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-------------------------------------~--------

Article I 
Purpose of Agreement 

This agreement is made between the Lucas County Information Services 
Department hereinafter referred to as "Employer" or "Management" and the 
International Brotherhood of Electrical Workers Local 8 hereinafter referred to as the 
"Union", for the purpose of providing fair and responsible method of enabling employees 
covered by this agreement to participate through Union representation in the 
establishment of terms and conditions of their employment, to receive a prompt and fair 
disposition of grievances, and to establish a peaceful procedure for the resolution of all 
differences between the parties. 

Article II 
Recognition; Representation; Unit Defined; Bargaining Unit Work; Probationary 
Period 

Section 1. Representation: 
The Employer recognizes the Union as the sole and exclusive bargaining agent 

for the purpose of establishing wages, hours and other terms and conditions of 
employment for those employees in the certified bargaining unit, as certified by the 
SERB Board. 

Section 2. Unit Defined: 
The bargaining unit shall consist of all full and part-time employees, if any 

assigned to classifications herein listed. 
Classifications: Network Technician 1, Network Technician II, Network 

Technician Ill, Network Technician IV, End User Support Specialist, Application 
Systems Analyst, Business Systems Analyst, Sr. Application Systems Analyst, Sr. 
Business Systems Analyst, Help Desk associate, Administrative Assistant and 
Administrative Clerk. 

Section 3. Bargaining Unit Work; 
Non-Bargaining Unit personnel shall only perform bargaining unit work in 

emergencies, in the instruction or training of employees, in the performance of 
necessary work when difficulties exist, for production support issues, or when non
bargaining unit assistance would be necessary to provide prompt customer service. 

Section 4. Probationary Period: 
New employees shall be considered probationary employees until they have 

been in the employ of LCIS for one hundred and twenty (120) calendar days. During 
such probationary period, the employee may be discharged for any reason within the 
sole discretion of LCIS Management, and such discharge shall not be subject to the 
grievance procedure. 
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Article Ill 
Section 1. Dues Deduction: 

The Employer will deduct from the wages and remit to the proper officers of the 
Union, the regular bi-weekly Union dues. Deductions shall be made from each pay of 
the employee in an amount certified by the Union. In the event an employee's pay is 
insufficient for the deductions, the Employer will deduct the amount from the employee's 
next regular pay where the amount earned is sufficient. 

Section 2. Fair Share Fee: 
All employees will have one hundred and twenty (120) days following the 

beginning of their employment in a bargaining unit position to either join the Union and 
commence paying dues or file with the State Employment Relations Board (SERB) for 
exemption. If exemption is not granted or if the employee does not join the Union, the 
Employer shall deduct from the employee's payroll check a fair share fee as permitted 
under the Ohio Revised Code, Section 4117.09(C). The amount of such fair share fee 
shall be determined by the Union, but shall, in no event, exceed the amount of dues 
paid by employees who are Union members. 

The Union assumes the risk or liability for all damages that may arise from the 
withholding of union dues and assessments and shall save and hold the Auditor 
harmless from all claims resulting there from including any cost or expenses incurred by 
the Auditor in defending these claims. 

Article IV 
Section 1. Stewards/Grievances 

The Union may select a Steward and Alternate Steward for each division and 
each shift for which that division works. Stewards shall be permitted reasonable time to 
file, investigate, and process grievances or potential grievances during working hours 
without loss of pay so as not to interfere with productivity. The Union shall furnish the 
county Personnel Department with the names of the Steward. 

Section 2. Union Staff Representatives 
The staff representative shall be permitted access to work areas where 

employees are employed or working at all reasonable times for the purpose of adjusting 
grievances, assisting in the settlement of disputes and for the purpose of carrying into 
effect the provisions and aims of this Agreement. 

Section 3. Information to Union 
The Employer agrees to furnish to the Union Steward all appointments of new 

employees and personnel changes of employees in the bargaining unit, along with their 
addresses, class titles and division and/or location. Such notification shall be provided 
to the Union Steward. 

Section 4. Union Release Time 
The Employer shall grant leave of absence without pay for Union Members to 

transact union business, for union meetings, conventions, conferences, or schools, or 
other legitimate union business. Persons requesting this type of leave or absence 
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should make such a request not Jess than one (1) week in advance of their intended 
absence. The Employer shall grant leave to no more than one (1) person 
simultaneously per division, unless mutual agreement. The Employer will grant no more 
than three (3) weeks of leave per person annually. Union Leave of Absence should not 
be unreasonably denied. 

Section 5. Management Rights 
The Union shall recognize the right and authority of the Employer to administer 

the business of the Department, and in addition to other functions and responsibilities 
which are not specifically mentioned herein, the Union shall recognize the Auditor has 
and will retain the full right and responsibility to direct the operations of the Department 
to promulgate rules and regulations and to otherwise exercise the prerogatives of 
management, and more particularly, including but not be limited to the following: 

A. To manage and direct its employees, including the right to select, hire, 
promote, transfer, assign, evaluate, layoff, recall, reprimand, suspend, 
discharge, discipline for cause, and to maintain discipline among 
employees; 

B. To manage and determine the location, type and number of physical 
facilities, equipment, programs and the work to be performed, including 
implementation of necessary action in emergency situations. Emergency 
situations occur when there is an absence at work of bargaining unit 
employees ,due to vacations, training, compensatory time or other similar 
events that leave the then current bargaining unit employees unable to 
respond to unexpected problems that arise which must be corrected 
immediately; 

C. To determine the Employer's budget goals, objectives, programs and 
services, and to utilize personnel in a manner designed to effectively and 
efficiently meet those purposes; 

D. To determine the size and composition of the work force and the 
Employer's organizational structure, including the right to relieve 
employees from duty due to lack of work or lack of funds; 

E. To determine the hours of work, including overtime, work schedules, and 
to establish reasonable work rules for all employees. 
The Union recognizes and accepts that all rights and responsibilities of the 

Employer not specifically modified by this Agreement or ensuing agreements 
shall remain the function of the Employer. 

Article V 
Section 1. Non-Discrimination Policy 

There shall be no discrimination or retaliation by the Employer or Union, 
against any employee as a result of or because of such employees' race, color, 
sex, national origin, age, handicap, membership in the Union or non-membership 
in the Union; or because of the filing of charges, giving of testimony or 
assistance; or participation in any manner in any investigation, proceeding, or 
hearing of the Ohio Civil Rights Commission or the state Employment Relations 
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Board. The parties agree that the County policies regarding discrimination shall 
apply to the bargaining unit. 

Section 2. Sexual Harassment 
Purpose The Employer is committed to maintaining practices which 

prohibit sexual harassment of one employee by another in compliance with state 
and federal Jaw. 

Polley It is the policy of the Employer to strictly prohibit sexual 
harassment in the workplace and to provide a procedure for the reporting of 
perceived or actual harassment as well as a guideline for necessary actions to be 
taken after a complaint has been made. 

Definitions Harassment on the basis of sex is a violation of Sec. 703 of 
title VII. Unwelcome sexual advances, requests for sexual favors, and other 
verbal of physical conduct of a sexual nature constitute sexual harassment when 
( 1) submission to such conduct is made either explicit or implicitly a term or 
condition of an individual's employment, (2) submission to or rejection of such 
conduct has the purpose or effect of unreasonable interfering with an individual's 
work performance of creating an inllmidating,-hostile or offensive working 
environment. 

Procedure 1) an employee who feels he/she is being harassed should 
report the incident immediately to the department head or Human Resources. A 
prompt and confidential investigation will be conducted to determine If sexual 
harassment as defined in this policy has occurred. 

2) An employee who engages in sexual harassment will 
receive discipline, up to and including discharge. 

Article VI 
Job Descriptions 
See Appendix #1 

Article VII 
Section 1. General Wage Increase 

Wages for 2011 will be accordance with the memorandum of understanding to 
the contract as Appendix #2. The parties agree to a wage re-opener effective January 
1, 2012, and January 1, 2013. 

Section 2. Job Audits: 
At the request of an employee or the Union, the Lucas County Auditor 

shall conduct job audit(s). The job audit(s) shall be conducted and completed within a 
reasonable time. Upon review of the job audit and subject to budgetary restraints, the 
Lucas County Auditor shall provide upgrades to those employees whose duties and 
responsibilities warrant an upgrade. The basis for this determination includes, but is not 
limited to, as stated, budgetary constraints, industry standards, and increased duties 
and responsibilities. Any dispute to the job audit(s) is subject to the grievance 
procedure. 
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Section 3. Training, Certifications, Supplements 
The employer will provide adequate training for employees on new equipment, 

programs, and core software at employer's cost. 

Article VIII 

Section 1. Hours of Work 
The normal schedule of hours shall consist of eight (8) hours work between the 

hours of 6:00a.m. and 6:00p.m. and one (1) hour unpaid for lunch, morning and 
afternoon paid break not to exceed fifteen (15) minutes Monday through Friday except 
for holidays, or days celebrated as such as stated in the Agreement. 

Section 2. Workweek 
A workweek shall consist of time actually worked, paid sick leave, paid funeral 

leave, or any other time in active pay status. 
The workweek is one calendar week starting with Sunday (12:01 AM Sunday 

thru 12:00 PM Saturday). 

Section 3. Overtime 
Overtime will not be paid in a workweek until the employee exceeds forty ( 40) 

hours in active pay status. Any approved paid leave shall be counted as hours worked 
in computing overtime pay. Thus, all scheduled work time in excess of forty (40) hours 
in active pay status, shall be overtime and shall be compensated at the rate of time and 
a half (1 Y:.times) the employee's regular rate of pay. All work performed on Saturday 
shall be paid at the rate of time and a half (1 Y:. times) the employee's regular rate of 
pay. All work performed on Sunday shall be paid at the rate of double time (2 times) the 
employee's regular rate of pay. When an employee is required to report tot work at a 
time not contiguous to his regular scheduled workday, they shall be guaranteed a 
minimum of four (4) hours pay at the overtime rate. 

A workweek shall consist of time actually worked, paid sick leave, paid 
bereavement leave, or any other time in active pay status. It is understood that 
overtime work is voluntary and may be refused by an employee, unless a Department 
Head determines that an emergency exists. In an emergency, overtime is mandatory. 

Voluntary overtime will be offered to employees on a rotational basis. Each 
department will maintain an overtime list based on seniority. Voluntary overtime will be 
offered to the most senior qualified employee in the department or unit that is to work 
overtime. If that employee refuses to work overtime on that particular day, then it will be 
offered to the next most senior qualified employee, and so on down the seniority Jist. 
The next voluntary opportunity will be offered to the person on the overtime Jist next 
after the last employee who accepted overtime. When overtime is requested, the 
supervisor will notify the steward(s). The steward(s) will contact all available employees 
according to the overtime list and notify the supervisor of those employees who will 
work the overtime. The overtime Jist will be jointly maintained by the supervisor and 
steward on each floor. 
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Mandatory overtime will be offered on the same basis as voluntary overtime. If 
however, all employees refuse to work, then the overtime shall be worked by the 
qualified employees with the least seniority. 

Section 5. Compensatory Time 
An employee who has worked overtime shall be allowed to accumulate 

compensatory time at the overtime rate, in lieu of pay, if he so elects, up to two hundred 
and forty (240) hours, as designated by Ohio Revised Code 124.18. 

Section 5. Shift Work 
On occasions when coverage is required outside the normal work hours, a 

premium of 10% shall be added to the employee's hourly rate of pay. Should the 
employee exceed eight hours work, they shall be compensated at the overtime rate of 1 
Y. times the premium hourly rate of pay 

Section 6. Temporary Working Levels 

Temporary Working Levels (TWL) occur when an employee is off work for any approved 
reason (sick time, vacation, or any other approved leave) or when a position has been 
vacated and management has not yet filled the position. Employees assigned by 
management to fill a TWL and/or perform the duties of a position with a higher pay rate 
than their current classification shall be paid a 10% premium pay increase. 
Management and the IBEW agree to review this provision in January 2009 as part of 
the wage reopener process. 

