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Executive Summary 
 

The State Services Assurance Act recognizes that State government delivers many services to all Illinois residents. 
The Act notes that State services are used by many Illinois residents who do not speak the English language fluently. 
As such, the Act recognizes a need for bilingual State employees and “ensures the hiring and retention of additional 
bilingual frontline staff in State agencies where public services are most used.” 

 
The Act requires that on or before April 1 of each year, “each executive branch agency, board, and commission shall 
prepare and submit a report to the General Assembly on the staffing level of bilingual employees. The report shall 
provide data from the previous month, including but not limited to each employee’s name, job title, job description, 
and languages spoken.” 

 
As of March 1, 2025, the Illinois Department of Central Management Services (CMS) had six bilingual onboard 
frontline staff. The six staff members speak Spanish. Three staff members are employed as Human Resources 
Representatives, and three staff members are employed as Human Resources Specialists. 
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State Services Assurance Act: Annual Report 

The State Services Assurance Act1 requires each executive branch agency to submit a report to the Illinois 
General Assembly on or before April 1st every year on the staffing level of bilingual on-board frontline staff 
in the RC-6, RC-9, RC-10, RC-14, RC-28, RC- 42, RC-62, RC-63, and CU500 bargaining units in titles 
represented by AFSCME as of June 1, 2007.2 “On-board frontline staff” means frontline staff in paid status.3 

The State Services Assurance Act Annual Report must contain each employee’s name, job title, job 
description, and languages spoken as of the previous month.4

The chart below identifies bilingual on-board frontline staff employed by the Department of Central 
Management Services as of March 1, 2025, by name, job title, and languages spoken. 

Central Management Services 
Bilingual On-Board Frontline Staff (as of March 1, 2024) 

Employee Name Job Title Position Number Bargaining 
Unit 

Languages 
Spoken Job Description 

Magana, Mayra Human Resources 
Specialist 

19693-37-00-010-02-01 RC-62 Spanish Appendix A 

McClain, Alejandra Human Resources 
Specialist 

19693-37-21-000-20-02 RC-62 Spanish Appendix B 

Mireles, Fabiola Human Resources 
Specialist  

19693-37-23-200-26-01 RC-62 Spanish Appendix C 

Aceves, Israel Human Resources 
Representative 

19692-37-24-400-31-02 RC-62 Spanish Appendix D 

Jones II, Curtis L Human Resources 
Representative 

19692-37-24-400-51-02 RC-62 Spanish Appendix E 

Reyes Jr, Eugene Human Resources 
Representative  

19692-37-24-500-11-02 RC-62 Spanish Appendix F 

1 State Services Assurance Act, 5 ILCS 382/3-1 et seq. 
2 Id, at §§3-5, 3-10. 
3 Id, at §3-5. 
4 Id. 
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CMS ILLINOIS DEPARTMENT OF 
CENTRAL MANAGEMENT SERVICES POSITION DESCRIPTION 

1. POSITION TITLE WORKING TITl.E {IF ANY) l!tt..lNG\JAL POSITION TITLE 2. POSITION NUMBER 
coo, OOTIONCOOE 

E.isb--ng Pru!llitm 

19693-37-22-200-01-02 
New-i�zed P0$1!!00 

Human Resources S=cialist 29 ss 19693-37-00-010-02-01 

3.AGENCY 4. BUREAU/ DIVISION '""" e vYOSIK "" 
flAWIT 

V OFFICE 

CCOE COIMY "'"' us,; 

&isling PQ$ilil:t't 

Personnel/Statewide Services 
New/Reviled P?!illkm 

N R Central Manaoement Services Director's Office 0 016 

10. SECTION 1L UNIT 12, TRANSACTION CODE 13. EFFECTIVE DATE 

UstingPos,liQn 

06/16/17
New/Revised P�!ttm 

Diversity Enrichment Program 0 MA021 ESTABLISH 
0 MA022 EXEMPT CODE CHANGE ,.,,., 181 MC024 POSITION NUMBER CHANGE 

14. WORK LOCATION 15. BARGAINING/TERM CODE ex.,.., Ill MC026 CLARIFY 
ExiSUng Posltlen 0 MC027 ADDITIONAL IDENTICAL CHANGE 
Chicago 0 MC028 WORK COUNTY CHANGE 

0 MD021 ABOLISH 
NewlRellr.letl Pw:1111,;m 0 MC149 DOWNWARD REALLOCATION 
Cook RC062 N 0 MC150 LATERAL REALLOCATION 

0 MC158 UPWARD REALLOCATION 
%0FTIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

Under general direction of the Manager, Diversity Enrichment Program (DEP), serves in a journey level
professional Capacity performing complex specialized human resources administration duties; provides
journey level advice on professional employment and Career development counseling to DEP management,
the general public and State employees at DEP Job Forums; prepares documentation of activities in
accordance With the State Hispanic Employment Plan and participates in drafting and final preparation of
the Annual Report; consults With and serves as liaison between DEP and the CMS Bureau of Personnel In
the interpretation and adherence to the Personnel Code, Personnel Rules, and collective bargaining
agreements; analyzes, interprets, evaluates and determines information associated with the CMS
Classification Plan, Pay Plan and applicant assessment processes to provide effective skills match and career
counseling services and consultation to agency management, management of other State agencies and Job
Forum attendees; maintains information on career counseling activities on the CMS Job Applicant
Counseling and Career Development System. Translates functions, procedures and documents into Spanish
for individuals who cannot speak or read English.

