
 
 

Mission: Ensure access to mental health and addiction services and resources for prevention, 
treatment, and recovery supports while educating and advocating for all community members.   

 

July 18, 2023 BOARD MEETING AGENDA 

Location: Huron County DJFS, 185 Shady Lane Drive, Norwalk 

Time: 6:15pm 

The public may attend in person or via Zoom. 

https://us06web.zoom.us/j/84483743404?from=addon 
Meeting ID: 844 8374 3404, Passcode: 213535 

Time  Who 

6:17 PM Call to Order  Board Chair 

 Guest Introductions & Public Comment  

 Approval of Board Minutes  

 Board Chair Report Board Chair 

 Board Report Ex. Director 

 Committee Meeting Reports 

• Program Committee 

o FY24 Contract Allocations 

o FY23 Utilization Review 

o Position Descriptions 

• Finance Committee 

o ODH Adolescent Health Resiliency 

o Public Fund of Ohio 

o June 2023 Financial Report 

o June 2023 List of Bills 

 

 

 Executive Session  

 Old Business  

 Meeting Discussion/New Business   

7:54PM Adjournment  Board Chair 

 

HURON COUNTY BOARD OF MENTAL 
HEALTH AND ADDICTION SERVICES  

2 Oak Street 
Norwalk, Ohio 44857 

 

https://us06web.zoom.us/j/84483743404?from=addon


 
 

July 18, 2023 
 

I. CALL TO ORDER 

Meeting called to order at 6:17 PM. 

 

Board Members in attendance:    

                                                 

Board Staff:  Ashley Morrow, Kristen Cardone, Cari Williamson,  

 

II. GUEST INTRODUCTIONS & PUBLIC COMMENT 

Gracyn Shupp, Intern for MHAS Board; Laura Miller, Firelands Counseling and Recovery Services; Steve 

Burggraf, Family Life Counseling (he will be addressing the Board); Sarah Doughty, Family Life Counseling; 

Matt Roche, Norwalk Ohio News; Via Zoom: Sue Wilson, Family Life Counseling; Deanna England, Oriana 

House. 

o Ms. Kristen Cardone shared that Ms. Shupp has been volunteering at the MHAS Board office for the past 

couple of months and will be starting as an intern in the fall for at least 12 hours per week. Her interests 

are youth and first responders.  

o Dr. Burggraf shared that he was there for any questions regarding the breach of confidentiality that 

occurred when a staff member’s van, containing client information, was stolen from a gas station and the 

closing of Family Life Counseling’s Willard office.  

o Board members questioned if the files were locked, were they recovered, was ID protection offered 

to the clients, and what was the timeline for the incident? 

▪ Dr. Burggraf shared the timeline for the incident was on June 20, 2023 the staff member 

left the Willard Family Life Counseling office around 4:50pm, around 5:00pm she stopped 

to get gas and when she went in to pay her van was stolen. Once she discovered her van 

was gone, she called the police to file a report. On June 22, 2023 the van was discovered 

with all the files present, though rifled through, and the laptop was missing. The staff 

member confirmed all the files were present. The laptop was not recovered but on June 22, 

2023 it was locked by their IT person. The files and laptop were in an unlocked vehicle in 

a box that did not lock. There was a document with 72 client names listed on it, 10 files 

with documents including information gathered over the phone to initiate services, and one 

file had initial referral information and additional information that was received from 

Fisher-Titus Medical Center. Everyone was sent a letter on July 8, 2023, they were all 

offered ID Protection. United States Department of Health and Human Services (HHS) will 

be informed of the incident by the end of the calendar year. 

 Katie Chieda - Excused X Ben Chaffee, Jr. X Erin Bohne - left 7:51pm 

X Laura M. Wheeler X Julie Landoll  X Silvia Hernandez 

 Amber Boldman - Excused X Nora Knople X Tom Sharpnack  

X Lenora Minor  X John Soisson X Sandy Hovest  

X Carol Anderson     



o Board members asked several questions regarding the closing of Family Life Counseling’s Willard 

office. 

▪ Dr. Burggraf shared that years ago he met the Huron County Health Commissioner Mr. 

Tim Hollinger to discuss the need in Huron County for behavioral health services, which 

included having access to services in Willard. Family Life Counseling operated out of their 

first location until they purchased a new building about two years ago. In mid-May 2023 

they informed Ms. Cardone the Willard office will be closing in June 2023. Some of the 

reasons for the closure include difficulties with staff retention, Medicaid billing concerns, 

the inability to increase mental health fees through Medicaid, increased utilities costs and 

mortgage. They were struggling to meet the payroll. They closed three offices throughout 

Ohio.  

