
        ACCEPTING RESUMES 

 

Position: 
Assistant/Deputy Director 
OhioMeansJobs Post #224082068  

 

 
Job 

Description: 

 

Ashtabula County Department of Job & Family Services is 
Hiring an Assistant/Deputy Director 

 

Under supervision/direction of the JFS Executive Director, the JFS Assistant Director is indirectly 
responsible for oversight and knowledge of all agency programs and policies, assisting in and coordinating 
the daily operations and program functions of all agency units, and serving as the main figure-head for the 
agency while acting in the absence of the JFS Executive Director. 

 

 

Desired 

Skills: 

Possession of a Bachelor’s degree (Master’s Degree or greater preferred) from an accredited college or 
university in Public Administration, Social Services or a related field; seven (7) or more years of related 
executive level management experience and/or training including strong experience in labor relations; or 
any equivalent combination of education, experience, and/or training which provides the required education, 
knowledge, skills, and abilities. 

Knowledge of:  modern computer skills and computer applications, including but not limited to Microsoft 
Office; *County, Department, and Division goals and objectives; *County, Department, and Division policies 
and procedures; personnel rules and regulations; government structure and process; *ODJFS computer 
systems; state and federal regulations; Ohio Revised Code (applicable sections); *all agency positions; 
upcoming trends and topics in social services; public relations; customer service; interviewing; office practice 
and procedures; supervisory principles and practices; labor relations; employee training and development; 
counseling; budgeting; government funding; financial review; children/social service laws and/or regulations 
as needed; investigation techniques; case management; social services policies, programs, rules and 
regulations; public transit system rules and regulations; administering tax levies and associated campaigns; 
RFP / RFQ / contracting rules and regulations. (*indicates development after employment) 

Ability to:  carry out detailed instructions; deal with multiple variables and determine specific action; define 
problems, collect data, establish facts, and draw valid conclusions; read, copy, and record figures 
accurately; develop and maintain effective working relationships; interpret a variety of instructions in written, 
oral, picture, or schedule form; maintain accurate records; exercise independent judgment and discretion; 
select best applicants; communicate effectively; maintain confidentiality; resolve complaints from public and 
various others; handle sensitive inquiries from and contacts with local, state and federal officials and general 
public; add, subtract, multiply, and divide; prepare routine correspondence; prepare accurate 
documentation; compile and prepare reports; travel to and gain access to work site; work in sometimes high-
paced stressful situations. 

 

How to 

apply: 

Applicants who wish to be considered for this vacancy must file a written request and submit a resume to: 
 

Patrick J. Arcaro, Executive Director 
patrick.arcaro@jfs.ohio.gov 

 
or by U.S. mail to 

 
2924 Donahoe Drive 
Ashtabula, OH 44004 

Attention: Patrick J. Arcaro 
Resumes are accepted until position is filled. 

OPEN DATE 

2/3/2021 

 

CLOSE DATE 

Until Filled 

If you need assistance or have any questions, feel free to contact: 
OhioMeansJobs-Ashtabula County, 2247 Lake Ave., Ashtabula, Ohio 44004. Phone: (440) 994-1234 

Please complete the attached OMJ Employment Registration Form and return it to the OhioMeansJobs Center with 
the job title or job post number so we may assist you with your employment needs.  

Thank you and best of luck 
OhioMeansJobs Ashtabula County 

Like us on Facebook                                                                  Follow us on Twitter  

 

mailto:patrick.arcaro@jfs.ohio.gov
https://www.facebook.com/OhioMeansJobsAshtabulaCounty
https://twitter.com/