25% 1. Provides journey level advice to agency management, staff of all agencies and the general public on
human resources Information related to the Diversity Enrichment Program; utilizing the CMS Classification
Plan, Pay Plan, and applicant assessment processes, provides effective skills match and career counseling
services at DEP Job Forums; ensures advice given adheres to the Classification Plan, the Personnel Code,
Personnel Rules and collective bargaining contracts; consults with the CMS Division of Examining and
Counseling, Upward Mobility Program and Tuition Reimbursement Programs to obtain current and revised
information on client services to maintain accurate information to be conveyed to Job Forum attendees.

25% 2. Conducts Job Forums statewide in communities and neighborhoods consisting of substantial protected
class populations; provides skills match and career counseling services to Forum attendees comparing
qualifications and career goals with the structure of the Classification Plan and applicant selection process to
recommend target titles best suited to the attendees; works in consultation with minority advocacy groups to
foster participation and support of the forums; disseminates· information on position availability, job posting
information, class specifications and other information materials to the general public; maintains career
counseling activities on the CMS Job Applicant Counseling and Career Development System; provides
follow uo services to Forum attendees.
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CMS ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICE

CMS-104
POSITION DESCRIPTION

1.POSITION TITLE WORKING TITLE
BILINGUAL

CODE SKILL CODE
2. POSITION

NUMBER
LEGACY POSITION

NUMBER

HUMAN
RESOURCES
SPECIALIST

AGENCY
CLASSIFICATIO
NS SPECIALIST

None None 90670037 19693-37-23-200-26-01

REVOLVING
DOOR 

STMT. OF
ECONOMIC
INTEREST 5. EXMT CODE SITE POSITION TYPE 7. MI

false No Not Exempt In-Office SP true

AGENCY DIVISION 10. SECTION 11. UNIT
13. EFFECTIVE

DATE

Department of
Central

Management
Services

BoP/Technical
Services-23

BOP/Agency Classification and
Class Studies-200

BoP/
Organizational
Structure-26

2024-09-01

6. WORK COUNTY
14. WORK
LOCATION 15. BARGAINING/TERM CODE JOB PROTECTED

Sangamon Stratton Office
Building USA/RC062 Yes

% OF
TIME 16. COMPLETE CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS

APPENDIX C



CMS ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICE

CMS-104
POSITION DESCRIPTION

25 1. Under general direction, serves as an Agency Classifications Specialist performing complex, specialized
professional duties in the administration of the Position Classification Plan for assigned agencies.
• Conducts review and comparative analysis of position descriptions to ensure appropriate allocation of the position
title and the position responsibilities meet all legal and regulatory requirements and to provide for agency needs.
• Analyzes position descriptions in accordance with classification standards and guidelines and examines the
coherence of the elements of the position with the class specification.
• Provides consultation, guidance, and recommendations to agencies on the establishment and clarification of
positions, agency organizational structure, and explores with the agency any issues discovered in the analysis of an
agencies or multiple agencies’ business organization structure and documentation that have been submitted for
review.
• Provides approval of reviewed positions with Central Management Services (CMS) Director signature authority or
denies submittal which then requires follow up to make recommendations to agency staff.
• Confers with supervisor concerning questionable or confusing statements or content on position descriptions to
clarify status or recommend methods to the agency.
• Prepares correspondence and analytical reports pertinent to subject positions.

20 2. Serves as the CMS Classification liaison for assigned agencies.
• Provides guidance and technical advice to user agencies to maintain the Position Classification Plan to ensure
official position descriptions are developed in accordance with the Comprehensive Employment Plan, Personnel
Code, Personnel Rules, Pay Plan, collective bargaining agreements, legislation, Executive Orders, and any
applicable laws, rules, regulations, statutes, or mandates.
• Responds to inquiries from agency stakeholders.
• Conducts research of position histories, other agency positions in State personnel software, databases, computer
systems, electronic file storage locations, and physical file storage locations to develop and provide responses.

10 3. Performs extensive analysis of major agency reorganizations, realignments, geographical transfers, and layoff
packages.
• Reviews position descriptions, current and proposed organizational structures, agency allocation reports, and
associated documents such as legislative mandates and Executive Orders to determine appropriateness and
efficacy of proposed changes.
• Examines proposed organizational structuring and its effect on the current allocation of positions and provides
feedback and recommendations to agency liaisons to address such concerns.