• Family Life Counseling did not communicate the office closure to any local 

partners, nor did they do a press release. Board members expressed their concern 

regarding not announcing the closing of the office to the public. 

• In FY23 there were a total of 419 patients serviced in their Willard office. On the 

last day of closing, they had 77 active clients. Everyone was contacted by mail and 

phone. Of those 77 clients, 4 went on Norwalk’s waiting list, the rest were then 

scheduled for an appointment or discharged. As of June 21, 2023 the Norwalk 

office had a total of 22 people on the waiting list.  

• There were six clinicians working at the Willard office. Two transferred to 

Norwalk, one left to stay at home, one is doing telehealth, and two decided to try 

something different. They are continuing to seek staff.  

• Starting on July 24, 2023 they will start seeing clients in the Willard office one day 

a week. This service will be available until the building sells. During the time the 

building is for sale, Dr. Burggraf will contact churches and other agencies in 

Willard, such as Starting Point, to see if they have a space that can be used to see 

clients confidentially.   

• Family Life Counseling will not provide transportation for clients from Willard to 

Norwalk. 

• There will be no change to Men’s House of Hope in Willard. Two of the residents 

will be part of the clients who will still be seen at the Willard office. 

• Family Life Counseling will continue with school-based therapy and Mobile 

Response Stabilization Services (MRSS) out of the Norwalk office. 

▪ Board members requested to be informed in a timely manner of any future changes to 

Huron County services. 

 

III. APPROVAL OF BOARD MEETING MINUTES  

• Mr. Ben Chaffee shared that the minutes from the June 20, 2023 Board meeting were sent to members on 

June 26, 2023.   

 

MOTION: 

1 

To approve the June 20, 2023 meeting minutes of the Huron County Board of Mental Health 

and Addiction Services as sent on June 26, 2023. 

Motion Made By: Lenora Minor Seconded: John Soisson 

No opposition. 

 

IV.  BOARD CHAIR REPORT 

o Mr. Ben Chaffee shared there is no board chair report this month.  

 

V.  BOARD REPORT 

o Ms. Cardone shared the following Board updates: 

o HEALing Communities update:  



▪ Huron County Public Health recently installed a harm reduction vending machine outside 

of their facility in Norwalk where residents can obtain naloxone, fentanyl test strips and 

drug deactivation pouches in addition to other physical health harm reduction items such 

as condoms.  These items are available at no cost to the community and the vending 

machine can be accessed 24/7. 

• This resource has been used a lot so far. 

▪ We are continuing to work on developing the data dashboard for Huron County and hope 

to have that finalized within the next month or two. 

• The data dashboard will be housed on the Huron County Public Health website. 

▪ Representatives from the National Institute on Drug Abuse, the organization that funds 

the HEALing Communities study, visited Huron County last week to learn about what we 

have accomplished through the study and how we plan to sustain progress once the study 

ends. 

o OneOhio Region 19: opiate settlement group. 

▪ The Region 19 Technical Support Team recently finalized the Region’s application 

documents for opiate settlement funding.  These documents have been sent to the Region 

19 Board for approval.  Once approved, organizations may begin submitting projects for 

funding. 

• Commissioner Boose is Huron County’s representative. 

o Quick Response Team/Community Data for June (May data in parentheses): 

▪ Overdoses: 5 (7)  

• Overdoses are tracked to include if Narcan was used and how much of it was 

used. Through HEALing Communities study, Narcan is now available through 

Huron County Public Health Department, Let’s Get Real, Willard Fire 

Department, Animal House Sober Living, and Citizens Ambulance.  

▪ Overdose fatalities: 0 (0) 

▪ Mental health calls/Suicidal ideation: 15 (17) 

▪ Suicide attempts: 2 (7) 

▪ Completed suicides: 0 (1)  

▪ OVI: 19 (28) 

▪ Disorderly Conduct/Intoxication: 15 (16) 

▪ Warm Handoff Calls through Let’s Get Real (peer supporter responds to local hospital to 

link individual with treatment): 1 

o The NOBARS program in Huron County closed as of June 30, 2023.   The Board took a moment 

to thank Judge Conway, Jason Varney, and all the staff at Oriana House who made that program 

possible for all the years it was in operation. 

o Firelands Counseling and Recovery Services was recently awarded $284,582.00 from 

OhioMHAS for treatment of adults with alcohol use disorder.  These funds will expand access to 

services for individuals with alcohol use disorder in all the counties served by Firelands. 

