























Cuyahoga County

//‘ Together We Thrive
D
‘ : ' Armond Budish

Cuyahoga County Executive

April 1, 2019

Dan Brady, President

Cuyahoga County Council

Cuyahoga County Administration Building
2079 E.9th, 8th Floor

Cleveland, OH 44115

Re: Cuyahoga County Community Improvement Corporation {(CCCIC

Dear President Brady:

Pursuant to Ohio Revised Code Section 1724, [ am pleased to nominate the following
individuals for appointment to serve on the Cuyahoga County Community Improvement
Corporation’s Board of Trustees:

e Matt Carroll (County Class), open unexpired term ending: 03/31/2020
(replacing Christopher Murray)

¢ Michele Pomerantz (County Class), open unexpired term ending:
01/31/2021 (replacing Luis Cartegena)

The Cuyahoga County Community Improvement Corporation (“CCCIC”) was incorporated
in 1982, for the sole purpose of advancing, encouraging, and promoting, the industrial,
economic, commercial, and civic development of Cuyahoga County. The Corporation serves
as Cuyahoga County’s review agent for industrial revenue bond financing and economic
development lending activity. Members of the Board shall serve for three year terms.

I have attached a copy of each nominee’s resume for your review.
There are no known conflicts of interest for which an advisory opinion has been requested.
This board is uncompensated. There are no other candidates on file that applied for this

~ position.
Thank you for your consideration of these appointments. Should you or any of your
colleagues have any questions, please feel free to contact Michele Pomerantz in my office at

216-443-7125.

Singénely, '

Armond Budisi Sl

Cuyahoga County Exetutive

| 2079 East Ninth Street | Cleveland, Ohio 44115 | 216-443-7178 | www.cuyahogacounty.us




Matithew P. Carroll

WORK EXPERIENCE

Office of the Cayahoga County Executive
Chief of Staff = 2011-2014
Interim Director of Health and Human Services 2015-2016
Chief Economic Growth and Opportunity Officer 2016-present

The Cuyahoga County Executive administers a $1.2 billion budget and manages over 4,500 employees, with
a broad area of responsibilities, including human services, economic development, county justice operations
and regjonal government initiatives; the Chief Economic Growth and Opportunity Officer has direct
supervisory responsibility for the departments of Economic Development, Human Services, Public Works
and Sustainability; county appointee to the Gateway Economic Development Corporation, the Group Plan
Commission, and Board President of the Cuyahoga County Convention Facilities Development Corporation.

Cleveland State University 2017 - present
Instructor, Levin College of Urban Affairs

Teaching “Distressed People, Distressed Places,” a course about poverty in Cleveland and in the United
States, to graduate and undergraduate students.

Department of Public Health, City of Cleveland 2002 - 2010
Director

Directed 180 employee department, including divisions of Health, Environment, Air Quality, with a budget
of $21 million. Department was responsible for some regional health programs and all City of Cleveland
public health initiatives, including air pollution control, food safety and other health related inspection
services and childhood lead testing and abatement; department operated three neighborhood health centers;
grant programs included health promotion, infant mortality reduction, HIV/AIDS prevention, cardiovascular
health and substance abuse treatment; appointed Adjunct Assistant Professor at CWRU School of Medicine.

Department of Health & Nutrition, Cuyahoga County ) 1998 - 2002
Manager, Administrative Operations

Managed Administrative Operations division of 150 employees, which included budget administration ($50
million departmental budget), fiscal operations, performance measurement, human resources, fraud
investigations and customer service operations; served as Acting Director in absence of Director

ParkWorks, Inc. 1994 - 1998
Deputy Director :

Project manager of 40,000 street tree planting in contract with the City of Cleveland; wrote grant and
managed program for Lila Wallace urban parks project; designed and implemented City of Cleveland vacant
lot maintenance program; responsible for green space maintenance operations, supervising 10 employees.