Article IX 
Bidding Procedures 

A. When a vacancy occurs for any reason, or when a new job is created and such 
vacant or new job is within the bargaining unit, the job shall be posted as soon as 
practical and shall remain posted for a period of five (5) full consecutive work 
days. (8:00a.m. to 5:00p.m.) 

B. The initial bid posting shall include: classification, job title (with brief description) 
pay rate, department where vacancy exists, the name of the person to have held 
the job last, and the last date bids will be accepted. 

C. A copy of all bid notices will be given to the Union, stewards, and also posted on 
all bulletin boards in each department. The stewards will be informed of those 
who bid on all positions after close of bidding. 

D. Employee wishing to bid on posted jobs shall submit their bids to the Department 
Head or the designee. An employee bidding on any posted job or jobs shall 
receive a minimum of one (1) interview per department (floor). 

E. In the event an employee is on vacation or on other approved leave of absence, 
the union steward may, at the employee's request, submit a bid in behalf of the 
employee. 

F. After interviewing all bidders the job shall be awarded to the most qualified 
employee who has bid on the job as determined by the Employer. If two (2) or 

Page 10 of 25 



-------------------------···-·--·--·-

more employees who bid on the job are determined by the Employer to be 
equally qualified, the job shall be awarded to the most senior of them. Employees 
shall be considered based on their entire work record (seniority, job performance, 
attendance, personnel file, and other relevant factors) and experience. Testing 
for any position may only be accomplished by mutual agreement. 

G. In the event there is no bidder or no bidder is determined by the Employer to be 
qualified for the position, the union (steward and or union representative) shall be 
notified of this decision. The union (steward and or union representative) may 
request a Labor Management Meeting to discuss training as an alternative prior 
to the Employer hiring a new employee. 

H. Should an accepted bidder fail to perform the job satisfactorily within one 
hundred twenty (120) calendar days, said employee involved will be returned to 
his or her previous department job with seniority unimpaired. In addition, the 
accepted bidder may choose to return to his or her former position within the 
specified one hundred twenty (120) calendar day period. Individuals accepting 
open positions will be informed of the possibility of return within the specified time 
framework. 

I. After a successful bidder is accepted into a position he/she will be ineligible to bid 
on posted jobs for a period of sixty (60) days. Management will make every effort 
to apprise the bargaining unit members of possible job openings in advance of 
such openings, wherever possible. 

Article X 
Section 1. Holidays In addition to vacation leave, employees are entitled to holiday pay 
based on the standard workday for: 

New Year's Day 
President's Day 
Memorial Day 
Labor Day 
Veteran's Day 
Day after Thanksgiving 
Christmas Day 

Martin Luther King Day 
Good Friday- Y. Day 
Independence Day 
Columbus Day 
Thanksgiving Day 
Christmas Eve - Y. Day 

Employees shall be entitled to Two (2) Personal Days per calendar year. If such 
Personal Days are not used within any calendar year, they shall be lost. 

Section 2. Holiday Pay 
Should an employee be scheduled to work on any of the aforesaid holidays, he 

will be entitled to compensation at two and a half (2 Y.) times his daily rate for such day 
worked. The employee shall have the choice of receiving compensation for work 
performed on such holiday at the rate of two and a half (2 Y.) times his daily rate or one 
(1) day of holiday pay at the straight time daily rate, plus compensatory time at the rate 
of one and a half (1 Y.) times his daily rate. 
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Article XI 
Building Closings 

Any Resolution or action by the Data Processing Board or its designee to close 
the county Offices which results in employees of the County to receive the day off from 
work, will be considered a paid day. This may include, but not limited to, snow days, 
blizzard conditions. or holiday extensions. 

Article XII 
Section 1. Vacation Accumulation 

Full time employees earn annual vacation leave after one year of permanent full 
time employment according to the following schedule: 

Section 2. Service Time 
The following schedule will apply to those employees who have satisfied the 

eligibility requirements contained in this article. 
1. Two (2) weeks after one ( 1) year. 
2. Three (3) weeks after five (5) years. 
3. Four (4) weeks after eleven (11) years. 
4. Five (5) weeks after nineteen (19) years. 
5. Six (6) weeks after twenty-four (24) years. 

Section 3. Vacation Selection 
Vacations shall be selected by seniority and shall be consistent with an efficient 

work schedule. The supervisor shall be responsible for ensuring the employee that 
vacation has been approved or denied within five (5) days after the employee selection. 
In the event notice of approval or denial is not given to the employee pursuant to the 
above, such vacation shall be considered as approved. 

Any pre-scheduled and approved vacation shall not be denied, or changed, 
regardless of seniority except in case of emergency. 

Section 4. Requests for Vacation 
Any employee requesting a non-prescheduled vacation must submit his/her 

request to supervision at least 24 hours to commencement of such leave. This provision 
may be waived by the supervisor. 

Section 5. Conversion on Separation 
Upon separation in good standing from the county service, an employee is 

entitled to compensation for any earned, but unused vacation leave credit at the time of 
separation, provided the employee has completed at least one year of service. The 
payment will be made at the employee's current rate of pay based on his/her permanent 
position. 
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Article XIII 

Section 1. Sick Leave Defined 
Sick leave shall be earned and used in compliance with Ohio Revised Code No. 

124.38. The record of each employee's accumulated sick leave shall be posted on his 
absentee record in January showing the sick leave accumulated as of the preceding 
December 31. 

Each employee shall be entitled for each completed seventy-five (75) hours of 
service to sick leave of 4.32 hours with pay, and for each completed eighty (80) hours of 
service to sick leave of 4.6 hours with pay. Employees may use sick leave upon 
approval of the Auditor, for absence due to personal illness, pregnancy, injury, exposure 
to contagious disease which may be communicated to other employees, and to illness, 
injury and death in the employee's immediate family as defined by Ohio Revised Code. 

Unused sick leave shall be cumulative. When sick leave is used it shall be 
deducted from the employee's credit on the basis of one (1) hour for every one (1) hour 
of absence from previously scheduled work. 

The previously accumulated sick leave of an employee who has been separated 
from the Auditors Department shall be placed to his credit upon his re-employment 
takes place within ten (10) years of the date on which the employee was last terminated 
from the Auditor's Department. 

Section 2. Accumulation of Sick Leave 
Employees, having ten (10) or more years of service shall, at the time of 

retirement are entitled to receive a cash payment for no more than one-third (1/3) of 
their accrued but unused sick leave credit, not to exceed three hundred and twenty 
(320) hours (40 days). Such payment shall be based on the employee's rate of pay at 
the time of retirement. 

Section 3. Use of Sick Leave 
A. Sick leave shall be granted to an employee only upon approval of the appointing 

authority and for the following reasons: 
1. Illness or injury of the employee or a member of his immediate family. 
2. Death of a member of the employee's immediate family. In addition to the 

three (3) bereavement days, an additional two (2) days may be allowed if 
the death or burial occurs in a city located more than one hundred and fifty 
(150) miles from Toledo. 

Section 4. Additional Unpaid Sick Leave 
Employees may request the Auditor to grant additional leave without pay when 
sick leave has expired. Such requests and the response shall be in writing on a 
form to be designated by the Department. (Such additional unpaid sick leave 
time shall be determined by the merit of the case). 

Section 5. Call-In 
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Employees are expected to call in within one (1) hour of the start of their shift at the 
numbers listed in each office. Employees may have a relative call in for them 
only if the employee is incapacitated. 

Section 6. Tardiness 
Tardiness will be tracked and the employee will be docked of pay any time an 
employee is six (6) minutes or more late in any workday. It is expected that the 
employee is ready to work by the beginning of their scheduled start time. The 
docking of pay does not preclude discipline for tardiness. 

Section 7. Transfer of Sick Days to Vacation Days 
A bargaining unit employee who misses five (5) accumulative days or less during 
the calendar year will have the option of rolling up to five (5) sick days into 
vacation days, at his/her request. 

Section B. Leave Donation 
Effective on July 1, 2008, there will be a leave donation program within the LCIS 
Department as written by the Auditor. 

Section 1. Unpaid Leave 
A. Length 

Article XIV 
Leave of Absences 

The Auditor may grant a leave of absence to any employee for a 
maximum duration of six (6) months for any personal reason of the employee. 
Such a leave may be renewed or extended beyond six (6) months when 
necessary. 

Leave may be granted for a maximum period of two (2) years for 
purposes of education, training, or specialized experience which would be of 
benefit to the county by improved performance at any level or for voluntary 
service in any governmentally sponsored program of public betterment. 

B. Authorization 
The authorization of a leave of absence without pay is a matter of 

administrative discretion. The Auditor, or other designated representative should 
decide in each individual case if a leave of absence is to be granted, within the 
limitations of the Administrative Rules of the Department of Administrative 
Services. 

A leave of absence should be requested and authorized on a form 
designated by the Auditor. 

C. Reinstatement 
Upon completion of a leave of absence, the employee is to be returned to 

the position formerly occupied, or to a similar position if the employee's former 
position no longer is available. 
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An employee may be returned to work before the scheduled expiration of 
leave if requested by the employee and agreed to by the Auditor. If an employee 
fails to return to work at the expiration of an approved leave of absence and does 
not submit a resignation, he may be removed or dismissed by the Auditor. An 
employee wishing to convert to a disability leave at the termination of personal 
leave may do so with approval of the Auditor. 

Section 2. Maternity Leave 
Employees may use sick leave upon approval of the Auditor for pregnancy. 

Section 3. Disability Leave 
A. A physically incapacitated employee may request a disability leave. A disability 

leave may be granted when the disability continues beyond accumulated sick 
leave rights provided the employee is: 

1. Hospitalized or institutionalized 
2. On a period of convalescence following hospitalization or 

institutionalization authorized by a physician at the hospital or 
institution. 

3. Is declared incapacitated for the performance of the duties of the 
position by a licensed physician. If the Auditor requires a second 
medical opinion, the cost of such examination will be paid by the 
Auditor's office. 

B. Reinstatement rights following disability leave extend for three (3) years in 
accordance with Section 124.32 Ohio Revised Code. 

C. Upon reinstatement from disability leave, an employee will be returned to the 
same or a similar position. 

D. A disabled employee may first be granted a leave of absence. However, should 
the disability continue beyond the expiration date of the leave of absence, the 
employee may request and be granted a disability leave, provided that the 
conditions in paragraph one (1) are met. 

E. An employee who has been granted a disability leave is to be reinstated within 
thirty (30) days after making written application and passing a medical 
examination showing full qualifications to perform the duties of the position. If the 
Auditor requires a second opinion, this examination is to be conducted by a 
licensed physician designated by the Auditor. The cost of this examination will be 
paid by the Employer. If a third medical opinion is necessary the parties will meet 
for the purpose of selecting a physician. The expenses shall be borne equally 
between the auditor and the employee. 

F. An employee whose disability prevents reinstatement from disability leave may 
wish to apply to the Public Employees Retirement system for a disability 
retirement. Should a disability retirement be approved, such separation from 
county service will be reported by the auditor. 

G. An employee who does not return from disability leave, and who does not 
formally resign nor take a disability retirement, will be separated at the end of the 
leave by means of a Personnel Action designated as "Failure to return from 
Disability Leave." 
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Section 4. Jury Duty 
Any employee who is required to serve on the jury in any court of record shall be 

paid his regular rate of pay during such periods. In order for the employee to receive 
pay under this section, he must secure a certificate from the Clerk of Courts in which he 
served evidencing the fact of his having been required to serve. 

Section 5. Bereavement Leave 
In the event of death of mother, mother-in-law, father, father-in-law, spouse, 

child, brother, half brother, sister, half sister, step-parent, step child, step brother, step 
sister, step grandparent,_grandchild, grandparents, brother-in-law, sister-in-law, 
daughter-in-law, son-in-law, legal guardian or in loco parentis, the Auditor will grant a 
bereavement leave with pay, computed at the employee's regular straight-time rate of 
pay for a standard work day at the time of bereavement leave from day of death, until 
and including the day after the funeral, not to exceed three (3) working days. 