• Board Updates 

o As a reminder, the Board will not be meeting in August due to the Huron County Fair.  A 

sign-up sheet has been sent to all Board members in case anyone is interested in volunteering 

at our booth. 

o An email was sent to all Board members requesting updated bios.  If you have not done so 

already, please send them by Friday, July 21, 2023. 

o Brown Consulting followed up late last week with an update on their audit of Let’s Get Real.  

As shared in committee meetings, they were waiting to hear back from OhioMHAS to 

confirm a peer supporters’ certification and to confirm the agency’s certification with the 

state.   Both of those items were confirmed. 



o The Board recently received notification from OhioMHAS that the Board has been awarded 

funding, up to $194,418.00, through the Recovery Housing Program to support our project’s 

match of Recovery Housing Capital Project in Huron County.  Board staff are working to 

finalize our application in the state’s grants funding management system. 

▪ The recovery house will have cost the community zero dollars, thanks to OhioMHAS. 

o The Adolescent Youth Resiliency grant was submitted to Ohio Department of Health on July 

10, 2023.  

• Community Engagement and Outreach 

o Newsletters and Social Media outreach for July: 

▪ Minority Mental Health Month  

▪ National Bereaved Parents Day 

▪ International Self-Care Day 

▪ Agency Spotlight: OhioGuidestone   

▪ Meet MHAS: MHAS Board   

o Resource Bags/MHAS App Cards/Outreach Folders 

▪ Blessing Boxes 

▪ Trainings  

o Recent and Upcoming Trainings Hosted by MHAS 

▪ TIC Virtual Community Training  

▪ Wellness & Resiliency (Miriam House)  

o Upcoming Presentations and Events 

▪ Huron County Fair August 14, 2023 – August 19, 2023 

▪ Overdose Awareness Day: Project Noelle August 27, 2023  

▪ Naloxone distribution drive in partnership with area agencies  

 

VI.  COMMITTEE MEETING REPORTS 

 

• PROGRAM COMMITTEE REPORT 

o Ms. Laura Wheeler shared the Program Committee met on Monday, July 10, 2023 at the Board’s 

Office. 

 

o SFY 2024 Contract Allocations 

▪ Ms. Wheeler shared that Ms. Cardone informed the committee of updates regarding 

changes in services at Firelands Counseling and Family Life Counseling.  Firelands 

Counseling shared with the Board that their afterhours (12a-8a) hotline personnel cost for 

Huron County is $11,680.00 and they stated the cost for ambulance services during third 

shift is minimal since there were so few crises during these hours. Committee members 

were in support of decreasing Firelands Counseling’s contract by $11,680.00 due to the 

reduction in services.  Family Life Counseling also had a reduction in services with the 

closure of the Willard office, however, they informed the Board that these clients will all 

be served by the Norwalk office staff.  Because of this, the Board is unable to pull 

funding back. 

 

MOTION: 

2 

To reduce Firelands Counseling and Recovery Services’ SFY 2024 contract by $11,680.00. 

Motion Made By: Julie Landoll Seconded: Carol Anderson 

 

 Katie Chieda - Excused  Ben Chaffee, Jr. 7 Erin Bohne 



Yes:   10            No:    0                  Abstain:   0 

 

o SFY 2023 Utilization Review 

▪ Ms. Wheeler shared that Ms. Cardone shared that annually the Board is required to audit 

agencies receiving federal funds.  These audits focus primarily on quality of services 

provided and ensuring billing in GOSH aligns with records, they do not look at 

financials. Given that the Board has a couple of agencies (Family Life Counseling 

recovery housing services and Let’s Get Real) that bill some services outside of the fee 

for service model and receive federal funds, it is recommended by the prosecutor that we 

have them complete a utilization review.  The utilization review would include how much 

money is going where and documentation to back this up.   

 

MOTION: 

3 

To request a utilization review from Family Life Counseling for recovery housing services 

and Let’s Get Real for SFY 2023. 

Motion Made By: Nora Knople Seconded: Erin Bohne 

 

Yes:    10           No:             0         Abstain:    0 

 

o Position Descriptions 

▪ Ms. Wheeler shared that Ms. Cardone shared updated position descriptions with 

committee members.  These positions descriptions were previously reviewed and 

approved by the Governance committee and may be found in Attachment I.  The prior job 

descriptions did not clearly align with the Ohio Revised Code and were updated to 

correct this; the corrections that have been made are in yellow.  