10 4. Analyzes Personnel Code partial exemption requests, including 4d(3) requests to be submitted to the Civil Service
Commission (CSC) for consideration.
• Reviews position descriptions, organizational structure, and other pertinent agency data to make determinations as
to whether a subject position meets the allocation standards for the classes it is assigned to and whether the
positions meet the criteria of the exemption from Section 4d(3) of the Personnel Code and the CSC Governing Rule:
Section 1.142 Jurisdiction B exemption.    
• Prepares transmittal and official records for submission to the CSC.
• Confers and guides the agency in resolving issues found or those brought forth by the CSC.
• Prepares 4d(3) position descriptions for supervisor review.

10 5. Serves as a subject matter expert to CMS Labor Relations staff regarding classification issues.
• Reviews information and documentation from Labor Relations staff and conducts research related to position title,
position allocation, and assigned duties to provide recommendation on a course of action for events such as
grievance resolutions, arbitration, administrative hearings, and similar circumstances.
• Prepares audit analysis based on the review of class specifications, comparable existing positions, position
histories, and agency organizational structure and provides findings to division managers and CMS Labor Relations.
• Serves as expert witness for expedited/non-precedent setting classification grievance hearings.

10 6. Serves as the backup for other staff within the Division.
• Maintains electronic files of position descriptions and electronic storage cabinets.
• Reviews workflows and entries and assigns as needed.
• Reviews information on submitted job descriptions and posts position data from job descriptions to appropriate
computer systems.

10 7. Attends trainings and participates in meetings concerning classification, employee/labor relations, proposed
organizational changes, staffing requirements, and other related discussions.

5 8. Performs other duties as required or assigned which are reasonably within the scope of the duties enumerated
above.

9. 

10. 

17. POSITION TITLE AND NUMBER IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, preparing,
conducting and signing performance evaluations; effectively recommending and imposing disciplinary action and adjusting
grievances for the incumbent of this position.)

SUPERVISOR POSITION TITLE POSITION WORKING TITLE (IF ANY)
SENIOR PUBLIC SERVICE ADMINISTR-General
Administration/Business Marketing/Labor/Personnel 90670391 ORGANIZATIONAL STRUCTURE

MANAGER
18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A:



CMS ILLINOIS DEPARTMENT OF
CENTRAL MANAGEMENT SERVICE

CMS-104
POSITION DESCRIPTION

NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a time percentage(s)
allotted. If a box was checked above, list position title, position number, and number of subordinate incumbents or authorized
funded headcount.

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE
SUCCESSFUL PERFORMANCE OF THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL
OPTIONS OF SKILLS AND ABILITIES AND LICENSURE OR CERTIFICATION IDENTIFIED ON STANDARDS, THE
PHRASE “SAME AS SPECIFICATION” CAN NO LONGER BE USED.
Minimum Qualifications
1. Requires knowledge, skill, and mental development equivalent to completion of four (4) years of college.
2. Requires two (2) years of professional human resources experience.
Preferred Qualifications (In Order of Significance)
1. two (2) years of professional experience in a position classification field, e.g., conducting studies of position descriptions,
conducting inquiries to obtain crucial information, analyzing allocation factors, and organizational charts to determine a
position’s proper classification, and providing written analysis of a position’s allocation.
2. Prefers two (2) years of professional experience advising an agency and/or human resources office or labor relations office
in the proper utilization of a classification plan.
3. Prefers two (2) years of professional experience in processing reorganizations and layoffs, planning organizational
structures, processing and documenting realignments, and masses of position movements.
4. Prefers two (2) years of professional experience with Personnel Codes, Personnel Rules, Position Classification Plans, Pay
Plans, collective bargaining agreements, and other related human resources policies, procedures, processes, and their
application to the field of position classification.
5. Prefers two (2) years of reviewing, organizing, and analyzing information and/or data for accuracy.
6. Prefers two (2) years of professional experience writing correspondence and reports that contain conceptualizations, facts,
and descriptive and quantitative conclusions with grammatical correctness.

Specialized Skills (Used for certain BU Employees only)

20. CONDITIONS OF EMPLOYMENT

1. Requires completion of a background check and self-disclosure of criminal history.
2. Overtime is a condition of employment, and you may be requested or required/mandated to work overtime including
scheduled, unscheduled, or last-minute overtime. This may require the ability to work evenings and weekends.
3. Requires ability to travel in the performance of duties.
4. Requires ability to attend seminars, conferences, and training to stay current on methods, tools, ideologies, or other
industry related topics relevant to the job duties.
5. Requires the ability to use agency technology/equipment (i.e., mobile phone, laptop, etc.) properly in accordance with
information security awareness policies and confidentiality guidelines.
6. The conditions of employment listed here are incorporated and related to any of the job duties as listed in the job
description.

POSITION TITLE
POSITION
NUMBER

NO. OF INCUMBENTS OR FUNDED
VACANCIES
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