In the event of the death of Grandparents-in-law the employee shall be entitled to one 
(1) working day of bereavement leave with pay from day of death until and including the 
day after the funeral. 

In the event of the death of an Aunt, Uncle, Niece or Nephew, the employee shall be 
entitled to eight (8) hours of bereavement leave with pay from day of death until and 
including the day after the funeral. 

An employee will not receive pay under this Section when it would duplicate pay 
received for any other reason. 

Additional time off will be granted to an employee in order to administer to the affairs 
resulting from the death in the family. Employees may request the use of sick leave, 
compensatory time, vacation time or leave without pay for time in excess of the three 
days granted. Requests for the extended leave must be approved by the Auditor. 

Section 6. Military Leave 
All leaves of absences shall be in accordance with the rules and regulations of 

the Ohio Department of Stale Personnel. Under no circumstances shall an employee 
lose seniority rights as a result of military service, providing he requests re-employment 
within ninety (90) days following his discharge from the Armed Forces_ 

Section 7. Due to Illness 
Upon request to the Auditor, an employee who requests a leave due to personal 

illness will be granted a leave of absence without pay. However, the employee must use 
all accrued compensatory lime, sick leave, and vacation leave before going on leave. 
An employee may use compensatory time, sick leave and vacation leave before going 
on a pregnancy leave. Should the leave of absence with out pay exceed twelve months, 
the employee will be placed on disability leave. 
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Section 8. Sick/Vacation Credits 
An employee on leave of absence without pay does not earn sick leave or 

vacation credit. However, the time spent on authorized leave of absence is to be 
counted in determining length of service for purpose of extended vacation eligibility or 
other purposes where tenure is a factor. 

Section 9. Abuse of Leave 
If leave of absence is granted for a specific purpose, and it is found that the leave 

is not actually being used for such purpose, the auditor may cancel the leave and direct 
the employee to report for work by giving written notice to the employee. Disciplinary 
action, up to and including removal or dismissal, may also be taken against the 
employee. 

Article XV 

Section 1. Review of Personnel Files 
An employee may review his/her personnel files periodically and may, at the 

option of the employee, select a Union representative to be present during such review. 
The employee shall be entitled to a copy of any material contained in the file. 
Anonymous letters or materials shall not be placed in any employee's file nor shall they 
be made a matter of record. The official personnel file of employees shall be the 
personnel file maintained by the Employer's Personnel Office. 

Section 2. Verbal and Written Reprimands 
When an employee is guilty of an infraction serious enough to require reprimand, 

the original reprimand will consist of a verbal reprimand. This reprimand will be noted in 
the employee's personnel file. After six (6) continuous months of no discipline, all 
notations of disciplinary action shall be cleared from the employee's file. 

When it becomes necessary to reprimand an employee the second time within a 
six (6) month period, the reprimand will be in writing. After twelve (12) continuous months 
of no discipline, all notations of disciplinary action shall be cleared from the employee's 
file. 

When it becomes necessary to reprimand the same individual within a one (1) 
year period after the written reprimand, disciplinary action consisting of a suspension or 
dismissal may be taken depending on the severity of the offense. 

When an employee of the bargaining unit is guilty of incompetence, abreach of 
confidentiality, inefficiency, dishonesty, drunkenness, immoral conduct, insubordination, 
discourteous treatment of the public, neglect of duty, such individual shall be subject to 
immediate disciplinary action up to and including dismissal. 

When an employee is to be disciplined, the charges shall be reduced to writing. 
The charges shall be given to the employee and the steward within five (5) workdays of 
the Auditor's knowledge of the incident. All reprimands will be initialed by employee and 
Supervisor prior to being placed in the employee's personnel file. 

Section 3. Appeal of Disciplinary Action 
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An employee shall have the right to appeal disciplinary action through the 
grievance procedure or the State Personnel Board of Review whichever is applicable. 
When filing a grievance, the grievance shall be submitted to the next level of supervision 
from which the discipline was imposed. 

Section 4. Counseling 
When it is necessary to counsel an employee, it shall be done in private, in a 

manner that will not cause embarrassment to the employee. 

Section 5. Union Representation 
Anytime an employee is to be counseled or reprimanded he/she shall have the 

right to request union representation. 

Article XVI 

Section 1. Grievance Procedure Defined 
The Data Processing Board and the Union shall constantly strive to minimize any 

cause for grievances. Therefore, to establish an effective method for fair, expeditious, 
and orderly adjustment of grievances, the following procedure is established. 

A grievance is a complaint concerning a violation or non-compliance with the 
terms of this Agreement. Any other matter must be referred to the Labor-Management 
Committee for discussion. 

The time limits set forth in this grievance procedure may be extended by mutual 
consent of the parties in writing. 

Section 2. Grievance Steps 
Step 1. Supervisor When an employee feels the contract has not been followed, 

a verbal discussion will be held between the employee, union representative, if 
requested, and the immediate supervisor to try to resolve the complaint. The supervisor 
may offer his oral remedy to the complaint immediately following the discussion, but shall 
respond in writing to the employee or union representative, within two (2) working days 
following the date of discussion. 

Step 2. Human Resource Director If the complaint is not resolved at Step 
1, and if the employee desires to continue the process, the grievance must be reduced to 
writing and submitted to the Human Resources Director within four (4) working days of 
the initial discussion with the supervisor. All grievances will be filed on the forms 
provided by the exclusive representative and include the signature of the grievant, the 
specific Article of the contract applicable to the situation and the suggested remedy 
desired by the grievant. A meeting will be held between the employee, union 
representative, if requested, and the Human Resources Director within three (3) working 
days to discuss the grievance, and, if not resolved at the meeting, the Human Resources 
Director shall respond in writing to the grievance within five (5) working days. 

The Union reserves the right to file a class grievance if more than two (2) 
employees are affected by a single dispute. Class grievances will begin at Step 2 of the 
grievance procedure. Class grievances must be filed within two (2) working days of the 

Page 18 of 25 



---------------------------------

date the alleged grievance occurred. A class grievance must identify the affected 
individual employees. 

Step 3. County Auditor If the complaint is not resolved at Step 2, and if the 
employee desires to continue the process, the written grievance shall be submitted by 
the union representative to the Lucas County Auditor, as the Administrator of the Data 
Processing Board, or his designee, within five (5) working days of the date of the written 
response in Step 2. The Lucas County Auditor, or his designee, may schedule a 
meeting with the employee and his union representative, to discuss the grievance and 
inquire into the facts giving rise to the grievance. At the hearing the Lucas County 
Auditor, or his designee, may interview witnesses who may have knowledge of the 
facts. The Lucas County Auditor, or his designee, shall render a written decision to the 
employee and union representative within ten (1 0) working days after conclusion of the 
meeting, or if there is no meeting, then ten (10) working days after receipt of the written 
grievance. 

Step 4. Mediation If the complaint remains unresolved at Step 3, the employee, 
or union representative, may request mediation by the Toledo/Lucas County Labor
Management Committee (T/LCLMC). The request must be made within five (5) working 
days after the date of the written decision in Step 3. The T/LCLMC shall convene the 
employee and management as soon as practicable to assist the parties in the mutual 
resolution of the grievance. While the T/LCLMC cannot bind either party, both parties 
shall treat the T/LCLMC's input as a serious attempt to preserve a good labor
management relationship. The discussion of the parties and the T/LCLMC at this step 
shall be kept confidential. 

Step 5. Binding Arbitration Grievances dealing with suspensions over 
three (3) days or discharge, may be submitted to binding arbitration at the request of 
either party. Notice of the intent to seek binding arbitration shall be submitted with five 
(5) working days of the date of the written decision in Step 3. 

A. If the parties cannot agree on an arbitrator, the Federal Mediation and 
Conciliation Service (FMCS) shall be requested to provide a list offive 
(5) arbitrators. The parties shall alternately strike one (1) name from 
the list until one (1) name remains and that person shall be the 
arbitrator. The right to strike the first name shall be determined by lot. 

B. The fees and expenses of the arbitrator shall be shared equally by the 
union and management. The arbitrator shall schedule a hearing date in 
a prompt manner, and the hearing shall be held in the Government 
Center in Toledo, OH, unless mutually agreed otherwise. The 
Arbitrator shall establish a time schedule for the submission of the 
evidence and post-hearing briefs, if any. 

C. The Arbitrator shall have no right to amend, recommend to amend, 
modify, ignore, add to or subtract from, or eliminate any of the 
provisions of this Agreement. The Arbitrator shall only consider and 
make a decision with respect to the specific issue submitted and shall 
have no authority to make a decision on any other issue not submitted. 
The arbitrator shall submit his decision in writing. The decision shall be 
based solely upon the interpretation of the meaning or application of 
the express terms of this agreement to the facts of the grievance 
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presented. The decision of the Arbitrator shall be final and binding 
upon both parties. 

D. Any employees called as witnesses before the arbitrator, except for the 
specific grievant (s), whether called by management or the Union, shall 
receive only their regular rate of pay while attending such hearing. All 
other expenses for witnesses or exhibits shall be borne by the party 
presenting the information. 

Section 3. Attendance at Grievance Meetings 
Employee attendance at grievance shall be limited to the person who signs the 

grievance and one (1) union representative. If a grievance involves more than one (1) 
employee, then one (1) employee shall be selected by the union representative to 
attend the grievance meetings set forth in the grievance procedure, and that employee 
shall be the representative of all the aggrieved employees. 

Article XVII 
Labor Management Committee 

Labor-Management Committee shall be established which shall meet as needed 
to discuss matters of mutual interest of Management and the Employees covered by 
this Agreement. The Labor-Management Committee shall consist of no more than (4) 
four members, half of which shall be appointed by the Union and half by Management. 
Each party may invite additional personnel, if their input is germane to the agenda. 

An agenda shall accompany the request for the meeting and the meeting shall be 
scheduled within two (2) workdays after receipt of the request. It is understood by the 
parties that grievances are not a proper subject for discussion in Labor-Management 
meetings, nothing in this section will be grievable. 

Article XVIII 
Insurance Coverage/Health. Life, Disability, Etc. 

The above coverage will be determined by whatever health contracts (s) that are offered 
by the Lucas County Commissioners. 

Article XIX 
Safety 

The Employer and Union recognize that the safeguarding of employees while at 
work is in the best interest of the employees, the parties and all persons affected by this 
Agreement. The parties agree to cooperate in promoting an appreciation of this policy 
and an understanding of the means toward its accomplishment. 

The supervisor must correct unsafe conditions promptly. Management must see 
that all safety rules and good working methods are used by its employees. 

It is further recognized that the Union has certain rights of an advisory nature in 
matters of employee safety and health. 
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For safety/liability reasons, the Employer will provide Employee with tools. 
Employees will exercise reasonable care of these tools. Employer will provide a locked 
area for storage of tools. 

Article XX 
Section 1. Work Rules 

All rules and policies established by the Employer shall be in writing, and a copy 
given to each employee. All changes to rules shall be posted and be uniformly applied. 

Section 2. Bulletin Boards 
The Union shall be provided bulletin boards for posting of Union business. 

Section 3. Job Description 
The Employer shall provide the Union with a copy of all bargaining unit job 

descriptions and will provide updates if changes occur in such job descriptions. 

Section 4. Copies of Agreement 
Management and the Union will split the cost of the printing of this Agreement on 

a 50150 basis. 

Section 5. Subcontracting 
The Employer shall not subcontract any work or services, which would displace 

full time employees or reduce the normal working schedule of such employees. 

Article XXI 
No Strike -Lock Out 

The bargaining unit agrees for itself, its representatives and its members that 
neither it nor they will directly or indirectly call for, instigate, sanction, or encourage a 
strike or any concerted work stoppage or other job action designed to impair or impede 
the functions of any County Office. 