 

MOTION: 

4 

To approve and adopt the revised job descriptions for the following positions: Administrative 

Assistant, Deputy Director, Office and Fiscal Manager, and Community Engagement and 

Resource Manager, as shown in Attachment I. 

Motion Made By: Lenora Minor Seconded: Carol Anderson 

 

Yes:    10           No:      0                Abstain:     0 

 

MOTION: 

5 

To approve the July 10, 2023 Program Committee meeting minutes as sent on July 12, 2023. 

Motion Made By: Erin Bohne Seconded: Nora Knople 

1 Laura M. Wheeler 4 Julie Landoll  8 Silvia Hernandez 

 Amber Boldman - Excused 5 Nora Knople 9 Tom Sharpnack  

2 Lenora Minor  6 John Soisson 10 Sandy Hovest  

3 Carol Anderson     

 Katie Chieda - Excused  Ben Chaffee, Jr. 4 Erin Bohne 

10 Laura M. Wheeler 7 Julie Landoll  3 Silvia Hernandez 

 Amber Boldman - Excused 6 Nora Knople 2 Tom Sharpnack  

9 Lenora Minor  5 John Soisson 1 Sandy Hovest  

8 Carol Anderson     

 Katie Chieda - Excused  Ben Chaffee, Jr. 1 Erin Bohne 

2 Laura M. Wheeler 3 Julie Landoll  4 Silvia Hernandez 

 Amber Boldman - Excused 5 Nora Knople 6 Tom Sharpnack  

7 Lenora Minor  8 John Soisson 9 Sandy Hovest  

10 Carol Anderson     



No opposition 

 

• FINANCE COMMITTEE REPORT 

o Mr. Tom Sharpnack shared the Finance Committee met on Tuesday, July 11, 2023 at the Board’s 

Office. 

 

o ODH Adolescent Health Resiliency 

▪ Mr. Sharpnack shared that Ms. Cardone informed the committee that the Board approved 

a motion last month authorizing the Executive Director to apply for the Ohio Department 

of Health Adolescent Health Resiliency grant in an amount not to exceed $125,000.00 

per year, however, the grant can be approved for up to $150,000.00 per year. She is 

requesting authorization to revise the prior motion to change the dollar amount requested 

to $150,000.00.  

MOTION: 

6 

To revise Motion #3 from the June 20, 2023 Board meeting, authorizing the Executive 

Director to apply for the Ohio Department of Health Adolescent Health Resiliency grant in an 

amount not to exceed $150,000.00 per year. 

Motion Made By: Laura Wheeler Seconded: John Soisson 

 

Yes:     10         No:        0              Abstain:    0 

 

o Public Fund of Ohio 

▪ Mr. Sharpnack shared that Ms. Cardone requested approval to apply for suicide prevention 

funding through the Public Fund of Ohio.  This funding opportunity is for two years, and 

the funds will go to the prevention coalition for evidence-based prevention strategies in 

the community. 

 

MOTION: 

7 

Authorize the Executive Director to apply for the Public Fund of Ohio Youth Suicide 

Prevention funding opportunity in an amount not to exceed $50,000.00 per year. 

Motion Made By: Sandy Hovest Seconded: Laura Wheeler 

 

Yes:       10        No:   0                   Abstain:       0 

 

o June 2023 Financial Report (Attachment II)  

▪ Mr. Sharpnack shared that the Committee members reviewed the Board’s June 2023 

Financial Report as shown in Attachment II.  A summary of the Board’s financial report 

as of June 30, 2023 is as follows: 

• Revenues: $176,576.77 

• Expenditures: $194,905.16 

 Katie Chieda - Excused  Ben Chaffee, Jr. 10 Erin Bohne 

9 Laura M. Wheeler 8 Julie Landoll  7 Silvia Hernandez 

 Amber Boldman - Excused 6 Nora Knople 5 Tom Sharpnack  

4 Lenora Minor  3 John Soisson 2 Sandy Hovest  

1 Carol Anderson     

 Katie Chieda - Excused  Ben Chaffee, Jr. 4 Erin Bohne 

10 Laura M. Wheeler 3 Julie Landoll  5 Silvia Hernandez 

 Amber Boldman - Excused 2 Nora Knople 6 Tom Sharpnack  

9 Lenora Minor  1 John Soisson 7 Sandy Hovest  

8 Carol Anderson     



• Cash Balance: $2,840,058.27 

• Encumbrances: $2,363,140.58 

• Ending Balance: $476,917.69 

 

MOTION: 

8 

To approve the June 2023 Financial Report through June 30, 2023 as shown in Attachment II. 