Department of Law, City of Cleveland 1993 - 1994
Assistant Director of Law ,

Attorney in Labor and Employment section; represented the City in employment litigation, including trials,

arbitrations, civil service hearings, and charges of discrimination; advised departments on human resources
and labor related questions; Chairperson of OSHA task force. '

Fingerhut for Congress : o 19921993
Director of Field and Administration

Responsible for all field, volunteer and administrative functions of this successful campaign for Congress;
coordinated literature distribution, event coverage and volunteer assignment; maintained fund database.

Baker & Hostetler 1989 - 1992
Associate

Attorney practicing in the labor and litigation areas; represented clients in depositions, arbitrations;
performed legal research and wrote briefs, arbitrations and memoranda on a variety of legal topics; appointed
as firm Loaned Executive to United Way, 1989.

EDUCATION

Brown University B.A., Political Science, 1986
Student Government President and Vice-President; Chairperson, Faculty-Student Committee on South
Affican Divestment; Color Guard for 1986 Commencement (one of two students selected); Joslin Award
winner for service to the Brown community; Resident Counselor and Head Counselor.

Georgetown University Law Center J.D., 1989

Member of National Moot Court team and Constitutional Law team; Law Fellow — legal writing section
instructor for first-year students; Criminal Justice Clinic participant — student attorney representing indigent
criminal defendants in D.C. Superior Court, 1988-89.

COMMUNITY ACTIVITIES

Hunger Network of Greater Cleveland 1989 - 2002
Board President (1995-2001)

Brown University Alumni Schools Committee 1989 - present
Regional Director (2001-2004)

Merrick House 1998 - 2002
Board President (2000-2002) '

Neighborhood Centers Association 1999 - 2002
Executive Committee Member (2000-2002)

Project: LEARN ‘ 1990 - 1997
Tutor (1990-1992); Board Member (1991-1997)




Ohio City Near West Development Corporation 1992 - 1995

Board Member and Treasurer

Northea‘st Ohio Coalition for the Homeless 1989 - 1992

Board Member and Treasurer




Michele J. Pomerantz

Michele is the Director of Regional Collaboration for Cuyahoga County. Michele began her careeras a
classroom teacher in Cleveland before joining the American Federation of Teachers as Deputy Director
of the Office of the President. In her current position, Michele supports regional collaboration amongst
the 59 municipalities and stakeholder groups in Cuyahoga County. She works closely with the County
Departments of Economic Development 1o increase equitable development that grows the region. She
is also responsible for advecacy at the state and federal level representing Cuyahoga County’s interests
in securing equitable funding and policies that premote our ability to advance our regional priorities.
Through that work, Michele seeks to utilize collaboration to increase prosperity for all residents of
Cuyahoga County.




Michele Pomerantz

Profile

High-achieving executive with a variety of leadership experience, relationship and influential
expertise.

Skilled communicator who transforms visionary plans into workable solutions using execution
and communication abilities that create a connectedness within large organizations.

Extensive policy development proficiency on a variety of topics including Medicaid, finance,
education, facilities and transportation.

Work Experience

Cleveland Metropolitan School District-Cleveland, Ohio
Policy and Labor Liaison, January 2013-present

Analyzed, developed, and influenced state wide policies on education, finance, facilities and
transportation

Presented at the Forum on Sino-U.S. Education Leadership at Southwestern University in
Chongqing

Served as a delegate representing Ohio at the Education Fellowship Policy Program in China
Presented at Harvard University at the Strategic Data Project Convening on the topic of federal
education reform policy

Designed and managed a communication piece with all stakeholders specific to CMSD positions

Strengthened relationships with a variety of stakeholders within and around the city to support
the District

Acted as liaison for the CEO at district, local, and national meetings

Presented reports and presentations to residents, parents, and leaders on federal and local issues

Acted as government liaison to all state and national legislators including Cleveland City Council
Prepared briefings and background materials for CEO to ensure strategic follow-up

Organized and directed staff across departments to provide support for the CEO

Co-leader of the Issue 4 campaign and Issue 108 campaign for CMSD resulting in the passage of a
$200 million bond levy to build up to 22 new schools and continue operations for 100 plus
schools for the next 4 years

American Federation of Teachers-Washington, D.C.
Deputy Manager Office of the President, April 2012-January 2013