The Union and the bargaining unit agree to actively seek stoppage of any type of 
job action by a member of member of the bargaining unit and shall take whatever 
affirmative steps reasonable within their ability that are necessary to end such job 
action. 

The administration reserves the right to take disciplinary action against those 
who violate this section. 

The administration agrees not to lockout any member of the bargaining unit 
during the term of this Agreement. 

Article XXII 
Layoffs, Abolishment's and Seniority 

Section 1. Layoffs and Abolishment's 
The employees may be laid off as a result of a lack of work, lack of funds or job 

abolishment, but only after all temporary, part-time, seasonal and intermittent 
employees in the department have been laid off or terminated. For purposes of this 
section, "job abolishment" shall mean the permanent (permanent meaning one-year) 
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elimination of a position from the department. The Employer shall notify the Union and 
each affected employee(s) to be laid off at least fourteen (14) calendar days before the 
date of layoff and will discuss with the Union's representatives the effects on the 
remaining employees. Any layoff of an employee shall be instituted in accordance with 
the least County seniority (as defined in the Agreement) employees in the affected 
classification being laid off first. 

An employee laid off shall be placed on a recall list for a period of two (2) years. 
If there is a recall, employees who are still on the recall list shall be recalled in reverse 
order of their layoff. Any recalled employee required by Management to have additional 
training to meet the position qualification in existence at the time of recall, must 
satisfactorily complete any additional training requirements within twelve (12} months of 
the recall. Any training required in this section shall be at the Employer's expense. If any 
employee is recalled to a position in a lower rated job classification, he shall have the 
right to return to the job classification he held prior to being laid off in the event it 
subsequently becomes available. 

Notice of recall shall be sent to the employee and Union by certified mail. The 
Employer shall be deemed to have fulfilled its obligation by mailing the recall notice by 
certified mail, return receipt requested, to the last mailing address provided in writing by 
the employee to the employer. 

The recalled employee shall have five (5) calendar days following the date of 
receipt of the recall notice to notify the employer of his intention to return to work and 
shall have fourteen (14) calendar days following the receipt of the recall notice in which 
to report for duty, unless a later date is specified in the notice of recall. 

Section 2. Seniority 
Seniority will be based on the years of service with the Lucas County Information 

Services Department (LCIS). In cases where two or more persons started their service 
with LCIS on the same date, seniority will be established by the last four (4} digits of the 
employee's social security number on the date of hire, with the lower number having 
seniority over the higher number. Seniority will be used for vacation scheduling, order of 
layoff and bidding for building or vacancies and training. 
County seniority is the date of hire with the county. This seniority will be used for accrual 
of vacation time. 

Management will furnish seniority list by classification and date hired to steward and 
the union annually or on request. 

Article XXIII 
Tuition Reimbursement. Education. Training 

Employees are also eligible for the Educational Assistance Program established and 
approved by the Lucas County Commissioners on January 4, 1996, resolution# 96-
0022 for all General Fund Departments. 

Article XXIV 
Dress Code 
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Appropriate business attire that is neat, pressed and clean and projects a 
professional appearance. Dress standards may vary for the type of work being 
performed. 

Currently, casual business attire is worn on Mondays if appropriate. 

Article XXV 
Savings Clause 

Should any provision of this Agreement be declared illegal by any court of 
competent jurisdiction, such provisions shall Immediately become null and void, leaving 
the remainder of the Agreement in full force and effect and the parties shall, thereupon, 
seek to negotiate substitute provisions which are in conformity with applicable laws. 
Such negotiations shall commence with ten (10) days of discovery. 

This Agreement shall be binding upon the successors and assigns of the parties 
hereto, and no provisions, terms, or obligations herein contained shall be effected, 
modified, altered, or changed to the detriment of the other party in any respect 
whatsoever by the consolidation, merger, sale, transfer, lease, or the assignment of 
either party hereto, or kind of the ownership or management of either party hereto or of 
any separable, independent segment of either party hereto except to the law provides to 
the contrary. 

Article XXVI 
Section 1. Changes 

This Agreement shall be subject to change or supplement at any time by mutual 
consent of the parties hereto. Any such change or supplement agreed upon shall be 
reduced to writing, signed by the parties hereto. 

Section 2. Notice 
Either party desiring to change or terminate this Agreement must notify the other, 

in writing, at least ninety (90) calendar days prior to the termination date of this 
Agreement. Negotiations must commence within the ninety- (90) calendar day period. 
Whenever notice is given for changes, the nature of the changes must be specified in the 
notice. 

Article XXVII 
Section 1. Parking 

Effective May 1, 1998 employees will be able to choose a salary reduction in 
order to receive employer paid parking. Each employee will complete the parking 
reimbursement request as designated by the payroll department. This form must be 
submitted by the fifth (51

h) of the month with receipt (s) attached in order to receive 
reimbursement for that month. Employees will receive a reduction in salary equivalent to 
the parking reimbursement request. Both the salary reduction and the pre-tax parking 
reimbursement will normally be completed on the next Raycheck issued, but in no case 
later than the second paycheck issued after the fifth (51 ) of the month. 
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Section 2. Personal Vehicle Reimbursement 
This is reimbursed at current County rate per mile. 

Section 3. Network Vehicle 
Lucas County Information Services Department will provide a County vehicle, 

when available, for Staff to provide better service to remote sites. 

ARTICLE XXVIII 
TERM OF AGREEMENT 

The economic and non-economic portion of this Agreement shall be effective as of the 
1'1 day of January, 2011 and shall remain in full force and effect until December 31, 
2013, which shall be automatically renewed every year thereafter unless either party 
shall notify the other in writing ninety (90) days prior to the anniversary date that it 
desires to terminate or modify this Agreement. In the event that such notice is given, 
negotiations shall begin no later than thirty (30) days prior to the anniversary date; this 
Agreement shall remain in full force and be effective during the period of negotiations 
and until notice of termination of this Agreement is provided to the other party in the 
matter set forth in this provision. This in no way prevents the parties from mutually 
entering into negotiations over items of an economic and non-economic nature during 
the term of this Agreement. 

In the event that either party desires to terminate this Agreement, written notice must be 
given to the other party no less then ten (1 0) days prior to the desired termination date 
which shall not be before the anniversary date set forth in this provision. 
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TI;IE LUCAS COUNTY INFORMATION SERVICES 
JOB DESCRIPTION 

JOB TITLE: Network Technician I 
Pay Range: 
REPORTS To:TITLE: LCIS Technical 

NAME: CJ HOLLEY 

lOB SUMMARY: 
The expectation upon hiring Is the candidate has the ability to efficiently perform all the 
job requirements of a Network Technician I. The Network Technician I's scope of work is 
focused on Desktop PC installation, maintenance, and repair. Effective execution of this 
work requires a firm grasp of Windows OS, Windows networking, Windows printing, and 
Windows file shares. The Network Technician I must be able to understand and adhere to 
LCIS standards. 

DIMENSION: 
Hardware: 

Software: 

Administration: 

NATURE AND SCOPE: 

Intel based Desktop PC architecture. The authorized PC vendors 
are Gateway and Deli. 

Novell NOS client, Windows PC OS, and Windows PC NOS client. 

Core image consisting of: network client, email, Internet, 
antivirus, antispam, remote admin client, Acrobat Reader, and 
other security software. 

Good quality entry into the work order administrative system. 
Basic documentation of Desktop PC's, methods, and procedures 
as assigned by the LCIS Technical Manager. Or, other 
administrative tasks and duties as assigned by the Manager. 

• The Network Technician I reports to the LCIS Technical Manager. 

• The responsibilities, duties, and work assignments of the Network Technician I can 
adversely affect the network and the PC's for which the Network Technician I is 
responsible. In consideration of the potential Impact, the Network Technician I 
performs their duties with the primary focus on having PC's available for standard 
County business hours which are 8:00AM to 5:00PM Monday through Friday. 

• The Network Technician I, when assigned project or repair work, needs to be aware 
their work requires coordination with Agency or Department management, end users, 
other members of LCIS, and LCIS management. An entry level Network Technician I 
will work closely with LCIS management to ensure the scope of work Is accurate and 
the work Is scheduled to optimize business systems availability. 

• The Network Technician I's work is driven primarily from the LCIS work-order system. 

• The Network Technician I is expected to complete their work-orders per LCIS policy, 
guidelines, and standards as established by the LCIS Technical Manager. 

• Reliable verbal and written communication are expected skills for the entry level 
Network Technician I. Communication is focused on email and entries into the work
order system. 
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• The Network Technician I is expected to stay current with industry developments to 
assist LCIS management with technical assessment. In support of this requirement, 
LCIS management will maintain and annual training schedule to keep technical skills 
current. 

• The Network Technician I is responsible for attending scheduled training and investing 
the personal time for additional study, if needed, to pass industry standard certification 
tests and LCIS competency tests. 

• A professional demeanor and approach to work is expected at all times. Working with 
elected officials, Agency and Department Managers, and End-Users can at times be 
difficult, especially when LCIS supported systems have an adverse impact on business 
processes. The Network Technician I is expected to be able to address difficult 
situations In a professional manner. LCIS Management is an avenue of support for 
difficult situations and is always available to the Network Technician I when assistance 
Is needed. 

Accountabilities: 
1. Assist when assigned with planning, recommendation, requisition, development, 

installation, and testing of PC workstations. 

2. Effectively use all resources available to optimize PC workstation uptime. 

3. Understand and adhere to policy, guidelines and standards as established by the LCIS 
Technical Manager. 

4. Understand and be able to execute the necessary operating procedures to image, 
deploy, repair, and maintain PC workstations. 

5. Be able to complete assigned work-order activities within scope and time lines as 
directed by the LCIS Technical Manager. 

6. Maintain professional and timely communication with co-workers and LCIS 
Management keeping them informed on all matters of mutual concern regarding 
project and repair work assignments. 

7. Respond in a pleasant and professional manner to all requests for assistance. Direct 
new requests for repair to the LCIS HelpDesk. Direct new requests for project work to 
the LCIS Technical Manager. 

8. Perform other duties as assigned by the LCIS Technical Manager. 

Certification Requirement for Network Technician I: 

6/10/11 
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Net Tech I Net Tech II Net Tech III Net Tech IV 

Requires 3 Net Tech I + 2 Net Tech I+ 2 Net Tech I+ 2 
Certifications Certifications Certifications Certifications 

A+ MCSA MCSE+l ISSEP 

Network+ CNA MCNF ISSMP 

i-Net+ SERVER+ PMP 

MCP SECURITY+ CISA 

CCNA PROJECT+ CISSP 

CCDA MCDST MPP 

CCA CNE 

CompTIA Is the certifying authority for- A+, Network+, !-Net+, Server+, Security+, Project+ 

Microsoft Is the certifying authority for- MCP, MCSA, MCSE+l, MCNF, MPP 

Novell Is the certifying authority for - CAN, CNE 

Cisco is the certifying authority for - CCNA, CCDA 

Information Systems Audit and Control Association is the certifying authority for - CISA 

Certified Information Systems Security Professional is the certifying authority for- CISSP 

(ISC)2 Is the certifying authority for- ISSEP, ISSMP 

Project Management Institute Is the certifying authority for- PMP 
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LCIS Core Skill Set Assessment for Network Technician I: 

Skills Area Objective Subjective Proficiency Technician 
Score Inltlai!U Date 

I. PC Configuration - 50 Points 
A. Windows 2000 

• Install .. 