Motion Made By: Sandy Hovest Seconded: Julie Landoll 

 

Yes:       9        No:        0              Abstain:    1 

 

o June 2023 List of Bills (Attachment III) 

▪ Mr. Sharpnack shared that the Committee members reviewed the June List of Bills as 

shown in Attachment III.   

 

MOTION: 

9 

To approve the June 2023 List of Bills through June 30, 2023 as shown in Attachment III. 

Motion Made By: Silvia Hernandez Seconded: Nora Knople 

 

Yes:     9          No:         0             Abstain:    1 

 

 

MOTION: 

10 

To approve the July 11, 2023 Finance Committee meeting minutes as sent on July 12, 2023. 

Motion Made By: Nora Knople Seconded: Sandy Hovest 

No opposition. 

 

VII. EXECUTIVE SESSION 

 

MOTION: 

11 

To enter Executive Session under Ohio Revised Code 121.22(G)(1). 

Motion Made By: Nora Knople Seconded: Laura Wheeler 

 

 Katie Chieda - Excused  Ben Chaffee, Jr. 7 Erin Bohne 

9 Laura M. Wheeler 5 Julie Landoll  2 Silvia Hernandez 

 Amber Boldman - Excused 1 Nora Knople 8 Tom Sharpnack  

10 Lenora Minor – abstain  6 John Soisson 3 Sandy Hovest  

4 Carol Anderson     

 Katie Chieda - Excused  Ben Chaffee, Jr. 2 Erin Bohne 

5 Laura M. Wheeler 9 Julie Landoll  7 Silvia Hernandez 

 Amber Boldman - Excused 3 Nora Knople 1 Tom Sharpnack  

4 Lenora Minor - abstain 8 John Soisson 6 Sandy Hovest  

10 Carol Anderson     

 Katie Chieda - Excused  Ben Chaffee, Jr. 9 Erin Bohne 

1 Laura M. Wheeler 3 Julie Landoll  5 Silvia Hernandez 

 Amber Boldman - Excused 8 Nora Knople 10 Tom Sharpnack  

2 Lenora Minor  4 John Soisson 6 Sandy Hovest  

7 Carol Anderson     



Yes:     10          No:        0              Abstain:     0 

 

o Board members entered the Executive Session at 7:15pm. 

 

MOTION: 

12 

To exit Executive Session under Ohio Revised Code 121.22(G)(1). 

Motion Made By: Nora Knople Seconded: Laura Wheeler 

Yes:    10           No:     0                 Abstain:    0 

 

o Board members exited the Executive Session at 7:51pm 

 

VIII. OLD BUSINESS 

• Mr. Chaffee asked Board members if there was any old business to discuss. 

o There was no old business discussion. 

 

IX.  MEETING DISCUSSION/NEW BUSINESS 

o Ms. Cardone handed out an Annual Board Self-Assessment to the Board members to fill out and 

return. The assessment is to evaluate the effectiveness of the Board. The assessment is anonymous. 

The Governance committee will be reviewing the results of the assessments. 

 

X. ADJOURNMENT 

 

MOTION: 

13 

To adjourn the July 18, 2023 Huron County Board of Mental Health and Addiction Services 

meeting.   

Motion Made By: Laura Wheeler Seconded: Nora Knople 

No opposition. 

 

The July 18, 2023 meeting of the Board adjourned at _7:54_p.m.

 Katie Chieda - Excused  Ben Chaffee, Jr. 7 Erin Bohne  

8 Laura M. Wheeler 9 Julie Landoll  10 Silvia Hernandez 

 Amber Boldman - Excused 1 Nora Knople 2 Tom Sharpnack  

3 Lenora Minor  4 John Soisson 5 Sandy Hovest  

6 Carol Anderson     



Attachment I 

Huron County Board of Mental Health and Addiction Services 

                                                                 An Equal Employment Opportunity Employer 

Organization Description 

The Huron County MHAS Board is a public authority created by the Ohio Legislature to which citizen volunteers 

are appointed to collectively represent the Huron County community and to assume responsibility and authority 

for the management of the planning, implementing and monitoring of the publicly funded behavioral healthcare 

benefits. The Board’s official relationship extends to the Executive Director only. The Executive Director is given 

the authority to employ and to set areas of responsibility and compensation for employees, subject to the approval 

of the Board.  

The Huron County MHAS Board has a history of good stewardship of public dollars, of collaboration with 

community partners and of contracting with service providers for evidence-based and best practices to achieve its 

Mission. 

