LORAIN COUNTY DEPT. OF  JOB & FAMILY SERVICES
CHRISTOPHER CABOT, DIRECTOR

42485 NORTH RIDGE ROAD - ELYRIA OH 44035-1057
(440) 323-5726/244-4150 FAX: (440) 323-3422 TDD: (440) 284-4125
	JOB NUMBER

26-15
	CLASSIFICATION

Business Administrator

	PAY GRADE AND RATE
C6 -  Starting at $38.22    



All resumes or applications must demonstrate how you meet the following requirements. Resumes or applications should be mailed to: Kristin Liston, 42485 N. Ridge Rd., Elyria OH  44035.

Please submit resumes or applications by October 23, 2026.  Applications may be obtained in person at 42485 N. Ridge Rd., Elyria, OH 44035 or the agency website www.lcdjfs.com.

BRIEF DESCRIPTION OF JOB:
This is a senior management-level classification that is responsible for coordinating fiscal management activities for the County DJFS. Employee works independently with minimal instruction or assistance and performs work in accordance with established ODJFS policies and procedures. Performs or oversees all fiscal operations of the Agency (e.g. reporting, balancing and reconciling all state and federal funding sources; overseeing and monitoring budgets; analyzing revenue and expenditure; overseeing procurement and purchasing functions; oversight of contracting process; overseeing grant applications and administration; conducing fiscal analysis and planning for Agency; analysis of federal and state legislation impacting agency funding; etc.); supervises subordinate staff in the performance for fiscal duties (e.g. determines needs for staff members and staffing levels; interviews applicants; recommends hiring of candidates; initiates disciplinary action; reviews, approves and denies employee leave requests; completes performance evaluations; resolves complaints and grievances of subordinates; trains and develops new employees; assigns and reviews work of subordinates; etc.) 

Provides highly responsible and complex administrative support to JFS Director; provides the agency Director with input in the development and implementation of department strategic goals and objectives related to the Fiscal department’s mission; directs the development and implementation of policies, procedures and legislation, affecting agency programs and maintains contact with representatives of the ODJFS, the Ohio Department of Medicaid, Ohio Department of Child Support and others regarding associated directives in order to create recommendations to the Director on how to improve serviced delivery results, system actions, efficiency of operations; services as consultant to agency Director in the interpretation of federal and state laws; etc.  Acts in absence of Director to make final decisions related to fiscal and budgetary matters; etc.  Meets all job safety requirements and all applicable OSHA safety standards that pertain to essential functions.  Demonstrates regular and predictable attendance.  Performs other duties as required, including possibly assisting with caseload coverage.
MINIMUM REQUIREMENTS/ AGENCY QUALIFICATIONS:
- Bachelor’s degree from an accredited college or university in finance, accounting, business administration or public administration and minimum of three (3) years’ experience involving fiscal and budgeting responsibility, seven (7) years preferred; or any combination of knowledge, skills, ability, education, training, and/or experience necessary to perform the essential functions of the position.

-Keyboard Skills

-Cultural Sensitivity

-Ability to Communicate Effectively (Telephone and other customer service skills)

-Ability to Collect Data, Establish Facts and Draw Valid Conclusions

-Dependable Transportation with Appropriate Liability Insurance, and Valid Ohio Driver’s License with a Good 

  Driving Record

-Good Attendance










-Ability to Manage Multiple Tasks

-Ability to Work With a Sense of Urgency to Meet Timeliness Requirements