• Network conflauratlon 
• Print/File Sharing 

B. Windows XP 
• Install 
• Network conflauratlon . Print/File Sharing 

I. Network Architecture - 70 Points 
A. NOS/Microsoft 

• Ethernet Technology 
• Lucas County Tree 
• Active Directory 

B. Physical Network Architecture 
• WAN/LAN 
• General la)IOut 

I. Network Configuration & 
Troubleshooting - 100 Points 

A. User Administration wiNDS/ AD 
• Add/Delete/Modify Object 
• Create/Edit loaln Scrlots 
• Print/Queue Administration 
• Use of orooer namlna conventions 

B. Client software configuration 
• Client software Installation 
• Client software configuration 

C. Hardware/ PC BIOS confJguratlon 
• Basic configuration 
• Imaalna . Recovery 

D. Network Hardware 
• Router/Switch/Gateway concepts 
• Network topology 
• NIC Installation and configuration 

IV. Network Wiring - 30 Points 
A. Basic Cabling 

• LCIS wiring standards . Connector/Jack Installation 
• Troubleshooting 

B. Patch PaneiSJHubS/Swltches 
• LCIS closet standards . Port status/troubleshooting 

c. Pent Scanner . Cable certification 
• Cable status/troubleshooting 
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_V. Ai>l>lications - 50 Points 
A. lnstall/conflaure Office Suites I--
B. lnstaiiLconfjgure Groupwlse/Emall 
C. Install/configure Printers (all OS's) 
D. lnstall/conflaure File Transfer tall OS'sl 
E. Install/configure File Sharing (all OS's) 
F. Install/configure Internet Browser (all 
OS'sl 

VI. Standard Operations/lob Performance 
- 100 Points 

A. Proficlen<:y_ with Service Order Sy_stem 
B. Proficiency with Service Order Resolution 
Documentation 
C. Proflcienc'l_with Time Off Requests 
D. Adherence to work rules and policies 

• Attendance/Sick/Vacation . Dress Code/Appearance 
• PunctualitY/Timeliness . Written Communication Skills . Verbal Communication Skills 
• Professional Demeanor 
• Work Order follow 

UP/documentation 
E. Overall Job Performance 
F. Results from LCJS provided training 
assessment 

This assessment format Is used to determine skill proficiency for Network Technician I, II, Ill, and IV. The 
minimum assessment score is Increased to indicate achievement to each level of Network Technician. The 
minimum assessment score for Network Technician I Is 200 out of 400. 
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THE LUCAS CQUNTY INFORMATION SERVICES 

JOB DESCRIPTION 

Jos TITLE: Network Technician II 
Pay Range: 
REPORTS To:TITLE: LCIS Technical 

NAME: CJ HOLLEY 

JOB SUMMARY: 
The expectation upon promotion of current staff or hiring a candidate Is the candidate has 
the ability to efficiently perform the minimum requirements of the Network Technician II. 
The Network Technician II's scope of work can include high-level PC support, basic 
network design, network implementation, repair, and perform basic server and network 
systems ad min management. There are three general technical tracks available to acquire 
the Network Technician II position. Track One Is highly self-sufficient PC support that 
Includes significant PC network capability. Track Two Is server administration and support 
oriented. Track Three is Network administration and support oriented. These tracks are 
not exclusive of each other but, in general, the Network Technician II can have a primary 
focus on hlg h-end PC support, server or network systems. 

DIMENSION: 
Hardware: 

Software: 

Administration: 

NATURE AND SCOPE: 

Windows PC's, Novell and/or Windows based servers, network 
storage, network based backup systems, and Cisco network 
gear. 

Novell server OS, Windows server OS, and all versions of 
desktop PC OS. 

Cisco lOS, Cisco ACS/VPN, and Cisco LAN/WAN Works. 

Veritas software used to support distributed systems backup. 

Core Image consisting of: network client, email, Internet, 
antivirus, antispam, remote admin client, Acrobat Reader, and 
other security software. 

Good quality entry into the work order administrative system. 
Basic documentation of systems, methods, and procedures as 
assigned by the Manager. Or, other administrative tasks and 
duties as assigned by the Manager. 

• The Network Technician II reports to the LCIS Technical Manager. 

• The responsibilities, duties, and work assignments of the Network Technician II can 
adversely effect the PC's, network and/or systems for which the Network Technician II 
Is responsible. In consideration of the potential impact, the Network Technician II 
performs their duties with the primary focus on having systems available for standard 
County business hours which are 8:00AM to 5:00PM Monday through Friday. 

• The Network Technician II, when assigned project or repair work, needs to be aware 
their work requires coordination with Agency or Department management, end users, 
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other meml;lers of LCIS, and LCIS management. An entry level Network Technician II 
will work closely with LCIS management to ensure the scope of work is accurate and 
the work Is scheduled to optimize business systems availability. 

• The Network Technician II may be assigned mass PC deployment/modification projects 
and/or network and system projects of basic scope. 

• The entry level Network Technician II Is expected to complete 30% of their work with 
limited supervision. As experience and work knowledge increases the Network 
Technician II is expected to function at a 50% level of independent performance. 

• Reliable verbal and written communication are expected skills for the entry level 
Network Technician II. Simple tasks lists, project updates, basic technical 
documentation, basic procedural documentation, and problem/solution summaries are 
examples of subject material where reliable communication is expected. Reliable Is 
understood to be accurate, easy to read, and timely. 

• The Network Technician II is expected to stay current with Industry developments to 
assist LCIS management with technical assessment. In support of this requirement, 
LCIS management will maintain and annual training schedule to keep technical skills 
current. 

• The Network Technician II Is responsible for attending scheduled training and investing 
the personal time for additional study, If needed, to pass industry standard certification 
tests and LCIS competency tests. 

• A professional demeanor and approach to work is expected at all times. Working with 
elected officials, Agency and Department Managers, and End-Users can at times be 
difficult, especially when LCIS supported systems have an adverse Impact on business 
processes. The Network Technician II Is expected to be able to address difficult 
situations in a professional manner. LCIS Management is an avenue of support for 
difficult situations and is always available to the Network Technician II when assistance 
is needed. 

Accountabilities: 
1. Assist when assigned with planning, recommendation, requisition, development, 

installation, and testing of server systems, network systems, and software. 

2. Effectively use all resources available to optimize system and network availability. This 
aspect of behavior applies to designing, planning, Implementation, management and 
repair. 

3. Understand available procedures and when assigned be able to acquire inventories of 
workstations, servers, network components, IOS versions, and OS versions. 

4. Understand and be able to execute the necessary operating procedures for the 
management of distributed systems, data storage, backups, networks, and the 
recovery of each of these components. 

5. Be able to complete assigned project activities within scope and time lines as directed 
by the LCIS Technical Manager. 

6. Maintain professional and timely communication with co-workers and LCIS 
Management keeping them informed on all matters of mutual concern regarding 
project and repair work assignments. 

7. Respond in a pleasant and professional manner to all requests for assistance. Direct 
new requests for repair to the LCIS HelpDesk. Direct new requests for project work to 
the LCIS Technical Manager. 

8. Perform other duties as assigned by the LCIS Technical Manager. 
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Certification Requirement for Network Technician II: 

Net Tech I Net Tech II Net Tech II Net Tech IV 

Requires 3 Net Tech I+ 2 Net Tech II + 2 Net Tech II + 2 
Certifications Certifications Certifications Certifications 

A+ MCSA MCSE+I ISSEP 

Network+ CNA MCNF ISSMP 

!-Net+ SERVER+ PMP 

MCP SECURITY+ CISA 

CCNA PROJECT+ CISSP 

CCDA MCDST MPP 

CCA CNE 

CompTIA Is the certifying authority for- A+, Network+, !-Net+, Server+, Security+, Project+ 

Microsoft is the certifying authority for- MCP, MCSA, MCSE+I, MCNF, MPP 

Novell Is the certifying authority for - CAN, CNE 

Cisco Is the certifying authority for - CCNA, CCDA 

Information Systems Audit and Control Association Is the certifying authority for- CISA 

Certified Information Systems Security Professional Is the certifying authority for- CISSP 

(ISC)' Is the certifying authority for- ISSEP, ISSMP 

Project Management Institute Is the certifying authority for - PMP 
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-----------------------------------~---

LCIS Core Skill Set Assessment for Network Technician II: 

Skills Area Objective Subjective Proficiency Technician 
Score Initials/Date 

I. PC Configuration- 50 Points 
A. Windows 2000 --

• Install 
• Network confiauration . PrlnUFile Sharlna ---

B. Windows XP 
• Install . Network configuration 
• Print/File Sharlna 

II. Network Architecture - 70 Points 
A. NOS/Microsoft 

• Ethernet Technoloav 
• Lucas County Tree . Active Directory 

__ B. Physical Network Architecture 
• WAN/LAN 
• General Layout 

II. Network Configuration & 
Troubleshooting - 100 Points 

A. User Administration w/NDS/AD -
• Add/Delete/ModifY Oblect 
• Create/Edit Loain Scripts --. Print/Queue Administration 
• Use of prooer namina conventions 

B. Client software configuration 
• Client software installation 
• Client software configuration 

C. Hardware/PC BIOS conflauration 
• Basic configuration . Imaaina 
• Recovery 

D. Network Hardware 
• Router/Switch/Gateway concepts 
• Network topology 
• NIC installation and configuration 

IV. Network Wiring - 30 Points 
A. Basic Cabling 

• LCIS wlrlnq standards . Connector/Jack Installation . Troubleshootlt1iJ 
B. Patch Panels/Hubs/Switches 

• LCiS closet standards 
• Port status/troubleshooting 

C. Fluke Scanner 
• Cable certification . Cable status/troubleshooting 
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-----
v. Applications- 50 Points 

A. Install confiaure Office Suites 
B. Install configure Groupwlse/Emall 
C. Install conflaure Printers /all OS'sl 
0. Install configure File Transfer_( all OS's) 
E. Insta!Vconflgure File Sharina (all OS'sl 
F. Install/configure Internet Browser (all 
OS's) 

VI. Standard Operations/Job Performance 
- 100 Points 

A. Proficlenc'l with Service Order System 
B. Proficiency with Service Order Resolution 
Documentation 
C. Proficlenc)' with Time Off Requests 
D. Adherence to work rules and policies 

• Attendance/SickLVacation . Oress Code/Appearance 
• Punctualltv/Timellness 
• Written Communication Skills . Verbal Communication Skills 
• Professional Demeanor 
• Work Order follow 

up/documentation 
E. Overall Job Performance 
F. Results from LCIS provided training 
assessment 

This assessment format is used to determine skill proficiency for Network Technician I, II, Ill, and IV. The 
minimum assessment score Is Increased to indicate achievement to each level of Network Technician. The 
minimum assessment score for Network Technician II js 260 out of 400. 

6/10/11 
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THE LUCAS COUNTY INFORMATION SERVICES 
JOB DESCRIPTION 

JOB TITLE: Network Technician III 
Pay Range: 
REPORTS To:TITLE: LCIS Technical 

NAME: CJ HOLLEY 

JOB SUMMARY: 
The position of Network Technician III has the ability to efficiently perform all the job 
requirements of a Network Technician I and II. The Network Technician III's scope of work 
can include design, Implementation, repair, and management of servers and network 
systems. There are two general technical tracks available to acquire the Network 
Technician III position. One track is Server administration and support oriented. The other 
track is Network administration and support oriented. These tracks are not exclusive of 
each other but, in general, the Network Technician III can have a primary focus on either 
server or network systems. 

DIMENSION: 
Hardware: 

Software: 

Administration: 

NATURE AND SCOPE: 

Typically, Novell and Windows based servers, network storage, 
network based backup systems, and Cisco network gear. 

Novell server OS, Windows server OS, and all versions of 
desktop PC OS. 

Cisco lOS, Cisco ACS/VPN, and Cisco LAN/WAN Works. 

Veritas software used to support distributed systems backup. 

Enterprise antivirus, spam, and other security software. 

Altiris Client Management and Server Management Suites. 

Detail entry Into the work order administrative system. 
Documentation of systems, methods, and procedures as 
assigned by the Manager. Or, other administrative tasks and 
duties as assigned by the Manager. 

• The Network Technician III reports to the LCIS Technical Manager. 