 

POSITION DESCRIPTION  

Job Title: Administrative Assistant   

• Reports to: Executive Director. 

• Civil Service Status: Unclassified (See, Sections 124.11(A)(18) and (30) of the Ohio Revised Code).  Pursuant to 

Ohio Revised Code sections 124.11(A)(18) and (30), this administrative assistant position is considered to be a 

secretarial role. 
Compensation and Hours 

Position is full-time. Some evenings and weekends may be required.  Participation in Ohio Public Employees Retirement 

System is offered.  

 

Position Summary 
Provide executive and secretarial support to include, but not to be limited to, the following: 

• Assist the Executive Director in the preparation of Board Meeting materials, reports, minutes and correspondence; 

• Assist the Executive Director in the development and review of requests for proposals, contracts or other documents 

as needed; 

• Conduct the research, fact-checking and analysis necessary to prepare reports needed to conduct Board business 

and meet State of Ohio MHAS, other state departments, and other funding source requirements; 

• Attend, participate in and report about local, regional and state meetings as needed; 

• Attend, participate in seminars, classes and/or trainings relative to the position as requested; 

• Organize office information so that it may be retrieved promptly and so that confidentiality is maintained for any 

client-identifying information; 

• Ensure cost effectiveness in the office operation; 

• Organize and attend community engagement events; 

• Execute fiscal duties as needed; 

• Organize meetings, conference calls and conferences as needed; and 

• Complete other duties as assigned by the Board’s Executive Director. 

 

Preferred Qualifications 

• Minimum of associate degree in an appropriate discipline or equivalent experience 

• Proficiency with Microsoft Office, using a computer, office equipment, and web-based reporting 

• Strong interpersonal skills 

• Proven time management and organizational skills 

Work Environment 

The work environment is typical of a small office. Some travel may be necessary. 

 

Demands of Position 

The physical demands include driving, walking, light lifting, talking, hearing, and sitting. Vision abilities include 

close and color vision. Reasonable accommodations may be provided under the Americans with Disabilities Act 

to enable individuals with disabilities to perform the essential functions of the position. 



 

I have read and understand the requirements of this job description. 

 

 

 

____________________________________________________________   Date ___________ 
SFY 2024 Administrative Assistant Position Description.docx 

 

Huron County Board of Mental Health and Addiction Services 

                                                             An Equal Employment Opportunity Employer 

Organization Description 

The Huron County MHAS Board is a public authority created by the Ohio Legislature to which citizen volunteers 

are appointed to collectively represent the Huron County community and to assume responsibility and authority 

for the management of the planning, implementing, and monitoring of the community publicly funded behavioral 

healthcare benefits. The Board’s official relationship extends to the Executive Director only. The Executive 

Director is given the authority to employ and to set areas of responsibility and compensation for employees.  

The Huron County MHAS Board has a history of good stewardship of public dollars, of collaboration with 

community partners and of contracting with service providers for evidence-based and best practices to achieve its 

Mission. 

 

POSITION DESCRIPTION  

Job Title: Deputy Director   

Reports to:   Executive Director  

Civil Service Status:  Unclassified (Section 124.11 (A) (18) and (30) of the Ohio Revised Code).  

Compensation and Hours 
Position is full-time. Some evenings and weekends may be required.  Participation in Ohio Public Employees Retirement 

System is offered.  

 

Position Summary 

Provide executive/fiscal support to include, but not to be limited to, the following: 

• Assist the Executive Director in the preparation of Board Meeting materials, reports, minutes and correspondence; 

• Assist the Executive Director in the development and review of requests for proposals, contracts or other documents 

as needed; 

• Conduct the research, fact-checking and analysis necessary to prepare reports necessary to conduct Board business 

and meet state department and other funding source requirements; 

• Attend, participate in and report about local, regional and state meetings attended on behalf of the Executive 

Director when necessary or appropriate; 

• Organize office information so that it may be retrieved promptly and so that confidentiality is achieved for any 

information with client-identifying information; 

• Assure cost effectiveness in the office operation; 

• Acts as Clients Rights Officer, Records Custodian/Manager, and Behavioral Health Responder (to natural and 

manmade disasters);  

• Assist to organize meetings, conference calls and conferences as needed; and 

• Complete other duties as assigned by the Board’s Executive Director. 

 

Position Requirements 

• Education/ Experience/Skills  

Education at the minimum of the master’s degree level is required. Proficiency is needed in using a 

computer, in using Microsoft Office, e-mail, and web-based reporting as well as in using other office 

equipment. 