Created and organized briefing and background materials for travel and speaking engagements
Liaised with coalition organizations, affiliates, political organizations, and other stakeholders and
people on behalf of the President of the American Federation of Teachers (AFT)

Facilitated relations between AFT President, AFT state federations and locals, the AFL-CIO and
other labor organizations

Coordinated trips, staff, and events for the president and maintained political, strategic, and
affiliate follow-up



Michele Pomerantz

Page 2

Organized and directed staff across departments to support the President’s initiatives cutting
through bureaucracy

Cleveland Teachers Union-Cleveland, OH
Director of Political Action and Trustee, 2005-2012

Developed and implemented presidential, gubernatorial, and collective bargaining campaigns

Reorganized a strategy to educate, message, and motivate members around negotiations and
political issues

Built strategic alliances with political, community, and coalition stakeholders

Mobilized 50% of membership to volunteer on campaigns and managed 2,500 volunteers
Increased Committee of Political Action funds by 119% and increased the amount of members
contributing by 32%

Utilized enhanced communication tools including social media to educate both members and the
community at large

Cleveland Municipal School District - Cleveland, Ohio
Teacher, 1990 - 2012

Planned, implemented, monitored, and assessed a progressive program to increase student
attendance that resulted in 18% class wide improvement

Earned positive verbal/written feedback from parents and administrators and students regarding
classroom

Instruction and community engagement

Presented monthly industry conferences to audiences of 100+ educators and district leaders on
reading acquisition

Provided workshops for parents, community leaders, and other educators around managing
behavior

Modified the general education curriculum for special-needs students based upon research-based
instructional techniques and technologies

Consistently provided leadership and constructive feedback to colleagues and parents to resolve
conflicting educational priorities and issues

Education

Cleveland State University, 1997
Cleveland, Ohio
Master’s Degree in Curriculum and Instruction

Cleveland State University, 1990
Cleveland, Ohio
Bachelors of Science in Elementary Education



Michele Pomerantz
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Cleveland State University, 2016
Education Policy and Leadership Program

Awards and Other Affiliations

Ohio Federation of Teachers, Outstanding Service Award, 2012
Cuyahoga County, Transition Team Director of Operations. 2015
Boys and Girls Clubs of America, Board Member since 2014



County Council of Cuyahoga County, Ohio

Resolution No. R2019-0102

Sponsored by: Councilmember A Resolution adopting various changes to

Brown on behalf of Cuyahoga the Cuyahoga County Non-bargaining

County Personnel Review Classification Plan, and declaring the

Commission 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 aclear,
countywide classification and salary administration system for technical, specialist,
administrative and clerical functions with alimited 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 April 3, 2019, the Personnel Review Commission met and
recommended the classification changes (attached hereto as Exhibits A through E)
and recommended to County Council the formal adoption and implementation of the
attached changes; and

WHEREAS, it is necessary that this Resolution become immediately effectivein
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 Classification:




Exhibit A: ClassTitle:  Early Childhood Mental Health System
Coordinator
Number: 1056351
Pay Grade:  8A/Exempt

Proposed Revised Classification:

Exhibit B: ClassTitle:  Homeless Management Information System Analyst
(Homeless Management Information System Administrator)
Class Number: 1014151
Pay Grade: 11A/Exempt
* Classification revised at request of department. Title changed
from HMIS Analyst to HMIS Administrator. The pay grade
decreased from PG 12 to PG 11 due to the removal of direct
supervisory responsibilities.

Proposed Deleted Classifications:

Exhibit C: ClassTitle:  Courier
Class Number: 1011151
Pay Grade: 2A/Non-Exempt
* The duties that are performed by this position are no longer
needed. One employee was laid off due to lack of work and there
are no other incumbents in the classification.

Exhibit D: ClassTitle:  Employee Relations Associate
Class Number: 1053651
Pay Grade: 8A/Non-Exempt
* The classification has been vacant for several months and the
duties have been assigned to other employeesin the Labor &
Employee Relations Division.

Exhibit E: ClassTitle:  Senior Employee Benefits Coordinator
Class Number: 1053662
Pay Grade: 9A/Non-Exempt
* The benefits series of classifications was recently redesigned to
include the duties performed by the Senior level into the new
Benefits Analyst classification thereby making it unnecessary.

