibility for conducting quality assurance 
evaluations, overseeing new employee training, ensuring completion of required continuing education 
for CECOMS staff, and supervising subordinate personnel. Employees work under supervision of the 
Manager, CECOMS Operations. This class promotes the efficiencies of CECOMS operations by finding 
solutions to problems and making recommendations on process improvements. The incumbent 
exercises discretion in resolving organizational issues within applicable policies and procedures and 
ensuring that assigned activities are completed in a timely and efficient manner.  
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 
                                                                                                                                 25% +/- 10% 

• Conducts quality assurance evaluations of services provided by CECOMS; compiles monthly 
metrics to monitor call processing; creates and updates standard operating guidelines based on 
data from quality assurance evaluations.  

 
25% +/- 10% 

 Supervises and directs the work of Emergency Call Takers at CECOMS; 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.  
 

25% +/- 10% 
 Oversees the training and continuing education process for CECOMS staff; conducts new 

employee training (Emergency Medical Dispatch (EMD), Fire Communications, and 
Cardiopulmonary Resuscitation (CPR) classes); maintains employee training records; coordinates 
opportunities for employees to obtain continuing dispatch education (CDE) credits; tracks employee 
CDE credits obtained; oversees and coordinates annual re-certification process for all CECOMS 
staff. 
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           25% +/- 10% 
 Assists with administering  and  planning  the  operations of the CECOMS Center; assists with 

managing projects (i.e., protocol development, etc.); attends meetings as a representative of 
CECOMs and the Cuyahoga County Department of Public Safety; participates in the Cuyahoga 
County Emergency Medical Dispatch Committee (CCEMDC) and EMS Protocol Development 
Committee as co-chair; creates, implements, and updates standard operating guidelines; answers 
9-1-1 calls and enters information in the computer aided dispatch software; prepares various 
compliance documents; handles general public inquiries and completes public records requests; 
maintains the Northeast Ohio Regional EMS Protocol document; maintains required certifications; 
maintains County Hospital Restriction status webpage.  
 

Minimum Training and Experience Required to Perform Essential Job Functions 
 
 High School diploma or equivalent with four (4) years of public safety,  emergency management, or 

related experience; or any equivalent combination of education, training, and experience. 
 
Additional Requirements for all levels 
 
 Must obtain and maintain Emergency Medical Dispatch (EMD), EMD Instructor, Cardiopulmonary 

Resuscitation (CPR), CPR Instructor, and Public Safety Telecommunications training/certifications 
within one (1) year of hire date.  

 Must obtain and maintain certification from the Ohio State Highway Patrol as a Law Enforcement 
Automated Data System (LEADS) practitioner within six months of hire date. 

 
 
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. 
 
 Ability to operate a two-way radio and dispatch console. 

 
 Ability to sit for a prolonged period of time. 
 
Technology Requirements   
 
 Ability to operate a variety of software and databases including Microsoft Word, Excel, Outlook, 

PDF Software (Adobe), Computer Aided Dispatch (CAD) software (TAC, OpenFox), LEADS 
software, and records management system software. 

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

standards. 
 
 Ability to provide instruction and training to other employees. 
 
 Ability to solve and act on employee problems. 
 
 Ability to recommend the transfer, selection, evaluation, or promotion of employees. 
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 Ability to recommend and act on the discipline or discharge of employees. 
 
 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

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

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

 

• Ability to comprehend a variety of informational documents including EMS Protocol feedback forms, 
payroll forms, CAD call reports, 9-1-1 phone reports, attendance reports, daily operations 
schedules, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including industry standards for 

CPR and EMS care, Employee Handbook, CECOMS Standard Operating Procedures, Sunshine 
Laws, Ohio Revised Code, APCO International standards, NENA standards, and OPBA Contract. 

 
• Ability to prepare employee performance evaluations, standard operating procedures, quality 

assurance evaluations, monthly quality assurance metrics and reports, project tracking 
spreadsheets, training tracking and documentation, CAD entries, meeting agendas, memos, 
correspondence, and other job-related documents using prescribed format and conforming to all 
rules of punctuation, grammar, diction, and style. 

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

information, to explain procedures, and to follow instructions. 
 
•  Ability to use and interpret emergency medical and law enforcement terminology and language. 
 

• Ability to communicate effectively with supervisors, subordinates, department managers, public 
safety personnel (including police departments, fire departments, CECOMS dispatchers, local 
hospitals), 911 callers, other County employees, and the general public. 

 
Environmental Adaptability 
 
 Work is typically performed in an office and emergency call center environment.  
 
 Work may involve exposure to bright lights and loud noise. 
  
 
 
 
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.  



   

Proposed Date: 1.12.2021 
Effective Date:  1.12.2021 

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: 1.12.2021 
Effective Date:  1.12.2021 

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.   
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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.  
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