• Key Personal Requirements  

This position provides an opportunity for an individual to assist the Board to be a good steward of public 

funds and to assist it to improve the behavioral health care services available to persons in this county. 



This position requires a self-starting individual with good judgment who enjoys undertaking a broad range 

of duties.  

 

Work Environment 

The work environment is typical of a small office. Some travel may be necessary. 

 

Demands of Position 

The physical demands include driving, walking, light lifting, talking, hearing, and sitting.  Vision abilities include 

close and color vision. Reasonable accommodation may be provided under the Americans with Disabilities Act 

to enable individuals with disabilities to perform the essential functions of the position. 
 

I have read and understand the requirements of this job description. 

 

____________________________________________________________   Date ___________ 
 

 

SFY 2024 Deputy Director Position Description.docx 

 

Huron County Board of Mental Health and Addiction Services 

                                                              An Equal Employment Opportunity Employer 

Organization Description 

The Huron County MHAS Board is a public authority created by the Ohio Legislature to which citizen volunteers 

are appointed to collectively represent the Huron County community and to assume responsibility and authority 

for the management of the planning, implementing and monitoring of the publicly funded behavioral healthcare 

benefits. The Board’s official relationship extends to the Executive Director only. The Executive Director is given 

the authority to employ and to set areas of responsibility and compensation for employees, subject to the approval 

of the Board.  

The Huron County MHAS Board has a history of good stewardship of public dollars, of collaboration with 

community partners and of contracting with service providers for evidence-based and best practices to achieve its 

Mission. 

 

POSITION DESCRIPTION  

Job Title: Office & Fiscal Manager   

• Reports to: Executive Director. 

• Civil Service Status: Unclassified (See, Sections 124.11(A)(18) and (30) of the Ohio Revised Code).  Pursuant to 

Ohio Revised Code sections 124.11(A)(18) and (30), this position is considered to be a Secretarial and/or Program 

Director role. 

 

Compensation and Hours 
Position is full-time. Some evenings and weekends may be required.  Participation in Ohio Public Employees Retirement 

System is offered.  

 

Position Summary 
Provide support and secretarial duties to the Executive Director and other office staff as needed, including, but not limited 

to, the following: 

• Assist the Executive Director in the preparation of Board Meeting materials, reports, minutes and correspondence; 

• Assist the Executive Director in the development and review of requests for proposals, contracts or other documents 

as needed; 

• Conduct the research, fact-checking and analysis necessary to prepare reports needed to conduct Board business 

and meet State of Ohio MHAS, other state departments, and other funding source requirements; 

• Attend, participate in and report about local, regional and state meetings as needed; 

• Attend, participate in seminars, classes and/or trainings relative to the position as requested; 

• Organize office information so that it may be retrieved promptly and so that confidentiality is maintained for any 

client-identifying information; 



• Manage Board office maintenance and upkeep; 

• Ensure cost effectiveness in the office operation; 

• Attend community engagement events; 

• General administrative duties including, but not limited to, filing, copying, scanning, printing, answering the phone, 

and greeting visitors to the office; 

• Organize meetings, conference calls and conferences as needed; and 

• Complete other duties as may be assigned from time to time by the Board’s Executive Director. 

 

Provide fiscal support to include, but not be limited to, the following: 

• Calendar Year Budgets (temporary and permanent) for the County Auditor’s Office.  

• Calendar Year Purchase Orders.  

• Ohio MHAS Title XX Annual Report.  

• Ohio MHAS GFMS Budget & Fiscal Entries.  

• Huron Board Fiscal Budget in preparation for contract approval.  

• All payments/ voucher processing/ GOSH processing.  

• Receipts, including check deposits, to County Auditor.  

• End Month Reports, including receipts, expenditures, audit trail, and actual budget.  

• Community Mental Health and Addiction providers expenditures reports.  

• OACBHA Fiscal reports.  

• Ohio MHAS all deposits, changed to EFTs.  

• All contract collections, including but not limited to electronic signatures, assurances, Ohio MHAS license, fiscal 

audit, and fiscal risk assessment, once the contract is completed by Huron Board.  

• 120 Days’ Notice to behavioral health providers.  

• All other financial reports (no program reports), including ATP, CTP, and Crisis Flex.  

• IDAT fiscal reporting.  

• Calendar Year Federal Fiscal Report for providers. 

• Work with the Mental Health and Recovery Services Board of Seneca, Sandusky, and Wyandot counties on the 

following: Ohio MHAS FIS 040 Budget, Ohio MHAS FIS 040 Actual, Sliding Fee Schedule (yearly), Providers 

Ohio MHAS Audit Checklist, Ohio MHAS Substance Abuse Entity Inventory, Ohio MHAS Annual Board 

Questionnaire. 