SECTION 2. Itisnecessary 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. Itisfound 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 al legal requirements, including Section 121.22 of the Ohio Revised Code.

On amotion by , seconded by , the foregoing Resol ution was
duly adopted.
Y ess:
Nays:
County Council President Date
County Executive Date
Clerk of Council Date

First Reading/Referred to Committee: April 23, 2019
Committee(s) Assigned: Human Resources, Appointments & Equity

Journd
, 2019



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: | Early Childhood Mental Health System Coordinator | Class Number: 1056351

FLSA: Exempt Pay Grade: 8A

Dept: Children and Family Services EXHIBIT A

Classification Function
The purpose of this classification is to manage the Early Childhood Mental Health Referral System by
screening calls at a clinical level and providing direction, support, and referral information to callers.

Distinguishing Characteristics

This is a journey-level classification that is responsible for screening calls at a clinical level for the Early
Childhood Mental Health (ECMH) population (children 0-6 years) to help navigate them within the
ECMH continuum of care or provide appropriate referral information and support linking to an outside
system. The employee works within a framework of policies, procedures, and regulations and ensures
that activities are performed in a timely and efficient manner.

Essential Job Functions

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

50% +/- 10%
¢ Manages the ECMH Referral System; screens calls to assess and determine appropriate level of
care within the ECMH continuum of services and providers; triages calls and provides appropriate
referrals to services outside of the ECMH continuum of care; provides support and guidance to
families referred to an outside system to ensure efficient and smooth transition; provides follow-up
and feedback to referents regarding treatment destination.

10% +/- 5%

o Researches, analyzes, and evaluates information collected through the ECMH referral system;
makes recommendations to the ECMH system stakeholders, partners, and providers regarding
impact and feasibility of proposed changes to the ECMH system and referral process; maintains
knowledge of available community resources and services, best practices, and emerging ECMH
research to ensure referrals are triaged appropriately.

10% +/- 5%

e Serves as a liaison to internal and external agencies to ensure that all parties are equipped with
information for resources and care; maintains partnerships within the ECMH spectrum and serves as
representative at required community meetings; participates in community outreach events to
increase awareness of ECMH referral system.

5% +/- 2%
o Coordinates and maintains information regarding available openings and waiting lists within the
ECMH provider network; prepares reports for stakeholders, partners, and providers regarding current
system wait lists and impact on ECMH service delivery.

Proposed Date:




Early Childhood Mental Health System Coordinator

5% +/- 2%
e Prepares and delivers trainings for staff, caregivers, and other providers on various subjects regarding
early childhood mental health and Cuyahoga County’s ECMH delivery system; develops appropriate
ECMH referral program resources and outreach materials.

10% +/- 5%

o Performs related administrative responsibilities; prepares various reports, records and other
documents; responds to emails and phone calls; attends various trainings and meetings; prepares
reports tracking number of clients serviced, referrals, and other relevant information; completes
monthly expense reports.

Minimum Training and Experience Required to Perform Essential Job Functions

e Bachelor's degree in social work, psychology, child welfare or related field with three (3) years of
experience in early childhood mental health intervention, child clinical counseling, or related field; or
any equivalent combination of training and experience.

e Must hold License of Social Worker (LSW), License of Independent Social Worker (LISW), License
of Professional Counselor (LPC), or License of Professional Clinical Counselor (LPCC) in the State
of Ohio

¢ Valid Ohio driver license, proof of automobile insurance, and a reliable vehicle.

Additional Requirements for all levels

e Must obtain and maintain Ohio Early Childhood Mental Health Professional Credential within twelve
(12) months of hire date.

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 copier.
Mathematical Ability

o Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine
statistics.

Language Ability & Interpersonal Communication

e 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.

o Ability to comprehend a variety of informational documents including reports, assessment scores,
referral forms, and other reports and records.

e Ability to comprehend a variety of reference books and manuals including clinical/service
implementation guidelines and standards, Employee Handbook, DCFS Policy and Procedures, Ohio
Administrative Code, Ohio Revised Code, and Ohio Counselor, Social Worker and Marriage and
Family Therapist (CSWMFT) Board regulations.