• The responsibilities, duties, and work assignments of the Network Technician III can 
have a major effect on the network and/or systems for which the Network Technician 
III Is responsible. In consideration of the potential impact, the Network Technician III 
delivers service with the primary focus of optimizing systems and network availability. 

• The Network Technician III, when assigned project or repair work, coordinates the 
work with Agency or Department management, end users, other members of LCIS, 
and LCIS management to ensure the scope of work Is accurate and the work is 
scheduled to optimize business systems availability. 

• The Network Technician III is assigned network and system projects of Intermediate to 
advanced scope. 
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• It Is expected the Network Technician III completes the majority of their work with 
limited supervision. 

• Effective verbal and written communication are required skills for the Network 
Technician III. Project outlines, project updates, technical documentation, procedural 
documentation, and problem/solution statements are examples of subject material 
where effective communication is expected. 

• The Network Technician III Is expected to stay current with industry developments to 
assist LCIS management with technical assessment. In support of this requirement, 
LCIS management will maintain an annual training schedule to keep technical skills 
current. 

• The Network Technician III is responsible for attending scheduled training and 
Investing the personal time for additional study, if needed, to pass industry standard 
certification tests and LCIS competency tests. 

• A professional demeanor and approach to work is expected at all times. Working with 
elected officials, Agency and Department Managers, and End-Users can at times be 
difficult, especially when LCIS supported systems have an adverse impact on business 
processes. The Network Technician III is expected to be able to address difficult 
situations in a professional manner. LCIS Management is an avenue of support for 
difficult situations and is always available to the Network Technician III when 
assistance Is needed. 

Accountabilities: 
1. Actively participate In the planning, recommendation, requisition, development, 

installation, and testing of server systems, network systems, and software. 

2. Effectively use all resources available to optimize system and network availability. This 
aspect of behavior applies to designing, planning, Implementation, management and 
repair. 

3. Maintain concise and accurate Inventories of workstations, servers, network 
components, IOS versions, and OS versions. 

4. Develop and document the necessary operating procedures for the management of 
distributed systems, data storage, backups, networks, and the recovery of each of 
these components. 

5. Be able to perform basic project management activities associated with assigned 
projects and as directed by the LCIS Technical Manager. 

6. Maintain professional and timely communication with co-workers and LCIS 
Management keeping them Informed on all matters of mutual concern regarding 
project and repair work assignments. 

7. Respond in a pleasant and professional manner to all requests for assistance. Direct 
new requests for repair to the LCIS HelpDesk. Direct new requests for project work to 
the LCIS Technical Manager. 

8. Perform other duties as assigned by the LCIS Technical Manager. 
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Certification Requirement for Network Technician III: 

Net Tech I Net Tech II Net Tech III Net Tech IV 

Requires 3 Net Tech I+ 2 Net Tech II + 2 Net Tech Ill + 2 
Certifications Certifications Certifications Certifications 

A+ MCSA MCSE+I ISSEP 

Network+ CNA MCNF ISSMP 

i-Net+ SERVER+ PMP 

MCP SECURITY+ CISA 

CCNA PROJECT+ CISSP 

CCDA MCDST MPP 

CCA CNE 

CompTIA Is the certifying authority for- A+, Network+, 1-Net+, Server+, Security+, Project+ 

Microsoft is the certifying authority for- MCP, MCSA, MCSE+I, MCNF, MPP 

Novell is the certifying authority for - CAN, CNE 

Cisco Is the certifying authority for - CCNA, CCDA 

Information Systems Audit and Control Association is the certifying authority for - CISA 

Certified Information Systems Security Professional Is the certifying authority for - CISSP 

(ISC) 2 is the certifying authority for- ISSEP, ISSMP 

Project Management Institute is the certifying authority for - PMP 
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LCIS Core Skill Set Assessment for Network Technician III: 

Skills Area Objective Subjective Proficiency Technician 
Score Initials/Date 

I. PC Confjg_uratlon - SO Points 
A. Windows 2000 

• Install 
• Network configuration 
• Print/File Sharlna 

B. Windows XP 
• Install 
• Network configuration . Print/File Sharlno 

II. Network Architecture - 70 Points 
A. NOS/Microsoft . Ethernet Technoloav 

~-
• Lucas County Tree 
• Active Di rectorv 

r-- B. Ph)'sical Network Architecture . WAN/LAN . General L'l)'out 
III. Network Configuration & 
Troubleshootina - 100 Points 

A. User Administration w/NDS/ AD 
• Add/Delete/Modify Obiect 
• Create,!Edit Login ScrlpJ:s 
• Print/Queue Administration --
• Use ofpro;:>er namina conventions 

B. Client software configuration 
• Client software installation -
• Client software configuration 

c--
C. Hardware/PC BIOS conflauratlon . Basic configuration 

• Imaalna 
• Recoverv 

D. Network Hardware 
• Router/Switch/Gateway concepts 
• Network topology 
• NIC Installation and configuration 

IV. Network Wiring - 30 Points 
A. Basic Cabling 

• LCIS wiring standards 
• Connector/Jack Installation 
• Troubleshooting 

B. Patch Panels/Hubs/Switches . LCIS closet standards . Port status/troubleshooting 
C. Fluke Scanner 

• Cable certification . Cable status/troubleshooting 
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~- IDDI v. A llcatlons- 50 Points 
A. Install confioure Office Suites 
B. Install conflaure Grouowlse/Emall 
C. Install confi"oure Printers I all OS'sl 
D. lnstaiiTconfioure File Transfer fall 05'51 
E. Install/confiaure File Sharlna I ail OS'sl 
F. Install/configure Internet Browser (all 
OS'sl __ 

VI. Standard Operations/Job Performance 
- 100 Points 

A. Proficiencv with Service Order S-vstem 
B. Proficiency with Service Order Resolution 
Documentation 
c. Proficlencv with Time Off Reauests 
D. Adherence to work rules and oollcles 

Attendance/Sick/Vacation 
-

• 
• Dress Code/Aooearance . Punctualitv-fflmeliness . Written Communication Skills 
• Verbal Communication Skills 
• Professional Demeanor 
• V:oofck Order follow 

u documentation 
E. Overall Job Performance 
F. Results from LCIS provided training 
assessment -

This assessment format Is used to determine skill proficiency for Network Technician I, II, Ill, and IV. The 
minimum assessment score is increased at achieve each level of Network Technician. The minimum 
assessment score for Network Technician III Is 320 out of 400. 

6/10/11 
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THE LUCAS COUNTY INFORMATION SERVICES 
' JOB D!;SCRIPTION 

JOB TITLE: Network Technician IV 
Pay Range: 
REPORTS To:TITLE: LCIS Technical 

NAME: CJ HOLLEY 

JOB SUMMARY: 
The position of Network Technician IV has the ability to efficiently perform all the job 
requirements of a Network Technician I, II, and III. The Network Technician IV's scope of 
work includes design, implementation, repair, management, and a global view of IT 
Security. There are two general technical tracks available to acquire the Network 
Technician IV position. One track is Server administration and support oriented. The other 
track is Network administration and support oriented. These tracks are not exclusive of 
each other but, in general, the Network Technician IV can have a primary focus on either 
server or network systems. 

DIMENSION: 
Hardware: 

Software: 

Administration: 

NATURE AND SCOPE: 

Typically, Novell and Windows based servers, network storage, 
network based backup systems, and Cisco network gear. 

Novell server OS, Windows server OS, and all versions of 
desktop PC OS. 

Cisco IOS, Cisco ACS/VPN, and Cisco LAN/WAN Works. 

Veritas software used to support distributed systems backup. 

Enterprise antivirus, spam, and other security software. 

Altlris Client Management and Server Management Suites. 

Detail entry into the work order administrative system. 
Documentation of systems, methods, and procedures as 
assigned by the Manager. Act as the administrative lead for IS 
regulatory compliance through group leadership and 
author/maintain the required compliance documentation. Or, 
other administrative tasks and duties as assigned by the 
Manager. 

• The Network Technician IV reports to the LCIS Technical Manager. 

• The responsibilities, duties, and work assignments of the Network Technician IV can 
have a major effect on the network and/or systems for which the Network Technician 
IV is responsible. In consideration of the potential impact, the Network Technician IV 
delivers service with security and compliance as their focal points. Devising security 
methods/procedures and recommending policies at the end-user, department, and 
enterprise levels. 

• The Network Technician IV, when assigned project or repair work, coordinates the 
work with Agency or Department management, end users, other members of LCIS, 
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and LCIS management to ensure the scope of work Is accurate and the work Is 
scheduled to optimize business systems availability while remaining secure and 
compliant. 

• The Network Technician IV Is assigned network and system projects advanced in scope 
and expectation. 

• It is expected the Network Technician IV completes the majority of their work with 
limited supervision. Aspects of this position require a leadership mentality. 

• Effective verbal and written communication are required skills for the Network 
Technician IV. Project outlines, project updates, technical documentation, procedural 
documentation, and recommending policy statements are examples of subject material 
where effective communication Is expected. 

• The Network Technician IV Is expected to stay current with industry developments to 
assist LCIS management with technical and compliance assessment. In support of this 
requirement, LCIS management will maintain an annual training schedule to keep 
technical skills current. 

• The Network Technician IV Is responsible for attending scheduled training and 
investing the personal time for additional study, if needed, to pass Industry standard 
certification tests and LCIS competency tests. 

• A professional demeanor and approach to work is expected at all times. Working with 
elected officials, Agency and Department Managers, and End-Users can at times be 
difficult, especially when LCIS supported systems have an adverse impact on business 
processes. The Network Technician IV is expected to be able to address difficult 
situations In a professional manner. LCIS Management Is an avenue of support for 
difficult situations and is always available to the Network Technician IV when 
assistance Is needed. 

Accountabilities: 
1. Actively participate In the planning, recommendation, requisition, development, 

installation, and testing of server systems, network systems, software, and 
security/compliance. 

2. Effectively use all resources available to optimize system and network availability. This 
aspect of behavior applies to designing, planning, implementation, management and 
repair. 

3. Develop and document the necessary security and compliance methods and 
procedures. 

4. Be able to perform project management activities associated with assigned projects 
and as directed by the LCIS Technical Manager. 

5. Maintain professional and timely communication with co-workers and LCIS 
Management keeping them informed on all matters of mutual concern regarding 
project work, security, and compliance issues. 

6. Respond in a pleasant and professional manner to all requests for assistance. Direct 
new requests for repair to the LCIS HelpDesk. Direct new requests for project work to 
the LCIS Technical Manager. 