 
Preferred Qualifications 

• Minimum of an associate degree in an appropriate discipline. 

• Minimum of three years’ experience in an administrative or office managerial role. 

• Proficiency with Microsoft Office/Google Suite, using a computer, office equipment, and web-

based reporting. 

• Strong interpersonal skills. 

• Proven time management and organizational skills. 

• Bilingual (Spanish). 

 

Work Environment 

The work environment is typical of a small office. Some travel may be necessary. 

 

Demands of Position 

The physical demands include driving, walking, light lifting, talking, hearing, and sitting. Vision abilities include 

close and color vision. Reasonable accommodations may be made under the Americans with Disabilities Act to 

enable individuals with disabilities to perform the essential functions of the position. 
 

I have read and understand the requirements of this job description. 

 

 

 

____________________________________________________________   Date ___________ 
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Huron County Board of Mental Health and Addiction Services 

                                                               An Equal Employment Opportunity Employer 

Organization Description 

The Huron County MHAS Board is a public authority created by the Ohio Legislature to which citizen volunteers 

are appointed to collectively represent the Huron County community and to assume responsibility and authority 

for the management of the planning, implementing and monitoring of the publicly funded behavioral healthcare 

benefits. The Board’s official relationship extends to the Executive Director only. The Executive Director is given 

the authority to employ and to set areas of responsibility and compensation for employees, subject to the approval 

of the Board.  

The Huron County MHAS Board has a history of good stewardship of public dollars, of collaboration with 

community partners and of contracting with service providers for evidence-based and best practices to achieve its 

Mission. 

 

POSITION DESCRIPTION  

Job Title: Community Engagement and Resource Manager   

• Reports to: Executive Director. 

• Civil Service Status: Unclassified (See, Sections 124.11(A)(18) and (30) of the Ohio Revised Code).  Pursuant to 

the Ohio Revised Code 124.11(A)(18) and (30), this position is considered to be a Program Director role. 

 

Compensation and Hours 
Position is full-time. Some evenings and weekends may be required.  Participation in Ohio Public Employees Retirement 

System is offered.  

 

Position Summary 
Provide program direction and oversight to include, but not to be limited to, the following: 

• Build and manage the Board’s social media profiles and presence, including Facebook, Twitter, LinkedIn, and 

additional channels that may be deemed relevant. 

• Create and disseminate shareable content and marketing materials appropriate for specific networks to spread our 

mission, vision, and services. 

• Regularly create content to grow the Board’s informational footprint (press releases, newsletters, and creative 

content). 

• Identify grant funding opportunities that align with Board’s strategic plan. 

• Write, submit, and manage grant proposals. 

• Coordinate planning for events such as community meetings, educational events, trainings, health fairs and local 

business fairs. 

• Represent the organization at coalition and community group meetings to build relationships and promote services. 

• Manage and actively promote levy campaign. 

• Develop and execute outreach programs to targeted populations. 

• Oversee the Board’s Culture of Quality certification. 

• Manage the Board’s website. 

• Creatively engage the public to inform the community of our programs and supports. 

• Gather and share feedback and input regarding community needs. 

• Manage tracking of efforts and share with Executive Director on a monthly basis. 

• Attend and participate in seminars, classes and/or trainings relative to the position as requested. 

• Complete other duties as assigned by the Board’s Executive Director. 

 
Preferred Qualifications 

• Minimum of bachelor’s degree in an appropriate discipline or equivalent experience. 

• Proficiency with Microsoft Office, using a computer, office equipment, and web-based reporting. 

• Strong interpersonal and communication skills. 

https://offers.hubspot.com/templates-shareable-graphics-social-media
https://blog.hubspot.com/marketing/press-release-template-ht


• Proven time management and organizational skills. 

• Experience in grant writing. 

• Networking and engagement skills. 

 

Work Environment 

The work environment is typical of a small office. Some travel is necessary. 

 

Demands of Position 
The physical demands include driving, walking, light lifting, talking, hearing and sitting.  

Vision abilities include close and color vision. Reasonable accommodations under the Americans With Disabilities Act may 

be made to enable individuals with disabilities to perform the essential functions of the position. 

 

I have read and understand the requirements of this job description 

 

 

 

____________________________________________________________   Date ___________ 
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Attachment II 

 

 

 
 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 
 

 

 

 

 



 



Attachment III 

 



 



 
 