Proposed Date:



Early Childhood Mental Health System Coordinator

o Ability to prepare statistical reports, graphs, basic spreadsheets, lists, weekly reports, annual reviews,
referrals, expense reports, correspondence, and other job-related documents using prescribed format
and conforming to all rules of punctuation, grammar, diction, and style.

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

o Ability to use and interpret counseling, basic medical, and basic legal terminology and language.

e Ability to communicate with supervisors, coworkers, child clients, caregivers, parents, community
service providers, and other County employees.

Environmental Adaptability

e Work is typically performed in an office environment.

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

Proposed Date:



CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION

Class Title: Hom_el_ess Management Information System Class Number: 1014151
Administrator

FLSA: Exempt Pay Grade: 11A

Dept: Health and Human Services EXHIBIT B

Classification Function

The purpose of this classification is to plan, direct, and manage the operations of the Homeless
Management Information System (HMIS) for the Cuyahoga County Continuum of Care (CoC), and
provide technical support for related software.

Distinguishing Characteristics

This is a technical supervisory classification with responsibility for planning, directing, and managing the
operations of the Homeless Management Information System (HMIS) for the Cuyahoga County
Continuum of Care and providing technical support for HMIS software. Incumbents work within a
framework of established regulations, policies, and procedures and are expected to utilize judgment in
performing work. Incumbents in this classification exercise discretion in following and ensuring
adherence to protocol, procedures, laws, and regulations in the performance of duties.

Essential Job Functions

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

30% +/- 10%

o Plans, directs, and manages activities and operations of the Homeless Management Information
System (HMIS) for the Cuyahoga County Continuum of Care (CoC); manages all HMIS functions for
local CoC HMIS software including system administration, project management, telecommunications
support, software maintenance, procurement, and user support functions; ensures availability and
reliable performance of the software application; facilitates system changes, updates, and upgrades
and assures adherence to federal regulations; performs system configurations; manages system
access and licenses; ensures compliance of data standards, system performance, and monitors
utilization; troubleshoots software and hardware problems; communicates design and programming
changes to vendor’s development team; leads testing efforts and ensures issues are identified,
tracked, reported, and resolved in a timely manner; leads efforts for system improvement and
reporting; gathers requirements for new programs through document analysis and interviews;
collaborates across multiple business areas to determine effective solutions in support of business
requirements and strategic direction; identifies opportunities to streamline business processes and
increase efficiencies; serves as IT/HMIS technical point of contact for vendors, business partners,
HMIS agencies, researchers, consultants, and other government agencies.

Effective: March 30, 2015
Last Modified: April 25, 2018




HMIS Administrator

25% +/- 10%
Conducts research, data analysis, and strategic planning; performs needs assessments; manages
project design, data collection, workflow, service delivery, and reporting; develops and documents
project forms, workflows, and their associated procedures; transforms technical releases and other
high-level information into detailed specifications; recommends acquisition of new tools and
software applications; develops and assists with writing complex reports to meet the expanding
needs of the CoC.

25% +/- 10%
Manages local, state, and federal HMIS reporting; creates standardized reporting process for HMIS
participating agencies; works with users to define data definitions, concepts, and processes;
monitors timeliness and quality of data collection; ensures data quality and compliance; determines
timelines and defines project performance; enforces deadlines and schedules; implements
corrective action procedures for participating agencies.

10% +/- 5%
Provides site-based training and development to users; develops training content and materials;
responds to user questions, concerns, and problems.

10% +/- 5%
Performs related administrative responsibilities; prepares and maintains various reports, records, and
other documents; may assign work to other personnel related to HMIS functions; responds to emails
and phone calls; attends various trainings, workshops, and meetings; keeps up to date on
professional knowledge, new business trends, and changes in policies; prepares and delivers public
presentations; establishes and updates local HMIS Policies and Procedures.