7. Perform other duties as assigned by the LCIS Technical Manager. 
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Certification Requirement for Network Technician IV: 

Net Tech I Net Tech II Net Tech IV Net Tech IV 

Requires 3 Net Tech I + 2 Net Tech II + 2 Net Tech IV + 2 
Certifications Certifications Certifications Certifications 

A+ MCSA MCSE+I ISSEP 

Network+ CNA MCNF ISSMP 

i-Net+ SERVER+ PMP 

MCP SECURITY+ CISA 

CCNA PROJECT+ CISSP 

CCDA MCDST MPP 

CCA CNE 

CompTIA Is the certifying authority for- A+, Network+, !-Net+, Server+, Security+, Project+ 

Microsoft Is the certifying authority for- MCP, MCSA, MCSE+I, MCNF, MPP 

Novell Is the certifying authority for - CAN, CNE 

Cisco Is the certifying authority for - CCNA, CCOA 

Information Systems Audit and Control Association is the certifying authority for - CISA 

Certified Information Systems Security Professional Is the certifying authority for - CISSP 

(ISC)2 Is the certifying authority for- ISSEP, ISSMP 

Project Management Institute Is the certifying authority for - PMP 
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LCIS Core Skill Set Assessment for Network Technician IV: 
,-~ 

Skills Area Objective Subjective Proficiency Technician 
Score Initials/Date 

I. PC Configuration - 50 Points ---
A. Windows 2000 

• Install 
• Network conflauration 
• Print/File Sharing 

B. Windows XP 
• Install 
• Network configuration 
• Print/File Sharioo 

II. Network Architecture - 70 Points 
A. ND~~Microsoft 

• Ethernet Technology 
• Lucas Countv Tree 
• Active Directory 

B. Phvslcal Network Architecture 
• WAN/LAN 
• General Layout 

IV. Network Configuration & 
Troubleshooting - 100 Points 

A. user Administration wiNDS/AD 
• Add/Delete/Modify Object . Create/Edit Login ScriPts . Prlnt.L_Queue Administration 
• Use of proper namlna conventions 

B. Client software conflauratlon 
• Client software Installation 
• Client software conflauratlon 

C. Hardware/PC BJOS configuration . Basic confiauration . Imaging 
• Recoverv 

D. Network Hardware 
• Router/Switch/Gateway conceots 
• Network topology 
• NIC installation and conflauratlon 

~ -
IV. Network Wlrlna - 30 Points 

A. Basic Cabling 
• LCIS wiring standards 
• Connector/Jack Installation 

'---c _ • Troubleshooting 
B. Patch Panei~Hubs,!Swltches . LCIS closet standards . Port status/troubleshootlna 
C. Fluke Scanner 

• Cable certification . Cable status/troubleshooting 
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v. Applications- 50 Points 
A. Install confloure Office Suites 
B. Install configure Groupwlse/Emall 
c. Install confloure Printers (all OS's) 
D. Install configure File Transfer (all OS'sl 
E. Install configure File Sharing (all OS's) 
F. Install/configure Internet Browser (all 
OS's)_ 

VI. Standard Operations/Job Performance 
- 100 Points 

A. Proficiency with Service Order ~ystem 
B. Proficiency with Service Order Resolution 
Documentation 
C. Proficiency with Time Off Requests 
D. Adherence to work rules and policies 

• Attendance/Sick/Vacation 
• Dress Code/Appearance . Punctualitv/Timellness 
• Written Communication Skills 
• Verbal Communication Skills . Professional Demeanor 
• Work Order follow 

UP/documentation 
E. O_verall Job P<Jrformance 
F. Results from LCIS provided training 
assessment 

This assessment format is used to determine skill proficiency for Network Technician I, II, Ill, and IV. The 
minimum assessment score Is Increased at achieve each level of Network Technician. The minimum 
assessment score for Network Technician IV Is 360 out ot 400. 

6/10/11 
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POSITION DE§CRJPTION 

POSITION: 

LOCATION: 

End User SuppQrt Specialist 

One Government Center 
Suite 400 

HOURS: 8:00 a.m. to 5:00p.m. Mt1nday thrt1ngh Fl'iday 

RATE: 

STATUS: Full time FLSA: Non-Exempt 

GENERAL SUMMARY: 

Provides support to end users on a variety of issues. Identifies, researches, and resolves 
technical problems with enterprise application tools. Responds to telephone calls, email 
and personnel requests for technical support. Documents, tracks and monitors problems 
and requests to ensure a timely resolution. Provides customer support by answering end 
user questions and maintaining a presence at a "help desk" or other customer point of 
contact. 

ESSENTIAL JOB FUNCTIONS: 

• End user interface by phone and/or in person. 
• Diagnosis, routing, and/or resolution of end user requests for technical support. 
• Escalates technical issues or problems requiring more in-depth knowledge to 

appropriate internal resources. 
• Support enterprise application tools, from usage how-to to troubleshooting 

technical problems. 
• Configuration and installation of enterprise applications. 
• Troubleshoots and develops technical solutions related to software and setup 

ClTOrS. 

• Remote diagnosis and resolution using life cycle management tools as needed. 
• Follows instructions and pre-established guidelines for solution deployment. 
• Quality assurance testing of enterprise software for basic functionality. 



MINIMUM QUALIFICATIONS 

• I - 3 years of experience in a technical Help Desk environment 
• Associate degree in a technical field or related work experience 
• A+, MCP, MCSE or equivalent technical certification 

KNOWLEDGE, SKILLS AND ABILITIES 

• Excellent interpersonal and communication skills 
• In-depth knowledge of Microsoft Office and Corel Office products. 
• Knowledge and experience with Life Cycle Management Tools- Altil'is preferred 
• Knowledge and experience with resolving hardware, software, and OS conflicts 
• Ability to execute software installations remotely and locally. 
• Knowledge and usage of MS Windows scripting. 
• Refer to staff competencies matrix attached. 
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PO§ITIQN DE§CRIPTION 

POSITION: Application Systems Analyst 

LOCATION: One Government Center 
Suite 400 

HOURS: 8:00 a.m. to 5:00p.m. Monday through Friday 

RATE: 
STATUS: Fulltime Bargaining Unit FLSA: Non-Exempt 

GENERAL SUMMARY: 

Reviews, analyzes, and modifies moderately complex applications including coding, 
testing, debugging and installing to support an organization's systems. This position will 
work under general supervision of the Applications Manager or Sr. Application Analyst. 
The encumbent will consult with users to identify cun·ent operating procedures and to 
clarify program objectives. The applications analyst has knowledge of commonly-used 
concepts, practices, and procedures within Information Technology and/or specific 
industry of practice. Primary job functions generally require exercising independent 
judgment on small to moderately complex projects. 

ESSENTIAL JOB FUNCTIONS: 

• Customer/client requirements definition using standard data gathering techniques 
• Quality assurance testing of software enhancements and operational systems 
• Manages work and delivers according to priorities set by management and the 

client agency. 
• Ability to prepare and carry out project planning and implementation. 
• Ability to write simple to moderately complex database queries and create ad hoc 

reports. 
• Design, code, test, and debug application programs using currently acceptable 

development toolsets. 



MINIMUM QUALIFICATIONS 

• 2 or more years experience as an applications developer within a business, 
educational, or government setting 

• Bachelor's degree in Information Systems or equivalent work experience 
• Familiarity with systems development methodologies and project management 

methodologies. 
• Familiarity with database concepts, access methods, and report writers. 
• Familiarity with computer hardware and peripherals. 
• Familiarity with internet and communications technologies. 

KNOWLEDGE, SKILLS AND ABILITIES 

Refer to the Information Systems Staff Competencies Matrix attached. 
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POSITION DESCRIPTION 

POSITION: 

LOCATION: 

Business Systems Analyst 

One Government Center 
Suite 400 

HOURS: 8:00 a.m. to 5:00 p.m. Monday through Friday 

RATE: 
STATUS: Fulltime Bargaining Unit FLSA; Non -Exempt 

GENERAL SUMMARY: 

Reviews, analyzes, and evaluates moderately complex business systems and user needs. 
Fmmulates systems to parallel overall business strategies. Writes detailed description of 
user needs, program functions, and steps required to develop or modify applications. 
Relies on experience and judgment to plan and accomplish goals. Performs a vadety of 
complicated tasks. Will report directly to a manager or senior analyst. A wide degree 
of creativity and latitude is expected. 

ESSENTIAL JOB FUNCTIONS: 

• Customer/client requirements definition using standard data gathering techniques 
• Process analysis 
• Root cause analysis 
• Problem diagnosis and resolution 
• Internal and external communication 
• Quality assurance testing of software enhancements and operational systems 
• Manages work and delivers according to priorities set by management and the 

client agency. 
• Ability to prepare and carry out project planning and implementation. 
• Ability to write simple to moderate database queries and create ad hoc reports. 



MINIMUM OUALIFI~AT~QNS 

• I or more years experience in an Information Systems setting as an entry level 
Business Analyst or process specialist. 

• Bachelor's degree or equivalent work experience 
• Familiarity with one or more application systems within a given area i.e. Financial 

systems, HR systems, scheduling systems, etc 
• Familiarity with systems development methodologies and project management 

methodologies. 
• Familiarity with database concepts, access methods, and repmt writers. 

KNOWLEDGE, SKILLS AND ABILITIES 

Refer to the Information Systems Staff Competencies Matrix attached 
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POSITION: 

LOCATION: 

POSITION DESCRIPTION 

Sr. Application Systems Analyst 

One Government Center 
Snite 400 

HOURS: 8:00 a.m. to 5:00 p.m. Monday through Friday 

RATE: 
STATUS: Full time Bargaining Unit FLSA: Non-Exempt 

GENERAL SUMMARY: 

Reviews, analyzes, and modifies moderately complex to very complex applications 
including coding, testing, debugging and installing to support an organization's systems. 
This position will generally work under limited supervision of the Applications Manager 
or Information Systems Manager. The Sr. Application Analyst may lead or direct the 
work of others. The incumbent will consult with users to identify current operating 
procedures and to clarify program objectives. The applications analyst has knowledge of 
commonly-used concepts, practices, and procedures within Information Technology 
and/or specific industry of practice. Primary job functions generally require exercising 
independent judgment on large moderately complex projects. 

ESSENTIAL JOB FUNCTIONS: 

• Customer/client requirements definition using standard data gathering techniques 
• Quality assurance testing of software enhancements and operational systems 
• Manages work and delivers according to priorities set by management and the 

client agency. 
• Ability to prepare and can')' out project planning and implementation. 
• Ability to write complex database queries and create ad hoc reports. 
• Design, code, test, and debug application programs using currently acceptable 

development toolsets. 



MINIMUM OUALIFICATIQNS 

• 5 or more years experience as an applications developer within a business, 
educational, or government setting 

• Bachelor's degree in Information Systems or equivalent work experience 
• Familiarity with systems development methodologies and project management 

methodologies. 
• Familiarity with database concepts, access methods, and report writers. 
• Familiarity with computer hardware and peripherals. 
• Familiarity with internet and communications technologies. 

KNOWLEDGE. SKILLS AND ABILITIES 

Refer to the Information Systems Staff Competencies Matrix attached. 

6/10/11 



POSITION: 

LOCATION: 

POSITION DESCRIPTION 

Sr. Business Systems Analyst 

One Government Center 
Suite 400 

HOURS: 8:00 a.m. to 5:00 p.m. Monday through Friday 

RATE: 
STATUS: Fulltime Bargaining Unit FLSA: Non-Exempt 

GENERAL SUMMARY: 

Reviews, analyzes, and evaluates very complex business systems and user needs. 
Formulates systems to parallel overall business strategies. Writes detailed description of 
user needs, program functions, and steps required to develop or modify applications. 
Relies on experience and judgment to plan and accomplish goals. Performs a variety of 
complicated tasks. May lead or direct the work of others. May repott directly to a 
manager. A wide degree of creativity and latitude is expected. 

ESSENTIAL JOB FUNCTIONS: 

• Customer/client requirements definition using standard data gathering techniques 
• Process analysis 
• Root cause analysis 
• Problem diagnosis and resolution 
• Internal and external communication 
• Quality assurance testing of software enhancements and operational systems 
• Manages work and delivers according to priorities set by management and the 

client agency. 
• Ability to prepare and carry out project planning and implementation. 
• Ability to write simple to moderate database queries and ad hoc repotts. 



MINIMUM QUALIFICATIONS 

• 5 or more years experience in an Information Systems setting as a Business 
Analyst or process specialist. 

• Bachelor's degree Ot' equivalent work experience 
• Familiarity with one or mOl'e application systems within a given area i.e. Financial 

systems, HR systems, scheduling systems, etc 
• Familiarity with systems development methodologies and project management 

methodologies. 
• Familiarity with database concepts, access methods, and report writers. 

KNOWLEDGE, SKILLS AND ABILITIES 

Refer to the Information Systems Staff Competencies Matrix attached. 

6/l 0/11 



LCIS Job Description: 1-!elp Desk Associate 

POSITION QESCRIPTION 

POSITION: Help Desk Associate 
LOCATION: One Government Center, Suite 400 
HOURS: 8:00 a.m. to 5:00 p.m. Monday through Friday 
RATE: 
STATUS: Fulltime, Bargaining Group 

GENERAL SUMMARY: 

The Help Desk Associate's role is to ensure proper computer operation so that end users 
can accomplish business tasks. This important role is accomplished by receiving, 
prioritizing, documenting, and tracking end user help desk requests. The Help Desk 
Associate receives requests by both telephone and email. 

ESSENTIAL JOB FUNCTIONS: 

• The Help Desk Associate position repmts to the LCIS Technical Manager. 
• Field incoming help requests from end users via both telephone and email in a 

courteous and customer centered manner. 
o First - Document all pertinent end user identification information, 

including name, depattment, and contact information. 
o Second- Request and record the end user's description of the problem. 
o Third- Ask appropriate questions to further clarify the problem. 

Examples are: 
• When did the problem start? 
• Was anything changed just before the problem started? 

• Hardware added or removed. 
• Software added or removed. 
• Downloads from the Internet. 

• Is the problem intermittent? 
• Is there something that makes the problem occur? 
• Does the problem seem to occur at some regular time 

interval? 
o Fourth -Document all problem description detail acquired from the end 

user into the appropriate work order system? 
• Track-It 
• Homs.net 

• Learn the Automatic Call Distribution (ACD) system to ensure proper use and 
management of the ACD. 

• Begin to learn appropriate software and hardware used and suppmted by the 
organization. 

• Perform post-resolution follow-ups to end users to ensure problems are resolved. 
• There may be other duties assigned by the manager such as documentation and/or 

research. 

Page I of2 



LCIS Job D~scription: Help Desk Associate 

MINIMUM QUALIFICATIONS 

• Basic knowledge of PC hardware and common software. 
• Good understanding of the organization's goals and objectives. 
• Exceptional written and oral communication skills. 
• Exceptional interpersonal skills, with a focus on rapport-building, listening, and 

questioning skills. 
• Strong documentation skills. 
• Ability to absorb and retain information quickly. 
• Ability to present ideas in user-friendly language. 
• Highly self motivated. 
• Ability to follow detailed management directions. 
• Keen attention to detail. 
• Proven analytical and problem-solving abilities. 
• Ability to effectively prioritize and execute tasks in a high-pressure environment. 
• Exceptional customer service orientation. 
• Experience working in a team-oriented and collaborative environment. 

WORK CONDITIONS 

• General office environment. 
• Sitting for extended petiods oftime. 
• Dexterity of hands and fingers to operate a computer keyboard and mouse. 

6110/11 
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POSITION DESCRIPTION 

DRAFT- 4/21111 -NEW POSITION QESCRIPTION 

POSITION: 

LOCATION: 

HOURS: 

RATE: 

STATUS: 

Administrative Assistant 

One Government Center 
Suite 400 

8:00 a.m. to 5:00 p.m. Monday through Friday 

Fulltime FLSA: Non-Exempt 

GENERAL SUMMARY: 
Under the general direction of the Office Manager, performs a variety of administrative 
functions. Schedules appointments, give information to callers, process work requests 
from county end users. Composes memos, transcribes meeting minutes and generates 
reports. Handles multiple projects, prepares and monitors purchases and invoices. 

ESSENTIAL JOB FUNCTIONS: 

• Greet the public in person and on the telephone, provides general information. 
• Performs general secretarial and clerical duties, including typing, copying and 

filing. 
o Accepts and processes incoming mail. 
• Orders and maintains adequate inventory of office equipment and supplies. 
• Assists with payroll time entry. 
• Records and transcribes minutes for the Imaging Advismy Group. 
• Assist in coordinating and preparation of documentation for training/travel for 

LCIS staff. 
o Provides primary Help Desk support for processing work Ol'der requests from 

county users into Tracklt and Hours.net. 
• First Response on HelpDesk for selected issues related to PeopleSoft Financials 

and for basic issues related to Microsoft Office for End Users. 
• Assist in preparing purchase requests and payment of invoices. Maintains in

house documentation of expenditures and balances with the monthly budget 
report provided by the Auditor's office. 

o Update and maintain documentation for the maintenance/support agreements for 
hardware and software maintained by LCIS 

• Process requests and payments for information/maps that is provided by LClS. 



• Coordinates disposal of obsolete equipment within the department. Maintains the 
needed documentation for the yearly county inventory rep01trequired by the 
Auditor's Office. 

• Coordinates the scanning and indexing of documentation into the OnBase 
Imaging System for LCIS. 

• Perform all activities in a timely and efficient manner in accordance with county 
guidelines and office procedures. 

• Performs other related duties as required 

MINIMUM QUALIFICATIONS 

• 5 - 6 years of experience in the field or in a related area. 
• Has knowledge of commonly-used concepts, practices and procedures. 
• Working knowledge in word processing, spread sheets and other computer 

applications. 
• Certified Microsoft Office Specialist 

KNOWLEDGE, SKILLS AND ABILITIES 

• Excellent interpersonal and communication skills. 
• Prepare and maintain records and reports. 
• General bookkeeping techniques. 
• Ability to operate a variety of office machines, including copier, fax machine, 

laminator and scanner. 
• Ability to handle sensitive inquires and issues with a strict level of confidentiality. 
• Ability to learn and practically apply department and agency office practices and 

procedures developed after employment. 
• Follow wl'itten and verbal instructions. 
• Communicate effectively verbally and in writing. 

6/10/11 



POSITION DESCRIPTION 

POSITION: 

LOCATION: 

Administrative Clerk 

One Government Centet· 
Suite 400 

HOURS: 8:00 a.m. to 5:00 p.m. Monday through Friday 

RATE: 

STATUS: Full time Bargaining Unit FLSA: Non-Exempt 

GENERAL SUMMARY: 
Under the general direction of the Office Manager, pet-forms a variety of administrative 
functions. Answers the telephone and process work requests from county end users. 
Assists in ordering general office supplies and repair patts. Handles multiple pt·ojects, 
assists in the preparation of purchases and invoices and other clerical tasks as assigned by 
the Office Manager. 

ESSENTIAL JOB FUNCTIONS: 

• Greet the public in person and on the telephone, provides general information. 
• Performs general secretat·ial and clerical duties, including typing, copying and 

filing. 
• Accepts and processes incoming mail. 
• Orders and maintains adequate inventory of office equipment and supplies. 
• Assists in preparing weekly internal timesheets for payroll 
• Assist in coordinating and preparation of documentation for training/travel for 

LCIS staff. 
• Provides supp011 for processing work order requests from county end users. 
• Assist in preparing purchase requests and payment of invoices. 
• Process requests and payments for information/maps that is provided by LCIS. 
• Coordinates disposal of obsolete equipment within the depatiment. Maintains the 

needed documentation for the yearly county inventory report required by the 
Auditor's Office. 

• Perform all activities in a timely and efficient manner in accordance with county 
guidelines and office procedures. 

• Performs other related duties as required 



-----·---·---------------------- --~·------

MINIMUM QUALIFICATIONS 

• I -2 years of experience in the field or in a related area. 
• Has knowledge of commonly-used concepts, practices and procedures. 
• Working knowledge in word processing, spread sheets and other computer 

applications. 

KNOWLEDGE, SKILLS AND ABILITIES 

• Excellent interpersonal and communication skills. 
• Prepare and maintain records and repotts. 
• General bookkeeping techniques. 
• Ability to operate a vat·iety of office machines, including copier, fax machine, 

laminator and scanner. 
• Ability to handle sensitive inquires and issues with a strict level of confidentiality. 
• Ability to leam and practically apply department and agency office practices and 

procedures developed after employment. 
• Follow written and verbal instructions. 
• Communicate effectively verbally and in writing. 

6110/11 



-~---~------------------

Appendix#2 

MEMORANDUM OF UNDERSTANDING 

This Memorandum of Understanding entered Into between the Lucas 
County Auditor's Office ("Auditor's Office) and the International Brotherhood of 
Electrical Workers, Local Union #8 ("IBEW") is for the purpose of settling wage 
negotiations for the IBEW bargaining unit for the contract year January 1, 2011, 
through December 31, 2011. 

NOW, THEREFORE, the parties agree as follows: 

1. Wages for the IBEW bargaining unitfor the contract year January 1, 2011, 
through December 31, 2011, shall be in accordance with the grievance 
settlement attached hereto and Incorporated fully herein as Exhibit "A". 

2. The wage schedule as included in the grievance settlement was the result 
of discussions between the parties during the collective bargaining 
negotiations for the contract term January 1, 2008, through December 31, 
2010. It was the parties Intent that implementation of the wage schedule 
was subject to the provisions of Article VII, Section 1. General Wage 
Increase, including but not limited to budgetary constraints as determined 
by the Auditor's Office. 

3. There is no Intent by either party to implement the wage schedule as 
provided in the grievance settlement beyond the 2011 contract year. 
Wages, Including but not limited to any wage schedule, for the contract 
years 2012 and 2013 are subject to the wage re-openers as provided by 
Article VII, Section 1. General Wage Increase of the contract. 

For the Auditor's Office: ForlBEW: 

M~~ 
Date: ~ • L11 ~ tr Date: b /to/ I I 



AGREEMENT 

This Agreement entered into between the Lucas County Auditor's Office 
("Auditor's Office) and the International Brotherhood of Electrical Workers, Local 
Union #8 ("IBEW") is for the purpose of settling all claims, disputes and 
controversies relating, either directly or Indirectly, to the matter as grieved in 
Grievance dated 5/6/11, attached hereto and incorporated fully herein by 
reference as Exhibit "A". 

NOW, THEREFORE, the parties agree as follows: 

1 Bargaining unit employees with the exception of Jim Volschow, Jason 
Roth, Tony Bundy, and Tina Kirk, shall receive two (2) increases: the first 
effective January 1, 2011, and the second effective upon final approval of the 
collective bargaining agreement, in accordance with the rates and conditions set 
forth In Exhibit "B", attached hereto and fully Incorporated herein. 

2 The Auditor's Office shall conduct job audits for the Network Services 
Technician 2 position held by Tony Bundy, and the administrative clerk position 
held by Tina Kirk to determine whether an upgrade In position and/or pay Is 
warranted. The basis for the determination shall include, but not be limited to, 
budgetary constraints, industry standards, and increased duties and 
responsi bllltles. 

3. The job audits shall be completed on or before May 13, 2011. Upon 
completion of the job audits, the parties shall negotiate any upgrade In position 
and/or pay based upon, but not limited to, budgetary constraints, Industry 
standards, and Increased duties and responsibilities. Any dispute as to an 
upgrade in position and or pay shall be subject to the grievance procedure. 

4. The parties understand and agree that the execution of this settlement Is 
not an admission on the part of the Auditor's Office as to the allegations 
contained In or the merit of the grievance. 

ForiBEW: 

6~6~ 
Date: S )11 /It 



GRIEVANCE REPORT :.:';{n'ib-\- f\" 
LOCAL 8 IBEW I LUCAS COUNTY AUDITOR 

Ongoing 5/5/2011 
Date of Violation Date Grievance Filed 

GRIEVANCE FILED AGAINST: Anita Lopez. Lucas County Auditor 
Name of Individual or Company 

One Government Center, 4th Floor. Suite 400 
Address 

419-213-4322 
Telephone 

WHERE .DID VIOLATION OCCUR?_~O:un"'-e ~G~oC!.ve!<!rne!..!!.!m,e!.!nt':'C""e!<!n.c;te"'-'r'---::-.----:---.-----
Job Site, Shop or Other Location 

WHAT ARTICLES OF AGREEMENT WERE VIOLATED? Article VII. Sections 1 ; Memorandum 
Agreement to the Januarv 1, 2008 thru December 31, 2010 Agreement with James Gant 

NATURE OF GRIEVANCE: The Auditor did not honor the outstanding step Increases that were 
agreed to by James Gant 

WHAT REMEDY IS SOUGHT BY THE AGGRIEVED? Honor step increases as agreed 

~17~ 
Signature, Business Agent Signature, Aggrieved 
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