Minimum Training and Experience Required to Perform Essential Job Functions

Bachelor’s degree in computer science, information technology, or related field with five (5) years of
computer information systems, relational database and project management, or related experience

with two (2) years of experience working with a HMIS; or any equivalent combination of training and
experience.

Valid Ohio driver license, proof of automobile insurance, and a reliable vehicle.

Additional Requirements for all levels

Must obtain training and/or certifications as required by the HMIS Software Vendor.

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 copier.

Supervisory Responsibilities

No supervisory responsibilities.

Effective: March 30, 2015
Last Modified: April 25, 2018



HMIS Administrator

Mathematical Ability

Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine and
advanced statistics.

Language Ability & Interpersonal Communication

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

Ability to comprehend a variety of informational documents including report requests, database sets,
configuration specifications, software specifications, source materials, request for proposals,
computer periodicals, federal agency flow charts and diagrams, training documents, vendor release
forms, system generated reports, help desk tickets, and other reports and records.

Ability to comprehend a variety of reference books and manuals including Personnel Policies and
Procedures Manual, U.S. Department of Housing and Urban Development Regulations, Federal
Program Guides, Federal Partner Regulations, computer hardware manuals, system documentation
and manuals, and software product manuals.

Ability to prepare system reports and presentations; project workflow charts and diagrams, HMIS
Manuals, HMIS Policies and Procedures Manual, training materials, employee performance
evaluations, correspondence, and other job-related documents using prescribed format and
conforming to all rules of punctuation, grammar, diction, and style.

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

Ability to use and interpret basic legal, basic medical, and computer system terminology and computer
programming languages.

Ability to prepare and deliver presentations, communicate effectively with supervisors, directors,
vendors, consultants, state and federal agencies and partners, the general public, 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: March 30, 2015
Last Modified: April 25, 2018
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)/6$ Non - Exempt 3D\ *UD 2
'HS All Departments EXHIBIT C

&ODVVLILFDWLRQ )XQFWLRQ

The purpose of this classification is to provide courier services and office support services, to include
delivery of mail, packages, hardware, sensitive and confidential documents and supplies. Work
involves responsibility for safe and accurate delivery of mail, reports and packages to their intended
recipients. Classification typically reports to a Supervisor.

'LVWLQJIXLVKLQJ &¢KDUDFWHULVWLFV

This is an entry/journey level classification. Employees in this class initially receive immediate
supervision, progressing to general supervision as the incumbents become able to work independently
to perform the full range of duties associated with this class. Assignments are limited in scope,
contain fairly routine tasks, and are performed within a procedural framework established by higher
level employees.

(VWHQWLDO -RE )XQFWLRQV

7KH ITROORZLQJ GXWLHV DUH QRUPDO IRU WKLV FODVVLILFDWLR
HI[FOXVLYH RU DOO LQFOXVLYH 2WKHU GXWLHYV PD\ EH UHTXLUH(
55% +/- 10%

o Delivers or picks up items such as mail, packages, boxes, cartons of supplies, or other
materials to/from various offices or other locations; lifts/loads items into or out of delivery
containers or vehicles; unloads/delivers items at destinations; tags equipment; enters received
equipment and/or supplies into database system; may assist taking inventory.

25% +/- 10%

o Drives automobile, utility van, or other vehicle to transport materials; plans routes/schedules to

ensure timely pickup/delivery of materials; follows established traffic laws and safety

procedures, utilizes safety equipment, and monitors work environment to ensure safety of

employees, the public, and other individuals; performs driving functions safely and efficiently in

various weather conditions; monitors traffic conditions surrounding vehicle to identify
pedestrians, obstructions, or unsafe traffic conditions.

10% +/- 5%
e Provides a messenger service for various offices; may deliver bank deposits or other financial
transactions to/from banks; may assist in sorting and delivering inter-office and U.S. mail; may
move furniture and cabinets.

5% +/- 2%
¢ Cleans vehicle; notifies garage of needed maintenance.

5% +/- 2%
e Responds to requests for special service/handling as needed, such as waiting for a delayed item,
prioritizing a delivery, hand-delivering an item to a specific person/department, or making a
special trip.

© Archer Company Proposed October 2013



